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CATEGORICAL

PROGRAMS

HANDBOOK
CATEGORICAL PROGRAMS HANDBOOK

This handbook is designed to help you prepare and submit paperwork for purchases, trips, reimbursements, etc. in a manner that will expedite them more efficiently.  Throughout this handbook you will find instructions and samples to guide you.  

They include:



1. Purchase Requisitions and Warehouse Forms



2. Trip Request Forms for:

Conferences/Workshops/Meetings



3. Reimbursement requests for:




Conferences/Workshops/Meetings

4. Procedures for Outside Presenters



5. Personnel Request Add Assignment Procedures



6. Timekeeping procedures (for additional assignments)



    Notification of Completion forms (for stipends)



7. Information on Student Workers, Temporary Employees and Classified Subs

IMPORTANT!!  ALL REQUESTS FOR CATEGORICAL FUNDS REQUIRE A STANDARDS-BASED ACCOUNTABILITY ALIGNMENT (JUSTIFICATION) FORM (included in this handbook).  THE CATEGORICAL PROGRAMS ARE: 

EIA/LEP (English Learners Program)

GATE  (Gifted and Talented Education) 
SLBG (School Library Block Grant)

TITLE I 

TITLE II (Teacher Quality)
TITLE II Technology
TITLE III (LEP/Immigrant Program)

TITLE IV (Safe and Drug Free—Barbara Willibrand’s Office)
TITLE V (Innovative Strategies)

ALL PAPERWORK SHOULD BE SUBMITTED DIRECTLY TO CATEGORICAL PROGRAMS AT THE DISTRICT OFFICE FOR ALL FUNDS EXCEPT TITLE IV.  PAPERWORK FOR THIS FUND SHOULD BE SUBMITTED TO JOYCE RAND AT STUDENT SERVICES.  THEY WILL OBTAIN THE APPROPRIATE DISTRICT OFFICE APPROVAL SIGNATURES.  ANY PAPERWORK THAT IS DIRECTED ELSEWHERE MAY DELAY PROCESSING.

If you have any questions, please do not hesitate to call Heather at 952-2252.

NEW CATEGORICAL BUDGET NUMBERS

Following is a list of the Categorical Programs and new accounting numbers:  The four “Xs” represent the object numbers and must be replaced with the appropriate ones from the list at the bottom of this page.  Please put the title of the program next to the account numbers on all paperwork so that we are sure of the funding source you wish to use.  

NOTE:  Please refer to the list next to the account numbers for your school’s site number.

EIA/LEP 
01.0-70910.0-47600-10000-XXXX-Site #

      
Site Numbers












AVHS          
4100000

GATE 
01.0-71400.0-11300-10000-XXXX-Site #


PHS            
4200000











QHHS         
4300000

SLBG 
 
01.0-73950.0-11300-10000-XXXX-4300000    

DWMC       
4400000











DWWV       
4405000
TITLE I        01.0-30100.0-11300-10000-XXXX-Site#


RPARRIS   
4405500










PHXM        
4500000
TITLE II       01.0-40350.0-11300-10000-XXXX-6008000


LNHS         
4700000
(Teacher Quality)







HHS           
4800000
TITLE II       01.0-40450.0-11300-10000-XXXX-Site #


LHS           
4900000

(Technology)








KHS

4950000
TITLE III
01.0-42030.0-11300-10000-XXXX-Site #


DP

5006200











EHS

4150000
TITLE IV   
01.0-37100.0-11300-10000-XXXX-Site #
TITLE V   
01.0-41100.0-11300-10000-XXXX-6008000
The object codes are as follows:

Textbooks



4110
Other books



4210
Instructional materials


4310 

4340 (for software and 1st year database access only)
Supplies



4350 (supplies under $500 each) 





4410 (supplies $500-$5,000 each)






4411 (computer supplies $500-$5,000 each)

Consultants/presenters

5850

Conferences/workshops

5220

Memberships/dues


5310

Rental/Lease Agreements

5610
Repairs



5630

Repairs/outside vendors

5640

Maintenance agreements

5637 (also for computer repairs)
Xeroxing



5710 (D.O. xeroxing only) (Sites should use 4310)
Postage



5710 (D.O. postage only)   (Sites should use 4310)

Student trips/Contracted Svcs.
5810

Subsequent database renewals
5840 
Equipment



6410 (equipment over $5,000 each)





6411 (computer equipment over $5,000 each)

PURCHASE REQUISITIONS for: 

Other Books/Materials/Supplies/Equipment/Consultants or Performers
Please be sure of the following:

1.  All appropriate blanks must be complete and clearly legible.

2.  All appropriate signatures and dates, such as:

a.  Requisitioner’s signature (Required)

b.  Principal’s signature (Required)

c.  Department Head’s signature and date (May or may not be required – 

     site decision)

d.  Program Coordinator’s signature and date (Required)

3.  Account Classification section completed using the numbers on the Budget 

     Numbers page.

4. Please make sure to check one of the following choices provided: 

“Mail PO to Vendor” or “Return PO to Requisitioner.” 

If a check is to be mailed directly to the vendor please note “Direct Pay” in the space provided.
NOTE:  California Sales Tax MUST be included on ALL purchases, even outside the state, regardless of what you may be told by vendors.

WAREHOUSE PURCHASES

Please use the proper warehouse form as they are recorded and tracked by the printed numbers.  If it does not have a “W” before the number, please add one.  Complete the form as follows:


1.  Date the form


2.  Enter your school site


3.  Enter the location where the items are to be delivered (name and room #)


4.  Enter the account codes as previously instructed for other purchases


5.  The authorized signature should be the principal’s or his/her designee as on file at the 

 
     District Office, and the fund coordinator


6.  Be sure to complete the remainder of the form using the sample as a guide.  You 

     MUST be sure to fill in the Unit Costs and Totals and be sure to add the figures in 

     the “Total” column for a grand total

Attach a STANDARDS-BASED CATEGORICAL JUSTIFICATION form with ALL requests using categorical funds.  Be sure it is complete with appropriate signatures and dates.

ANTELOPE VALLEY UNION HIGH SCHOOL DISTRICT
CATEGORICAL JUSTIFICATION FORM

Site  



Requisitioner


                              Funding  

	
	EWA or 

Primary Assignment
	SBA

(School Business Agreement)
	Trip Request
	Purchase

	Employee
	
	
	
	

	Certificated/Classified
	
	
	
	

	Job Classification
	
	
	
	

	Effective Dates
	
	
	
	

	NTE Hours
	
	
	
	

	Title of Conference
	
	
	
	

	Location of Conference
	
	
	
	

	Requisition Number
	
	
	
	


How does this position/purchase/trip align with your Single School Site Plan?(Mark box and provide description)
	Goal #1-Literacy and Math
	Goal #2-Other Content Areas
	Goal #3-Special Populations

	
	
	


Evidence of how your site plans to follow up/show completion on this position/purchase/trip (provide dates)

	Staff Training 
	Summary/Report
	Other

	
	
	


	Scientifically-based research reference
	


Approvals
	Requisitioner                                                        Date


	District Program Coordinator                             Date

	Site Program Coordinator                                  Date


	Categorical Director                                              Date


	Principal                                                                Date


	Director Curriculum & Instruction                     Date

	
	Asst Superintendent, Ed Services                        Date


This justification form is available at www.avdocs.org and can be completed as a WORD form document
CONFERENCE TRIP REQUEST FORM

Please submit Conference Trip Request Forms AT LEAST one month prior to the date of the conference/trip.

Please complete the form as follows:


  1.  Print your name clearly, first and last.


  2.  Enter your school site.


  3.  Enter your department.


  4.  Enter the date(s) of the conference.

  5.  List other persons attending from your site (all attendees should submit requests at the same

       time).


  6.  Enter the conference title.


  7.  Enter the conference location (city and state, if not in California).


  8.  Enter the purpose of the conference.


  9.  Indicate if using a school van or own vehicle, if school vehicle is not available.

10. Insert budget code in the space provided. NOTE: The spaces on the form are for old budget codes. Please enter the current budget code provided even though it may not fit correctly.

11. Even though the form says “Estimated Cost,” please be as accurate as possible. Remember to 

include transportation to/from airports, parking at airport, and shuttle service at the conference. When making hotel reservations, inquire about government rates, tax and parking fees and include them.  If two or more people are going to the same meeting, be sure they travel and room together whenever possible (if someone prefers his/her own room, he/she will be responsible for half the room rate).   Also, if someone prefers to drive rather than fly, they will be reimbursed only for mileage up to the amount of reasonable plane fare and land transportation costs (in other words, the lesser amount).  If a van is being used for several people to travel to a conference or to an airport, and someone prefers to drive his/her own vehicle, he/she will NOT be entitled to reimbursement for mileage, parking, etc.  

12. The person requesting the trip signs and dates this form.  

13. The “Authorizing Signature” must be the Principal’s or his/her designee’s on file at the District 

      Office.

14. The Program Coordinator signs and dates for “Funding Approval.”

15. “Business Office Budget Approval” is signed at the District Office.

16. “Educational Services Approval” is signed at the District Office.

Purchase requisitions for registration, lodging, and/or airfare should be submitted with the conference trip request with all necessary back-up (completed original registration form, hard copy of hotel confirmation [ask the hotel to fax one to you which shows name, dates, amount and tax rate), and a hard copy of your airfare itinerary showing name, dates, amount].  All airfare, lodging, and conference registration must be completed in advance on Purchasing Requisitions.  There will be no reimbursements to employees for these charges.
Attach a STANDARDS-BASED JUSTIFICATION form (located on www.avdocs.org).  Be sure it is complete with appropriate signatures and dates.

Please attach a Substitute Information Form to your trip request if one is needed (See next page).
Please submit ALL copies to Categorical Programs at the District Office.  Make copies for your site and personal records.

REIMBURSEMENT for conference/trip expenses:

This form must be completely filled in (this also means the top part that many people fail to complete.  Do not concern yourselves with the Board Approved or Board Ratified information.  You may leave that blank). Refer to your copy of the trip request for approved expenses, and attach a copy with the reimbursement form. The amount of the reimbursement may not exceed the amount of approved expenses on the original trip request.

Clean, legible ORIGINAL receipts must accompany the reimbursement request.  Please include all receipts for meals, parking, lodging and registration, if applicable. Any amounts over and above what was originally approved will need to be ratified on a copy of your original trip request and signed/initialed by principal and coordinator.  If more than one person’s meal is on a receipt, be sure each person who is requesting reimbursement circles his/her meal amount(s).  One person will submit the originals; the others will submit copies and indicate who submitted the originals.

Reimbursements shall be based upon actual and necessary meal costs.  If a meal is not taken, or is provided by the conference, no amount may be claimed.  If the actual cost is less than the limitation prescribed herein, only the actual cost may be claimed.  Gratuities and alcoholic beverages are not allowable expenses.
In cases where the conference prescribes a fee for a meal, if the meal amount exceeds the meal limitation designated below, a receipt shall be required for reimbursement to the employee.

Maximum allowance per meal (including tax):  

Breakfast
$10.00









Lunch

$15.00









Dinner

$25.00

Meals shall be reimbursed subject to the following time constraints:

Breakfast:  Travel time must begin at or prior to 6:00 a.m. and terminate at or after 9:00 a.m.

Lunch:      Travel time must begin at or prior to 11:00 a.m. and terminate at or after 2:00 p.m.

Dinner:      Travel time must begin at or prior to 4:00 p.m. and terminate at or after 7:00 p.m.

Be sure to obtain the following:


1.  Claimant’s signature and date


2.  Supervisor’s (Principal’s) signature and date


3.  Program Coordinator must sign or initial somewhere in the signature section.


4.  Be sure the account number and title of the fund are at the bottom.

Please submit ALL copies to the appropriate Director at the District Office within thirty days of the return date.  Make copies for your site and personal records.
PURCHASES: All purchases must be completed through the pre-approved Purchase Order process.  A Purchase Requisition is required along with proper supporting documentation for all purchases. 
Antelope Valley Union High School District
      



       Procedures for Outside Presenters

A board agenda packet must be prepared for all presenters outside of the district and submitted to the District Office at least two weeks prior to the Board Meeting date.  Presenter must be approved before presentation.

Please follow the instructions below to ensure that your presenter will be paid:

1. Ask the presenter to send you a brief summary of their presentation, workshop, training, etc.

This summary should include the following:

· Target audience for presentation

· Expected outcome of workshop

· Fees and any related expenses for presenting

· They will also need to send you a copy of their biography or resume.  (Required by The Board of Trustees)

· Some evidence that the presentation is scientifically research-based

2. When you receive a biography/resume from the presenter, you are ready to prepare the        

      Board Agenda packet.  (A sample of a board agenda packet is attached.)

· Agenda Item - Sample “A” (If submitted after presentation, see notes on Sample B by**)

· Tick Sheet – Sample “B”

· The Agreement for Educational Services (contract) – Sample “C”.  This may be included in the Board packet without signatures.

· Resume or biography – Sample “D” 

When the board agenda packet is complete, please have your site administrator sign (Tick Sheet, Contract) and initial (Agenda Item), and forward Brent Woodard’s office.  Keep a copy for your records. 

All items must be submitted to the District Office two weeks prior to the Board Meeting date.  Presenter must be approved before presentation.

3.  Send or fax the following to the presenter:

· An Agreement for Educational Services (contract) – Sample “C” 

· A W-9 form (Sample “E”)

These forms must be returned to you so that you can include them with your purchase requisition so that the presenter will receive payment. We need an original copy of the contract and W-9 with authorized signatures.
4. To pay the presenter, after the presentation is made, please follow guidelines below:

· Ask the presenter to send you an invoice, which will reflect his/her fees and any expenses incurred, i.e., airfare, hotel, meals, etc.  They must send you their original receipts.

·  Prepare a Purchase Requisition for payment, payable to the presenter or company.  Attach the following to it:

1. Original signed contract 

2. Signed W-9 form

3. Invoice with original receipts attached.  (Write “OK to Pay” and the board approval date on the invoice and have the principal sign it).  

4. Ask your site principal to sign the requisition and forward all paperwork to the Office of Teacher Support/Employee Development.  Remember to make a copy for your records.

5.  Standards-Based Accountability Alignment if using Categorical Funds 
(***SAMPLE “A” ***)

ANTELOPE VALLEY UNION HIGH SCHOOL DISTRICT

OFFICE OF THE SUPERINTENDENT

BOARD OF TRUSTEES’ REFERENCE

SUBMITTED BY:
(This should be the name and title of the administrator




  submitting the item.)











( INFORMATION

DATE:


(This should be the date of the Board

( ACTION




  meeting.)





( DISCUSSION

SUBJECT:

(All items must be submitted through the appropriate 




  Assistant Superintendent.)

SUMMARY STATEMENT:



BUDGET IMPLICATIONS:

RECOMMENDATION:

CABINET REVIEW DATE:
(***SAMPLE “B” ***)


ITEM TO BE LISTED ON AGENDA FOR BOARD OF TRUSTEE MEETING
Regular meetings of the Board of Trustees are held the first and third Wednesday of each calendar month.  Use the following form for any item to be listed on the agenda.

1.
Use separate form for each item to be listed.

2.
Give a brief summary or explanation.

3.
Turn in form to Superintendent's office NO LATER THAN MONDAY of the week preceding the Board meeting.

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * 

A.
Check the appropriate location

B.
Check the appropriate type

      
Work/Study Session


      
Action Item*



      
Presentations



      
Information Item*

      
Reports



      
Discussion Item*

___
Consent Calendar


 

___
Construction Consent Calendar

      
Administrative Services

      
Educational Services

      
Business Services

___
Personnel Services

___
PINCO

___
PINCO Consent

___
ROP

___
ROP Consent

      
Personnel Services

      
Other Business

      
Closed Session

   *
Information Item - This is an item that the Board receives but on which no action is taken.  An example of this is the monthly report of school vandalism.

   *
Discussion Item - This is an item on which the Board has discussion in preparation for future action.  The future action may take place at the next meeting or at some later date, but action is expected on the item.

   *
Action Item - This is an item on which action is expected at the Board meeting for which the item is prepared.

C.
Exact title of item to be listed:

D.
Description of item to be listed:

E.
Person(s) to be available to make presentation or answer questions:


Will make presentation Yes / No


Will answer questions
Yes / No
 

Date                



  Signed                                                                                          
(***SAMPLE “C” ***)

ANTELOPE VALLEY UNION HIGH SCHOOL DISTRICT

Agreement for Educational Services

WHEREAS, it is the desire of the Governing Board of the Antelope Valley Union High School District to employ a professional trained person to provide an effective in-service instructional program, establishing goals and objectives; and,

WHEREAS, such service will assist the Governing Board in discharging its legal obligation to provide an adequate educational program and will supplement assistance by the State and Country authorities, and not replace such assistance;

WITNESSETH:  

THEREFORE, this agreement is made and entered into this ______ day of ________, 2007, by and between the Antelope Valley Union High School District and  _____________________, hereinafter called the Provider.

SERVICE TO BE RENDERED including date(s) and fee(s):

PAYMENT TO BE MADE BY THE DISTRICT:

In consideration of the service to be rendered, the District agrees to pay $ _______ as authorized by the Board of Trustees on _______________________.  

                                                        


____________________                                                          

Provider





Date

BOARD OF TRUSTEES OF THE ANTELOPE

VALLEY UNION HIGH SCHOOL DISTRICT

                                 




_________________________________                                                              
Date






Authorized Agent

Program Account Number/Funding                        
(SAMPLE “D” – Page 1)
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THE FLIPPEN GROUP

Bringing out the best in people

Keynote Speaker

Flip Flippen
Flip Flippen, founder and president of The Flippen Group, has one mission: to make a positive difference in people's lives. That dif​ference finds many avenues: corporations, schools, and the indi​viduals who make up those organizations. But Flip's not just the kind of guy who wants to make a difference in the world. He wants to make a different world!

An internationally known educator and speaker, focusing on the development of high-performing teams and classrooms, Flip has lectured in Canada, France, Ireland, Russia, and Japan. He's de​veloped numerous courses that are taught nationwide, including Teen Leadership, Capturing Kids' Hearts, and Building Champi​ons. An energetic and successful entrepreneur, Flip has founded and served as C.E.O. of numerous businesses and counseling services. M. B. Flippen & Associ​ates is one of the largest teacher education companies in North America.

For two years in a row at the American Association of School Administrators national conference, Flip teamed up with Horse Whisperer Monty Roberts to demonstrate the striking similarity be​tween Monty's horse gentling methods and the EXCEL Teaching ModelTM that Flip developed for teachers and leaders in education. Today Flip is going to share with you the amazing parallels between these two methods and demonstrate how you can put them to work in your classroom.

Flip lives in College Station, Texas, with his wife Susan. Together they have helped raise more than twenty children.

Ladies and Gentlemen, join me in welcoming Mr. Flip Flippen.

1199 Haywood Drive • College Station • Texas • 77845
Corporate Phone (979) 693-7660 • Corporate Fax (979) 693-4737
Education: In Texas (800) 316-4311 • Outside Texas (800) 499-5181 • Fax (877) 941-4700
(Sample “D” – Page 2)
Building Champions Workshop

Overview

Staff will learn:

· how to build trust and respect with their students.

· techniques to reduce anxiety.

· to discover their students' academic needs, so they can teach to those needs.

· how to maximize the environment for learning in their classrooms.

Specifics:

· 1-day workshop at your site.

· Educational video Building Champions, produced by Emmy Award-winning F.A. Cable, visually demonstrates the tech​niques.

· Video features Flip Flippen and "Horse Whisperer" Monty Roberts, author of the best-selling books, The Man Who Listens to Horses and Shy Boy, the Horse That Came In From the Wild.

"Flip and Monty have created a teaching model that makes sense to veteran and rookie teachers alike. When we set up a warm, inviting and non-threatening environ​ment, students will begin to join-up with the teacher. Building Champions shows us step by step how to create that environment in the classroom. When teachers smile, laugh, and take notes, you know they are connecting with the training." Richard Crummel, Principal, Burleson High School, Burleson, Texas

Topics

· creating high-performing class​ rooms

· reducing discipline problems

· increasing cooperation

· the first two steps of the EXCEL Teaching ModelTM - ENGAGE and X-PLORE
"I am more pleased with this training and its effect on our 81 faculty and staff members and our 620 students than anything we have previously encoun​tered! I can truthfully say lives have been changed as a result of the Building Champions program after it was volun​tarily implemented on this campus by our teachers and instructional aides. Thanks for helping us become more effective and successful in our efforts to provide quality education for young people." Bill Stewart, Principal, Na​vasota Primary School, Navasota, Texas

"I can only imagine my entire faculty and staff using the EXCEL Teaching ModelTM. Wouldn't that be a marvelous school? After Building Champions I had teachers tell me how much they appreci​ated it and how it rejuvenated their love and interest for kids." Larry Jeffers, Principal, Clarendon High School, Clarendon, Texas

[image: image2.png] 
Call The Flippen Group
to schedule this workshop or others in the series.
1-800-316-4311 in Texas
1-800-499-5181 outside Texas
(Sample “D” – Page 3)

Teen Leadership, Capturing Kids' Hearts, and Keystone Studies:

In research conducted on Teen Leadership by Dr. Kathleen Cirillo through Texas A&M University and through the Leadership Education Foundation, significant positive effects were found in students for the following variables:

· Personal development/maturity

· Attitude toward group work

· Mother/father-adolescent communication

· Loneliness

· Self-esteem/confidence

For his dissertation at Texas A&M University, Dr. Jim Rosebrock studied the link Capturing Kids' Hearts training and Teen Leadership had to the building of character in today's youth. The research project was formulated to pro​vide concrete evidence as to the effectiveness of this, process in improving the moral culture of schools. Strong moral school environment was assessed and improved in:

· School-wide discipline

· Sense of community

· Democratic student government

· Mutual respect

Fairness, and cooperation

· Relationships between staff and staff/student

Dr. George Willey studied the effect of Teen Leadership on middle school students for his Ph.D. in Education at Texas A&M University and found-that:

· Teen Leadership is beneficial in developing social skills

· Students indicated a higher level of self-esteem

· Students indicated a higher level of social competence

In a comprehensive survey of over 100 teachers and over 2,000 students from 7 different schools, Keystone was shown to have a large impact. Over 96% of respondents said "Yes" to separate questions asking teachers if Key​stone helped their students:

· Show more respect

· Resolve conflict better

· Show more self-control

· Get along with classmates

· Show more kindness

When asked if Keystone helped decrease discipline problems or helped teachers better connect with students, the "Yes" percentages were 94% and 98%, respectively. The student surveys also resoundingly supported the impact of Keystone. To receive the full study containing both quantitative and qualitative data, please contact us.

Please Note: Further research is in progress at the time of this printing.
Our Research Team:

Christopher J. White, Ph.D.,

Kathleen J. Cirillo, Ph. D.,

James D. Rosebrock, Ph.D.

                 For more information call (800) 316-4311

          M. B. Flippen & Associates • 1199 Haywood Drive • College Station, TX 77845
PERSONNEL ADDITIONAL JOB REQUESTS
The transition into the Digital High Schools timekeeping program has demonstrated procedures that have to be tailored to meet the requirements for the Categorical Programs Office. The following process has been developed for any categorically funded assignments outside the primary work assignment (i.e. additional hours, overtime, and stipends):
The revised justification form has been adapted to include the information that was previously reported on the Personnel Action Request Form.  All categorical extra duty assignments must be submitted on a justification form.  The forms are available both in this handbook and on avdocs.  If more than one person in the same job classification is doing the same extra duty assignment (i.e. several teachers attending training on the same date), they may all be listed on the same form.  When more than five employees are participating, please attach the alphabetized list to the justification form.  Please be sure to answer all the questions on the form completely and when referencing site goals and objectives, please refer to your current Single Site Plan.  Reference a specific activity or task that will be completed and the expected outcomes.
IMPORTANT:  The justification form MUST be submitted and all authorizations obtained both before the Digital HS entry person at the site can create the EWA and before the person can perform the additional duties.
It is preferable to keep a record of hours worked.  The Hourly Payroll Report form included in this handbook may still be used to track additional hours.  The pay periods for certificated personnel are the first through the end of each month.  The pay periods for classified personnel are the 13-26th and the 27th-12th of each month.  If you do not report your hours to your site’s timekeeper by the last day of a pay period, your pay will be deferred an additional month.  Remember to make copies for your site and personal records.

For stipend reporting, please use your site’s timekeeping reporting documentation. 

If you have any questions or need any assistance in completing this form, please call Heather at 952-2252.
HOURLY ASSIGNMENT PAYROLL REPORT

Hourly assignment payroll reports must be turned in to the appropriate office by the last working day of the pay period.  If your payroll report is not received on time, your pay will be deferred an additional month.

Name




 Month


Program




        
	Date
	Total Hours
	Description of work performed

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Total Hours
	
	


I certify this report is a true and correct statement of services rendered during the period indicated, to the best of my knowledge and belief.

Date:



Signature









Administrative Verification











STUDENT WORKERS

In order to hire current students as workers (tutors, etc.), a complete New Employee Packet must be completed and submitted to the Personnel office. You can obtain these documents from the Personnel Department at the District Office. Please call extension 222 at the District Office for additional information. Along with new-hire packet, the following items must be submitted:


Copy of Social Security Card and CA Driver’s License or School ID


Personnel Action Request Form (including justification form for use of Categorical funds)


TB Test Verification

Current high school students do not have to submit to fingerprinting or drug testing.

TEMPORARY CLASSIFIED EMPLOYEES/SUBSTITUTES

Personnel employed for substitute service must follow District guidelines as set forth in Board Policy. 

(BP 4120, Adopted 11/13/1990 – Classified Personnel)

Substitute and short-term employees shall be paid the adopted hourly rate.

All requests for substitutes should be made through the Personnel Office at the District Office. The appropriate forms (Personnel Request, Justification Sheet) must be submitted prior to the performance of any job duty.
Substitute Information Form





Person requesting trip or conference_________________________________________����������������_


					               Please Print Clearly	


School site______________________________________________________





Dates absent from school_________________________________________





Reason for sub_________________________________________________





My substitute should be charged to________________________________





I do NOT need a substitute for this trip (check if appropriate)_________





Signature________________________������_________________________





Please note that it is still your responsibility to call in for a substitute for this trip or conference. You are just declaring the funding source. Be sure this is attached to your trip request so it can be properly processed.











Revised July 18, 2007
2

