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SUMMER SESSION TIMELINE 

	November 1
	Summer session dates are finalized

	March 1
	Anticipated (tentative) course lists are submitted to the district summer school coordinator from all sites offering a summer session. 

	March 1 -15
	Summer session proposal to the Board of Trustees. This proposal shall include the sites, course offerings in the core, mandated, and enrichment areas. An estimated budget based upon the projected income will be included.

	March 15-30
	Board approves summer session proposal.

	April 1-15
	AP’s finalize their summer session instructional staff based on Article 18 of the current Collective Bargaining Agreement and submit necessary personnel request forms 

	April 15-30
	- AP’s order needed office and teacher supplies for their sites.

- AP’s prepare enrollment forms/emergency cards, etc., and forward to their respective counselors

	April 15-30
	- District personnel office reviews personnel request forms for proper credentials and determines proper eligibility based upon the negotiated agreement with AVCTA.

- Personnel office submits summer session teachers for Board approval.

	May 1-15
	After receiving approval from the personnel office, the AP’s notify summer session teachers of their summer session assignment pending Board approval and enrollment projections.

	May 15
	Final site master schedules due to the district summer school coordinator.

	May 20 - 30
	AP’s meet with staff to discuss:

Room assignments

Keys

Textbooks requests/ distribution

Attendance policy/record keeping

Tardy policy

Enrollment procedures

Individual supplies

Xeroxing 

Grade sheets

Map of school/room assignments

Staff addresses and telephone numbers

Discipline/dress policy

Substitute procedures

Payroll periods/pay days

Check out procedures

other

	June 9
	Summer school begins

	June 12 
	Last day for summer school registration

	July 3
	Session ends

	July 17
	Summer session reports due to district summer school coordinator


I.
Definitions  

Students can be enrolled into a summer school program based on certain specific definitions. These definitions are listed here. They are followed up by a flow chart that shows how most groups of students will qualify. This flow chart is found on page 5.
A.
“Core” Funded Student:  The State authorizes districts to offer courses in "core" areas, defined as Mathematics, Science, Social Science/History, English/Language Arts, Foreign Language, Computer Education and Fine Arts.  The number of hours of ADA eligible for reimbursement is subject to a cap, which is 5% of the previous years CBEDS enrollment times 120 hours. The only limiting factor on eligibility for enrollment is the ADA CAP.  Core funding should be operated within the limits of the ‘cap’.  Within these parameters, it is the district’s responsibility to determine the extent of the course offerings.  

B.
“Ninth Grade Retention”:  Any ninth grader who has either failed a 9th grade core class, ends the year with fewer than 50 credits, or remains in danger of not passing the CAHSEE is also eligible for summer school. (see page 4, Special Programs category for 8th grade information)

C.
“Mandated” Funded Student:  Mandated classes are intended for 10th, 11th, or 12th graders who are in danger of not passing the CAHSEE and are taking a math or English class.

An ELL class can be considered as mandated also if the students enrolled are lacking the skills to pass the CAHSEE and the class is designed as a CAHSEE Prep class.

There is no ADA cap on ‘Mandated’ or ‘9th Grade Retention’ funded students. Use              these funding designations whenever possible.

* Programs offered in Independent Study are controlled by these definitions as well. This could include any non-grad seniors. Students who are not full time I.S. students will not be enrolled in I.S. summer school.

D.
Special Program Catagories:

Special Day classes (SDC): emphasis in English and Math and/or designated subjects per I.E.P.  All Special Education programs are coordinated through the Office of Special Education. Resource and SDC students should be designated/coded as core, mandated, 9th grade retention, but not special education. Severe SPED is designated/coded as Special Education funding only. The Special Education summer classes will be held on Fridays also.   

1.   Students enrolled in enrichment kinds of classes are funded under the core designation.

2.   Hours for entering 8th grade students in danger of NOT passing the CAHSEE will be considered mandated hours.

3. Students identified as severe (SD,SE,ST) are funded under special education designation.
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E.
Calendar: 

1. Credits earned are now determined by the successful completion of standards-based assessments and not seat time alone.

2. All schools will follow the same summer school schedule.

F.
Independent Study: Independent Study can be offered as a program option in the summer session organization.  All of the procedural policies, which govern Independent Study in the school year, are effective in the summer session.  Students in Independent Study must be enrolled following the same definitions of core and mandated courses.  Students requiring only a make-up class in physical education will not be enrolled in the IS option. Each school site principal (AP) has the authority to decide the size and extent of their Independent Study Program keeping the cap on core hours in mind. It is also understood that there could be a small number of non-grad seniors (fewer than 10 credits remaining) in this program.

G.
Private School Students:  The district may admit private school pupils to summer session classes under core funding.

H.
Positive Attendance:  Only actual hours of attendance may be claimed for ADA apportionment.  An attendance roster and bubble sheet will be prepared for each class hour of instruction so that ADA will be generated for each hour. Teachers must take attendance each hour. 
I.
Transportation:  The district has determined that no transportation shall be offered to summer session students except for Special Education students.

1.
Special Day Class/severe students as per I.E.P.

2.
Factors to be considered: handicapping condition as validated by district nurse and proximity to school.

J.
Special Education Day class students transitioning from middle school are eligible for the high school summer session as per the I.E.P 

II.  
Summer Session Proposal

Annually, a summer school proposal will be submitted to the Board of Trustees for their approval.  This proposal shall outline the:  (See appendix A for a Sample Proposal)

A. Dates of summer session

B. Location of summer session programs 

C. Courses to be offered

D. The time Schedule

E. The staffing requirements for both the certificated staff and the classified staff.

III. Funding Formula

The determination of student funding code is made by the guidance department (counselors). Counselors should follow the Supplemental Instruction Funding Program Flowchart (page 5) to determine whether the student is funded as core, mandated, 9th grade retention, or special education funding. Successful funding of the summer school supplemental instruction program is contingent upon the proper designation of funding.

Each school site will have additional funds transferred to their respective PA budgets. The amount will be determined on a yearly basis. This year it is $1.21 per student based on each schools CBEDS count. 

IV.
Budget - Summer Session

Each year the Chief Financial Officer shall submit a budget proposal to the Board of Trustees for their approval.  This may or may not be part of the Summer School Proposal. The budget shall include:  

A. Administrative staffing 

B. Instructional staffing

C. Counselor staffing

D. Independent Study staffing  

E. Clerical staffing

F. Benefits

G. Textbooks

H. Instructional materials

NOTE:
The Special Education Budget shall be submitted by the Director of Special Education.

V.  
District Summer Session/School Coordinator’s Responsibilities

A.  
Notify sites of the summer session dates and schedule.

B.        Work with site AP’s to develop their respective summer session schedule of classes as needed.

C.
Prepare and submit the Summer Session Proposal to the Assistant Superintendent of Educational Services for submission to the Board of Trustees.

C.  
Establish a summer session planning calendar

D. 
Submit all position control forms for each category of staff to be hired. 

E. Prepare personnel requisitions for substitutes.

F. Make sure AP’s have notified all teachers selected to teach SS. 

G. Create a substitute list, and distribute to all schools.

H. Submit necessary summer session reports to Asst. Supt. Of Ed. Services

NOTE :
All special education programs and staff needs are to be coordinated through the Director of Special Education

VI.     Summer Session Principals' (AP’s) Responsibilities

A.  
Prepare summer session schedule of classes and prepare necessary bulletins for parents and students. 

B.  
Select Staff (as per Article 18 of the Collective Bargaining Agreement)

1.
Submit a list of selected summer session teachers to the District Summer School Coordinator and submit personnel requests for all staff selected.

C.  
Create Master Schedule

1.  
Work with the Dept. Chairperson of Guidance

2.  
Site Data Tech and/or the SS Secretary inputs the proper coding for student funding into the computer. (C, M, 9, S)

3.  
Determine room assignments

D.
Monitor attendance

E.
Discipline and expulsions

F.
Coordinate campus security

G.  
Develop all requisitions for supplies

H.  
Prepare final report (See End of the Session Report - Appendix B)

I.
Make arrangements for record storage at the site.  All records to be stored for at least three years

1.
Attendance rosters and bubble sheets

2.
Grades bubble sheets

3.
Payroll

4.
End of session report

5.
Listing of all students and the grades and credits received

6.
Backup on computer diskette

7.
Original registration forms

J.
Staff Meetings - Hold staff meetings as appropriate

K.
Prepare payroll reports and distribute paychecks

L.
Distribute to all students enrolled in the summer session the school rules dealing with dress code, behavior expectations, weapons, drugs, etc.

M.
Coordinate the Independent Study program if it exists on the campus.

VII.
Clerical Responsibilities

A.  
Site Data Tech

1. 
Create summer session files in SASI XP

2. 
Input master schedule

3. 
Print student schedules and rosters

4.
Print report cards

5.    
Assist with the preparation of the end of the year report.

6.    
Be on site on specific days as directed by the SS Principal (AP)

7.    
Record SS grades on student’s transcripts 

B.  
Summer Session Clerk/Secretary II

1. Input student demographics and proper funding source. (Be sure to code students that are not attending their home school.)

2. Input student schedules

3. Distribute student schedules

4. Print add/drop list daily and distribute to teachers as needed

5. Print attendance rosters and bubble sheets

6. Prepare payroll reports/time sheets and attendance reports

7. Distribute payroll checks

8. Assist the Principal in preparing the end-of-year report

9. Distribute report cards

10. Prepare records for storage at site

11. Input attendance

C.  
Registrar

1.
File report cards 

VIII.
Teacher Responsibilities

A.
Instruction:

1.
Implement the District approved curriculum and provide instruction, which is appropriate for students' capabilities and learning styles by selecting and using appropriate lesson content, learning activities and materials.

2.
Become a facilitator of learning by creating meaningful student learning through activities, which engage students in a variety of experiences - individually, with peers and with adults, which focus attention and challenge thinking.

3.
Be enthusiastic about teaching and learning.

4.
Orient students to class work and maintain an academic focus.

5.
Maintain a high level of academic learning time.

6.
Provide prompt feedback to students on their current work and focus their direction on future tasks required for completion of credits toward graduation in the subject area.

B.
Lessons Plans

1.
It is important to provide the highest quality of instruction to the summer session students, quality that is consistent with District Guidelines for Instruction and acknowledged teaching practices.

2.
Although teachers are not required to submit daily lesson plans to the summer session principal, evidence of lesson planning must be demonstrated.

3.
Teachers are required to prepare emergency lesson plans, which can be used in case a substitute teacher is assigned to cover classes.  The emergency lesson plans along with seating charts should be left in the top drawer of the desk along with seating charts.

C.
Teacher-Student Relationships

1.
Always set a good example for the students by being in class before the bell rings, using appropriate language, and going the extra mile for the students' success.

2.
In relating to students, demonstrate sensitivity at all times.

3.
Promote positive self-concept in students.

4.
Show a caring attitude and respect for each student.

5.
Involve parents in the educational process by immediately informing them of any academic, behavioral, or attendance concerns.

D.
Classroom Management Responsibilities

1.
Keep accurate records of attendance and student grades.

2.
Give the summer session site administrator as much advance notice as possible should you need a substitute.

3.
Have appropriate and meaningful lesson plans made up in advance and include a seating chart as well.

4.
Communicate concerns and/or problems, seek assistance and respond to issues in a proactive manner.

E.
Report Cards

Bubble grades on grade bubble sheets for each student who completes the summer school program.

F.
Discipline Procedures

All normal school rules and dress code policies are to be followed in summer school.  It will be the responsibility of the summer session administrator to prepare handouts for students regarding campus rules and dress code regulations.

G.
Attendance 

1.
Encourage students to attend. 

2.
Contact parents when a student is absent.

3.
Maintain an accurate attendance roster & grade bubble sheet.

4.         Take attendance hourly.

IX.
Counselor Responsibilities

A.  
Summer Session Registration

1.
Determine student funding source. (see funding flowchart, page 5)

a.
Core

b.
Mandated (students need to be coded as this designationwhenever appropriate) 

c.
9th grade retention

d.
Special Education

2.
Coordinate the registration process with the other counselors at the site for students.

3.
Develop a time line for the registration of students so that the Site Principal has enrollment data in time to develop a Master Schedule. Enroll all students prior to the first day of the SS session.

B.
Special Education Registration: Be responsible for the registration of Special Education students with the assistance of the Sp. Ed. Coordinator.

NOTE:  
It is essential that every student registered be accurately coded as a core, mandated, 9th grade retention or Special Education student.  An enrollment form is incomplete without that information.  Students from outside the district must have their immunization information with them at the time of registration.  Students without proof of immunization cannot be enrolled in summer school program.

 X.
Student Responsibilities



A.
Attendance

Students must attend their classes regularly until standards based exams have been 

passed, or until summer school ends.

B.
Credit

Credit is granted on the basis of the successfully completed standards based exams as determined by the school site planning team.

C.
Program Changes

Except in unusual circumstances, there is no need for program changes.  Students in need of a program change must report to the Summer School Office at the end of the summer school day.  A program change form will be approved by the summer session administrator or summer session counselor and circulated to each teacher.

D.
Summer Session Special Education Students

1.
Education Code Section 41976.5(a) states:  Each school district or county superintendent of schools providing services in summer school programs for substantially handicapped persons in the 1977-78 school year shall continue in the 1980-81 fiscal year and each fiscal year thereafter to offer these programs.

2.
Extended year services are mandated for each individual with special needs whose Individualized Educational Program (IEP) states that he or she has such a need, for a minimum of 20 days excluding holidays.  Refer to California Code of Regulations (formerly California Administrative Code), Title V, Section 3043(d) and Education Code Section 56345(b)(5) for further information.

3.
Behavior plans for all students will be followed.


E.
Discipline

1.
The decision to remove a student for behavior that is disruptive to instructional process rests with the local site administrator.  In the interest of fairness, the site should have made efforts to change the offensive behavior of the student before dropping him/her.  Communicating with parents is a crucial part of this process.  All students attending summer session fall under the umbrella of the discipline policy of the particular site and the District discipline policy.

2.
District "DRESS CODE POLICY" is to be strictly adhered to for all students, including Independent Study students attending classes on summer session sites.

3.
Because of the nature of the summer session, discipline referrals will be minimal.  If special problems arise that the teacher cannot handle teachers are requested to complete a referral form and have it brought to the summer session office.

F.
Hall Passes

Hall passes are not to be issued during summer session unless an emergency exists or under special circumstances such as transporting textbooks to and from the Textbook Room.

G.
Closed Campus Policy

It is advisable to have facilities available during break time to allow students to have refreshments, thereby eliminating any need to leave campus.  If a student store is not available, try to work out some other arrangement.  There have been problems at some sites with students leaving campus and not getting back on time for their second class.  Establish your procedures on the first day, rather than trying to change patterns of behavior later.  It is advisable to have a Closed Campus Policy.

H.
School Rules

All school rules and regulations which have been adopted by the Board and the school are in place for the summer session.  It is important that these rules be distributed to all students and parents at the start of summer the session.  This should be done at the time of enrollment.

MEMORANDUM OF UNDERSTANDING

Between

ANTELOPE VALLEY TEACHERS ASSOCIATION CTA/NEA

And

ANTELOPE VALLEY UNION HIGH SCHOOL DISTRICT BOARD OF TRUSTEES

A Summer School program may be conducted at the discretion of the District.

Summer School employees shall be employed contingent upon adequate student attendance.

Summer School site vacancy announcements shall be distributed through procedures defined in Article 6 of this agreement.

The faculty for Summer School shall be selected by the Summer School Principal (AP) and Administrative staff at the site.

Assignments will be made on the basis of first, Authorizing Credential; second, Major or Minor preparation; third, on a site based Reverse Summer School Seniority Basis (i.e., those teaching Summer School in a given year shall be placed at the bottom of the seniority list for the following year).  Those having never taught Summer School shall be placed on the list in order of their seniority with the District.  Enrichment courses will be taught by the person who originally proposed the course.  Enrichment courses do not fall under the provisions of the above paragraph unless the person who proposed the course outline is unavailable to teach the enrichment course.

Priority consideration shall be given to: (1) qualified unit members at the site before making offers of employment; (2) other unit members based on District seniority; and (3) qualified candidates outside the bargaining unit.

Assignments for classes for which there is sufficient enrollment shall be announced no later than June 1st.  Additional assignments may be made as enrollment warrants through the first week of the session.  Employees will be notified directly by the appropriate administrator of their assignment.

Before April 1st of each year the Summer School Principal (AP) will invite proposals for special Summer School enrichment classes.

These will be classes not offered in the regular school year and must be in academic areas approved by the State Superintendent of Public Instruction.

MEMORANDUM OF UNDERSTANDING  (continued)

Proposal, in approved District format, must include:


Brief description of the class.


Units of Study.


Goals and Objectives.


Materials to be used.


Instructional materials budget.


Methods used.

Offering of these classes will be contingent on Board approval and sufficient student enrollment.

Teachers shall be reimbursed at the negotiated hourly rate for the number of hours they meet with each class or are assigned to work by the Summer School Principals.

Teachers who meet with more than one (1) two-hour class shall be entitled to a scheduled unpaid break.

Summer School sick leave shall be handled per Article 5. 

It is understood that this memorandum of understanding will be incorporated into the agreement between the Antelope Valley Teachers Association CTA/NEA and the Antelope Valley Union High School District Board of Trustees at the time negotiations are completed.

Dated: 3/6/02






Dated: 3/6/02

Antelope Valley Teachers Association CTA/NEA

Antelope Valley Union High School District Board of Trustees

XI. Leave Provisions (Article 5, section 5.1.1.3))  

5.1.1.3
A unit member who is employed not less than five (5) days per week for summer school classes shall accrue sick leave at the rate of four (4) hours for each sixty (60) hours of summer school classes.  Sick leave entitlement for summer school shall be credited to the unit member at the beginning of the summer session in which the service is to be rendered.  Unit members who work less than the full term of the summer session shall receive a prorated portion of the sick leave based on sixty (60) hours. No previously accumulated sick leave can be used for absences during summer school. Earned summer school sick leave credit shall be added to the accumulated sick leave.

NOTE:
Paid leave for school conferences or school business shall not be granted during summer school.

XII.
Classified Selection

The selection of any hourly summer session classified positions will be based primarily on district seniority and the skill to meet any special requirements.  The District agrees with the CSEA that this is an equitable way to make selections for the summer session program.  

XIII.  End Of Summer Session Report     

It is the responsibility of the summer session principal (AP), with the assistance of the Site Data Tech and the Summer Session Secretary II, to complete within the first 2 weeks after the close of summer the session, a report. The "End Of Summer Session Report Form" can be found in Appendix B.
XIV. Procedures

A. Requisition Preparation Procedures/ Budget

1. It is the responsibility of each summer session principal to manage their respective summer school site budget.

2. Requisitions:  All requisitions for summer session textbooks and supplies should be submitted no later than the June 1 preceding the start of the summer session.  The earliest possible submission is the most desirable.

3. Requisitions must be signed by the summer session principal and coded with the appropriate object and program numbers.

4. At the end of the summer session, a budget report is to be prepared by the summer session principal detailing by requisition number and amount, the expenditure of all summer session funds.  This report is part of the report that will be submitted at the conclusion of the summer session.

B. Payroll Procedures

1. Make sure that for each employee there is on file an approved Personnel Request.  No employee will receive a paycheck if the Personnel Request form has not been submitted and approved by the District Office

2. Put teachers in alphabetical order on timesheet

3. Put substitutes in alpha order on separate timesheet

4. Post hours worked

5. Post sick leave/personal necessity hours

6. Post substitute hours

7. Have teachers sign next to their name on the timesheet

8. Have Principal sign and date timesheet 

9. Copy timesheet

10. Submit original timesheet to either payroll office at District Office. Submittal dates are determined by District and a memo from the Payroll department will be sent to the Principal notifying the school of the dates.

11. Create file folder for timesheet copies and mark it accordingly        

12. All payroll records should be maintained for a three-year time period.

C. Procedures for Eligibility/ Registration

1. Counselor Responsibilities:
a) Publicize summer session dates

i. Make application forms available to students

ii. All counselors should have responsibility to assist in the summer session registration process.

b) Verify Funding Code – (use “Mandated” whenever possible)
i. Check student transcript for previously failed classes, as well as current grade report

ii. Summer Session Counselor verifies core, mandated or 9th grade retention student eligibility

(a)  Private school students eligible for summer session

(b)  8th grade student eligibility

iii. Eligibility code must be recorded and included on each attendance roster

c) Turn in registration forms to Data Technician

d) Summer Session Registration:

i. Pre-registration - to be started after second semester 15-week progress report

ii. Late student enrollments to be complete prior to the first day of class.

(sample registration form on next page)

2008

AVUHSD SUMMER SESSION 

_____________High School

It is essential that you print legibly.

DATE________________________

Last Name_________________________First_______________________ 

Name_____________________Initial_________

2002-2003    Grade Level    09     10     11     12   
      Birth Date___________________

                                                  (Circle One)

Home Phone____________________________

Parent’s Name___________________________

Home Address____________________________________________________

Mailing Address if different than above ________________________________________

Student’s Signature_______________________________________

Parent (Guardian) Signature______________________________________

Name of High School___________________________________________________________

                               (Required if coming from out-of-district)

Return this completed form to your counselor no later than May (TBD) .  You register at your home school but you may attend at any school in the district.  Be sure you complete the correct enrollment form.  Proof of immunization is required if your home school is not in the AVUHSD District.

FOR OFFICE USE ONLY:

PROOF OF IMMUNIZATIONS (IF OUT-OF-DISTRICT)     YES

NO

PERIOD ONE – Funding Code:
Core
   Mandated
    9th Grade     Severe Sped

PERIOD TWO – Funding Code:
Core
   Mandated
    9th Grade     Severe Sped

Verified by:  ____________________________________DATE________________________


                   (Counselor Signature Required)

D. Grades and Transcripts

1. Students attending the summer session at their home school

a) Transcripts: Generate a list of grades by the first Friday after completion of the summer session.  This list is given to the Registrar so the grades can be posted to the student’s transcript.  The list will include the following:

i. Student’s Name

ii. Grade Level

iii. Course Number

iv. Course Name

v. Mark received

** The Site Data Tech or S.S. SECRETARY II can run a program to do this

b) Report Cards:  

i. The students can pick up their copy of the report card no earlier than the following Monday after the session has ended. Students/parents who wish to have their report card mailed must leave a stamped self-addressed envelope with the summer session secretary.

ii. The copy of the report card must be filed in the student’s cumulative folder.

2. Students NOT attending at the summer session at their home school  (This includes students from out of district)

a) Transcripts: Generate a list of grades for each site which contains only their students. (one copy needs to be sent to the Registrar so they can post grades.)  This needs to be done by the Friday after completion of the session.  The list will include grades so the home site can post them to the student’s transcripts.  It must include the following

i. Student’s Name

ii. Grade Level

iii. Course Number

iv. Course Name

v. Mark received

b) Report Cards:  

i. The students can pick up their copy of the report card at the site where they attended the summer session. Students/parents who wish to have their report card mailed must leave a stamped self-addressed envelope with the summer school clerk.

ii. Copies of the report card must be sent to the student’s home school so they can be filed in their cumulative folder.

E. Attendance

1. Attributes

a) This is a positive accounting system therefore, attendance must be taken each hour.    

b) No "illness absences"

c) No "excused other"

d) Apportionment is received only for hours in class.

2. Tardies

a) Late arrival of up to, but not more than 15 minutes   

b) Late arrival of 16 minutes or more constitutes one hour of absence. 

3. Attendance related discipline

a) On the first tardy, the teacher raises the student's level of concern. 

b) On the second tardy, the teacher raises the student's level of concern and attempts to make parent contact.  

c) On the third tardy, the student is referred to the office.  

4. Communication of attendance expectations

a) Counselors and teachers need to state clearly the attendance requirements and tardy policy.

b) Administration needs to reiterate expectations through bulletins and student/parent conferences.

5. Attendance rosters

a) Attendance rosters will be updated regularly

b) Rosters must be turned in to the office daily.  This allows for strategic planning and school to home communication as necessary.  Add/Drop lists to be printed on a daily basis by the summer school clerk. 

c) Attendance records, class records and report cards should be collected, labeled, boxed up and stored at each site for future reference.  These records must be retained for three years.

d) An attendance roster and attendance bubble sheet shall be printed for each hour of instruction.

6. Special circumstances

a) Private school students and other students outside of the district may be admitted to summer session classes.         

b) Whereas regular education students may not audit a course, special education Individualized Education Plans may permit, or even encourage auditing.

F. Class Size Considerations

1. Class Size

a) Class size is impacted directly by attendance.

b) Typical enrollment declination is about 30%.

c) It is important to make accurate attendance projections.

2. Some courses and programs are usually offered at only one site, due to limited student demand or strategic planning.  Typically limited offerings include ESL, Civics/Economics and Art.

3. When enrollment in a given section exceeds 40 students, consideration must be given to the creation of an additional section.

4. No teacher is to be added to the staff until the personnel requisition has been submitted and approved.  Additional staff should be selected from the previously approved list of eligible teachers

G. Substitute Procedures

1. The sites will be given a sub list to use and the teachers must get their own subs if they plan to be absent.

2. All substitutes must be registered with the Personnel office – AVTA unit members must have first priority.

3. Each summer session employee is entitled to sick leave benefits as per the appropriate negotiated agreement.

4. No paycheck will be issued to anyone if the appropriate Personnel Request has not been approved.

5. Each teacher who is on the substitute list must have a credential, which has been cleared.

Appendix A

Draft

ANTELOPE VALLEY UNION HIGH SCHOOL DISTRICT

44811 Sierra Highway, Lancaster, CA 93534

MEMORANDUM
TO:

Michael Vierra
 

FROM:
Terry O’Connor – District Summer School Coordinator

RE:

Summer School Proposal
 

DATE:

April 1, 2008

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

The following proposal needs to be submitted to the Board of Trustees for approval.

SUMMER SESSION PROPOSAL 

1. The 2008 summer session will begin on June 9, 2008 and end on July 3, 2008.

2. The 2008 summer session will be offered at the following schools:  (Students from throughout the district may attend summer classes at any site, but are encouraged to attend the summer session of their home school.)

Antelope Valley High School and ALC

Eastside High School and ALC

Highland High School and ALC

Knight High School and ALC

Lancaster High School and ALC

Littlerock High School and ALC

Palmdale High School and ALC

Quartz Hill High School and ALC

Desert Winds High School

R.Rex Paris High School

3. The 2008 summer session will offer the following programs in both the regular classroom experience and the independent study option:

a.    Mandated Courses: These are courses for students who are sophomores, juniors or seniors who have not made the necessary progress toward passing the CAHSEE (including ELL  students) and are taking a make-up or remedial math or English course. There is no cap on the number of hours of ADA for which the district will receive reimbursement.

Each school will be encouraged to offer an EL program as a Mandated Course on the assumption that these students have not made the necessary progress toward passing the CAHSEE.

b.   Core Classes:  These are courses for students who have failed a course in the following areas as approved by the State Superintendent of Public Instruction.

· Mathematics – Algebra, Geometry 

· History/Social Studies – World History

· English/Language Arts  

· Fine Arts

· Computer Education

· Healthful Living

· Life Science/Physical Science

· All “enrichment” classes

* Some math and English classes may qualify as ‘Mandated’ courses (see ‘a.’ above)

c.   9th Grade Retention: Any student with 49 or fewer credits or has failed a core 9th grade class

4. Independent Study Option: Students will be allowed to enroll in the District’s Independent Study Option based upon the following ordered priorities:

a.   Those students who are currently enrolled in one of the Alternative Learning Centers and who plan to re-enroll in Independent in the following semester and qualify under the mandated definition of classes

b.   Non-graduating seniors who have 10 or less credits to earn in order to satisfy the district’s graduation requirements

5. The 2008 summer session will be administered and staffed as follows:

a. The Assistant Principal at each school site is responsible for the administration of the summer session.

b. The SS Secretary II assigned to the SS Principal will provide the clerical support for the summer session.  The Site Data Tech will provide support as directed by the SS Principal.

c. The instructional staff will be selected and assigned as per the Negotiated Agreement. The desired teacher to student ratio is 1 teacher to 30 students. A teacher may be given either a one period or two period assignment.

6.   The summer school schedule will be as follows:

a. Regular summer school will be one four week session with two periods set during the day.

b. The comprehensive high schools will offer summer school Monday through Thursday.

c. The time schedule for the summer session will be:

Period One:  

7:30 a.m. to 10:00 a.m.


Morning Break:
10: a.m. to 10:30 a.m.

Period Two:

10:30 a.m. to 1 p.m.


Note: Food Service usually provides lunch/snacks through each school site’s cafeteria

d.   The District Summer School Coordinator will provide coordination of the summer session.

e.   Special Education programs will be offered under the direction of the Director of Special Education at sites to be determined by the needs of the Special Education students. In the past, funding of the Special Education Program has not been part of the regular Summer Session funding formulas but is part of the continuing regular special education program. It is anticipated that Special Education summer session classes will be held at most, if not all, comprehensive sites.

f.   Transportation will not be provided to students attending summer session non-special education classes.  Summer session transportation is provided for Special Education SDC students.

7.   Budget:  Each school site is allocated $1.21 per enrolled student to support funding of the program. 
RECOMMENDATION:

IT IS RECOMMENDED THAT THE BOARD OF TRUSTEES APPROVE THIS SUMMER SESSION PROPOSAL AS PRESENTED FOR THE 2008 SUMMER SCHOOL PROGRAM.

APPENDIX   B

Teacher Information


1.   Number of teachers in Regular program: (Also list subs & sub hours)

	Teacher Name
	Number of Hours Per Pay
	Number of Days Taught 
	Total Number of Hours Taught

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



2.   Number of teachers in Special Education: (Also list subs & sub hours.) 

	Teacher Name
	Number of Hours Per Day
	Number of Days Taught
	Total Number of Hours Taught
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3.   Number of Teachers in Independent Study: (Also list subs & sub Hours)

	Teacher Name
	Number of Hours Per Day
	Number of Days Taught 
	Total Number of Hours Taught

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
Total
	
	


Classified Employee Information


1.  Regular Program

	Employee Name
	Position Title
	Pay Class.
	No. of Hrs. Worked 
	Hourly Rate
	Total Salary

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
Total
	
	
	



2.  Independent Study Program

	Employee Name
	Position Title
	Pay Class.
	No. of Hrs. Worked 
	Hourly Rate
	Total Salary

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
Total
	
	
	



3.  Special Education

	Employee Name
	Position Title
	Pay Class.
	No. of Hrs. Worked 
	Hourly Rate
	Total Salary

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
Total
	
	
	



Summer Session Expenses

Please summarize the amount of funds which you spent for summer session supplies, paper, textbooks, warehouse, etc. Include in this summary the requisition number and the total for each requisition.

	Requisition Number
	P.O. #
	Vendor
	Amount P.O.
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Antelope Valley Union High School District

Memorandum

To:

Jane Maxwell

From:

Larry Freise

Date:

9/30/02

Subject:
Supplemental Instruction Budgeting


I have had a chance to work with Cathy Shepard in the development of budgeting for instructional materials for sites implementing a Supplemental Instruction program.  We have discovered a number of things and I have worked up a strategy to vary the funding by the number of generated hours of attendance.

Historically, each site has been allocated $4,000 to operate their program for the year.  Realistically, the sites have totaled approximately $40,000 per year, with the range of expenditures fluctuating wildly between sites.  These differences in expenditures do not correlate with the number of generated hours of student attendance.  

I have included a table for the last fiscal year showing the generated hours and expenditures by site.  This leads to a specific strategy that would allocated a base amount per site, with adjustments made throughout the year as attendance figures come in.  Here is the strategy:

1. Each site receives a base amount of $3,000 at the beginning of the summer session.  This amount should cover the materials cost for the summer of supplemental instruction.

2. At the end of the summer cycle, the number of hours generated would be multiplied by $.08.  The materials budget at the site would be adjusted accordingly to reflect the hours generated.  At the end of each attendance cycle, the materials budget would be adjusted again to reflect additional hours of attendance.

3. If the site generated less than 33,333 hours, their apportionment for the year would not drop below the minimum of $3,000.

As an example, Palmdale HS generated 74,243 hours of supplemental instruction.  This equates to a materials budget of $5,939.  Their base budget of $3,000 would be augmented by $2,939.  Any funds not expended by the April 15 purchase order deadline would be recaptured by the district.

cc:  Jeff Foster

	SUPPLEMENTAL INSTRUCTION MATERIALS 

COSTS VS. GENERATED ATTENDANCE 

	Site
	01-02 Att. Hours
	Expenses
	Proposed Budget
	Hours thus far
	Budget thus far

	AVHS
	65110
	 $      8,746 
	 $               5,209 
	65059
	 $            5,205 

	PHS
	74243
	 $      1,596 
	 $               5,939 
	77547
	 $            6,204 

	QHHS
	34326
	 $      7,496 
	 $               2,746 
	49290
	 $            3,943 

	LHS
	56501
	 $      1,200 
	 $               4,520 
	57518
	 $            4,601 

	HHS
	39073
	 $      5,663 
	 $               3,126 
	59203
	 $            4,736 

	LnHS
	47051
	 $      7,015 
	 $               3,764 
	58714
	 $            4,697 

	DWHS
	
	 
	 
	1586
	 $               127 

	
	
	 
	 
	
	 

	TOTAL
	316304
	 $    31,716 
	 $             25,304 
	368917
	 $          29,513 


Notes:

· DWHS did not offer SI during the 01-02 school year.  

· The ‘Proposed Budget’ column shows the generated materials budget had this strategy been in place during the previous school year.

· ‘Hours thus far’ shows the number of hours generated from the most recent summer school session.

· ‘Budget thus far’ shows how each site’s remaining materials budget would be affected using the budget strategy.
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