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MEMORANDUM
TO: Site Principals
FROM: M. Price via G. Rayburn
DATE: July16 2007
SUBJECT: REVISED Budget and Staffmg Rules for 2 ;07 D

The following set of “rules” has been established to aé
departments in supporting the staffing allocation,.master
the 2007-2008 school year.

A. Budgeting Procedures

1. Sites will be allocat%d@@fﬂng ba
allocation strategy enables:Ein
minimal amount of last minties

2. Staff will be%ocated on the basisy

' %yr%nentary principal and will only be considered if the site has
ng procedures outlined below. The retlred administrator will

‘Rave their allocations reduced by the negative balance in order to “repay”
oan of funds.
Wll “purchase” staff in the Unrestricted (00010) resource using the
e salary. Principals will “purchase” staff in all restricted resources using the
< ctuaiwsalary of the employee. If specific employees that will be funded from the
réstricted resources are “unknown” at the time of the workbook submission the
principal should budget at the district average salary. This average salary may or
may not cover the actual cost of the employee that is eventually assigned and
adjustments will be made in the fall.
Sites cannot declare a vacancy. Sites must contact the HR staffing administrator with a
description of the uncovered assignment. HR will attempt to staff with a contract
employee. If no contract employee is available, HR will inform the Budget Analyst who will
contact the school site with the appropriate charge code for a Visiting Teacher for the
vacancy.
7. Sites will not be able to utilize projected carry-over dollars to fund monthly or hourly
positions in the 2007-08 budgeting process. Carry-over dollars will only be utilized in the
fall after those balances have been calculated and verified.
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8. Sites will be funded and will “purchase” staff and supplies based on formulas that

incorporate the current required reductions for budget balancing. Staff and supplies will be
allocated at the percentage reduced amounts and sites will purchase at the actual average

cost.

B. Staffing and Scheduling Procedures

1. Sites will build their master schedules using the district accepted class size formulas for all
grade levels: K-3(20:1), grades 4-6 (34:1), grades 7-12 (35:1).

2. Elementary sites need to use general fund (Resource 00000/00010) resources to.fund

their K-3 classrooms first, followed by their 4-6 classrooms. Additional staffing ;

restricted or unrestricted sources may then be applied to 4-6 Class Size Red%tlon .

.

staff allocation remaining from restricted funds at that time may be allocatedi g, certifica
support staff (Resource Teachers, etc.). Combination classes are ap mlate@g%pnclus

easbns.
3. Second Language dollars must be applied to Biliteracy o!:é?f@sroom jass con S %’%ﬁst in
the areas of teachers for these classrooms. " B -
4. GATE Seminar classes must be staffed at 20:1 (Secondary anghEle '
classes in excess of 25 students require a waiver from GAT RE including
the class into the course list or master schedule. [Sub; ]
5. Site funded GATE Seminar classes should be schedi
the grade fevel of students in the class, Grades 426;is+

i

00/00010) may

Resource Teachers.
7. Any site Resource Teacher, regardles s ource, must, by Board of Education
: directly with students.

: aﬁdité@y Budget for inappropriately

3 ir.best staffing needs information to Human Resources by the posted

provide for contract stipulated Post and Bid procedures to occur in the
es.

2. Buidget and Human Resources departments will jointly develop a schedule of all of the
components of the 2007-2008 Budget and Staffing process.

3. Fourth Friday enrollments will be the benchmark for all staffing decisions. Enroliment
drops after the fourth Friday of the year will be investigated by Pupil Accounting and any
indications of inappropriate recordkeeping will be reported as appropriate to the district's
Ethics Officer and/or the Area/Assistant Superintendent for possible disciplinary action.
Site funding will be immediately adjusted to reflect the correct ADA numbers.

gs 4.  High performing, historically stable enroliment schools will be asked to complete their
fr T > staffing alignments within 10 days of the beginning of the school year.
5. All sites will be expected to have classroom assignments or Master Schedule changes
completed by the end of the fourth week of the school year. Principals will need to monitor
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enroliment figures and begin making changes during the second week of school when the
open enroliment period for all CHOICE programs closes.

E. Calendar of Events

1. The following calendar should be utilized by school sites for planning purposes:

a. January
i Release of Initial Human Resources Information to sites January 3
ii.  Budget workbooks are released to the sites
iil. Budget Workshops and Assistance Sessions begin
iv. Certificated Staffing information due to Human Resources
For Post and Bid Only

b. February
i Certificated Post and Bid Opens
ii. Certificated Staffing Adjustments (Excess) D&
iii. Classified Staffing Layoff and Bumping W.orks
iv. Classified Layoff PeopleSoft Open Lab |
V. Certificated Post and Bid Closes

February 23
ruary 26

vi. Classified Staffing Layoff and B February 27
vii. Classified Staffing Informatio February 28
c. March
i. Budget Workbgoks ar March 2
d. May
i Second Round
e. July
i. Site va neies known as a result of post-bid/retirements/resignations
ii. Site Maste‘?%%h ul6s reviewed for appropriate personnel
f.  Augu

man Resources works to fill identified vacancies
achers report to duty—Opening class lists and Master Schedules
rmula Staffing Administrator(s) comes on duty

st Monday —Open Choice Enroliment Period Closes
_Second Friday --- Staff Changes planned based on enroliment
" 21% %Fourth Friday — Site CERTIFICATED staffing changes completed
Y2 Fourth Friday — Official Site Enroliment Count Date

g Fifth Friday — Site CERTIFICATED PARS completed and submitted
5 -- Fifth Friday - Official District Enroliment published to sites
12"--Sixth Friday — Human Resources aligns staff based on site changes




