ADMINISTRATIVE CIRCULAR NO. 71
Office of the Superintendent

SAN DIEGO CITY SCHOOLS

Date: February 2, 2006

To: Principals, Division and Department Heads

Subject: 2006 SPRING INTERSESSION - CLERICAL AND
PARAEDUCATORS

Department and/or
Persons concerned: Principals, Division and Department Heads

Due Date: February 24, 2006

Reference: None

Action Requested: Complete and return bubble-scantron by due date.

Brief Explanation:

Attached is the clerical and paraeducator application for spring intersession employment.
Priority is given to employees who regularly work at the site hosting intersession.

For remaining intersession assignments, Office Technical Business Support (OTBS) positions

will be staffed by district seniority and Paraeducator (PARA) positions will be staffed by
classification seniority.

Any Guidance Assistants, Community Assistants, etc., should also use this application, but if
hired, these employees may only work in clerical positions during intersession.

The enclosed bubble-scantron sheet application and completed sample application should be
placed in the school office where they can be made available to all classified employees wishing
to apply for spring intersession.

IMPORTANT CHANGE: In previous years, employees who applied for winter intersession
did not have to reapply to work spring intersession. Starting this school year, employees
who wish to work spring intersession will need to reapply.

Employees have the sole responsibility to correctly complete the scantron application. Incorrect
scantron sheets cannot be read by the computer and will be rejected. To ensure this application is
received on time and to be considered for work during the spring intersession, applications must
be returned to Human Resources no later than February 24, 2006. (Late applications will be
accepted but will not be used for staffing unless there are more vacancies than the number
of applications that were received on time.) Please call Grace Gutierrez at (619) 725-8114, or
e-mail at ggutierrez@sandi.net, if you have any questions.
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Ruth G. Peshkoff
Chief Human Resources Officer

APPROVED:
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Carl A. Cohn
Superintendent of Schools
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San Diego City Schools
Human Resource Services Division

Directions: Read carefully, Use a No. 2 pencil only; no ballpoint or felt tip pen. Be careful to mark in designated
spaces or bubbles only. Do not staple or fold. Do not ¥ iny stray marks. LATE APPLICATIONS
WILL BE ACCEPTED BUT WILL NOT BE PROCESSED FOR STAFFING UNLESS
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bu are fluent in Spanish.

line 2 if yvou currently work as an SEA.
if yvou currently work as an SNA.

line 4 if you currently work as an SET.

Bilingual Spanish: Bubble the first bubble on line 1 i
Special Education Assistant: Bubble the first bubble
Sgecial MNeeds Assistant: Bubble the first bubble on 1
Special Education Technician: Bubble the first bubb
Instructional Behavior Technician: Bubble the first
Behavior Support Assistant: Bubble the first bubble
Behavior Support Specialist: Bubble the first bubble

ne 6 if you currently work as a BSA.
line 7 if you currently work as a BSS.

Secretarial/Clerical/Bilingual Spanish: Bubble the bubble on line 8 if you are fluent in Spanish.
Secretarial/Clerical Su rt: Bubble the first bubble | & 9 if you have demonstrated ability using Zangle at
the elementary level. ’

Secretarial/Clerical Support: Bubble the first bubble line 10 if you have demonstrated ability using Zangle at
the secondary level,

SIGNATURE: Please sign this application, include your home number, cell phone number and the name of the site
where you currently work.

EMPLOYEES HAVE THE SOLE RESPONSIBILITY TO CORRECTLY COMPLETE THE SCANTRON
SHEET. INCORRECT OR INCOMPLETE SCANTRON SHEETS CANNOT BE READ BY THE
COMPUTER AND WILL BE REJECTED.
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