ADMINISTRATIVE CIRCULAR NO. 77
Office of the Superintendent

SAN DIEGO UNIFIED SCHOOL DISTRICT

Date: March 5, 2008
To: Principals, Division and Department Heads
Subject: 2008 SUMMER SCHOOL-CLASSIFIED SUPPORT STAFF

Department and/or
Persons concerned: Classified Staff

Due Date: April 4, 2008

Reference: None

Action requested:  Complete and return scantron by due date.
Brief Explanation:

Attached is the clerical and Paraeducator application for summer school employment.
Priority is given to employees who regularly work for the site hosting summer school.
For remaining summer school assignments, Office Technical Business Support (OTBS)
positions will be staffed by district seniority and Paraeducator (Para) positions will be
staffed by classification seniority. Any employee who receives a summer school
assignment will be compensated at the rate of pay for the position to which he/she is
assigned.

Summer school assignments are contingent on availability of state funding and
student enrollment and may be canceled if funding or student enrollment is
insufficient. It may be necessary to modify the scope of the proposed summer school
program due to the state wide budget situation.

Any Guidance Assistants, Attendance Assistants, Community Assistants, etcetera should
also use this application, but if hired, these employees may only work in clerical positions
during summer school.

Applications will also be accepted from supervisory employees (i.e. Supervising
Administrative Assistant and Supervising Elementary School Assistant, etcetera), who
wish to apply.

It is essential that any ten (10) month or eleven (11) month employee who wishes to work
summer school submits an application.



Administrative Circular No. 77
Office of the Superintendent
Page 2

Any eleven (11) month staff at a high school who wishes to work summer school
beyond the end of their eleven month calendar (July 27-August 4) must also apply.
Most eleven (11) month staff at elementary or middle schools do not need to apply as
their eleven (11) month calendar work dates fall within the summer school dates.

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 summer school.

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
the application is received on time and to be considered for work during the summer
school, applications must be returned to Human Resources Services Division no later
than Friday, April 4, 2008.

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
contact Ester Victorio at (619) 725-8114 or e-mail at evictorio@sandi.net if you have any
questions.

Sam Wong
Chief Human Resources Officer
APPROVED:
ool Erith
Jodi Smith

Chief of Staff
JS:ev
Attachments (1)

Distribution: Lists A, D, E and F
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SUMMER SCHOOL DATES:

Elementary and Middle Level: June 23, 2008- July 18, 2008
High School Level: June 19, 2008- July 30, 2008
Garfield/Twain: June 19, 2008-July 17, 2008

SCHOOL START AND END TIMES:
All open sites will begin at their 2007-2008 bel} times.

PARAEDUCATOR ELIGIBILITY:

An eligibility list shall be formed and positions staffed such that the numbers of position openings are filled
by the same number of eligible unit members, positions will be first offered to qualified applicants who are
regularly assigned to the site hosting summer school. All applicants will be screened according to eligibility
requirements set forth in the Paraeducators collective negotiations contract. Eligibility for selection to
summer school positions shall be based on the following criteria:

1. Classification seniority.
. Applicant's most recent evaluation rating of “Satisfactory.”
3. Applicants currently assigned to the specific program, subject area and/or grade level as verified by the
Human Resource Services Division.
4, Applicants must make themselves available for the entire summer school session unless the unit
member and the supervisor agree to a modification.

OTRBS ELIGIBILITY:

1. Applicants must be regularly employed by the District in a monthly assignment of eleven (11) months
or less. Applicants must have an overall “satisfactory” rating on his’her most recent performance
evaluation.

2. Applicants must meet the qualifications for the position to which the appointment is to be made,
ncluding demonstrated ability to use the District’s Student Information System (SIS) for secretarial
assignments at the elementary (except in special education programs where Student Information
System Site Technician is provided) and to use the District’s school administrative student mformation
system for SIS Technician assignments at the secondary level.

3. Applicants must make themselves available for the entire summer school session unless mutually
agreed otherwise,

OTBS ELIGIBILITY LIST:
Separate eligibility lists shall be formed for secondary and elementary summer school assignments;
however, qualified applicants may be selected from either list.

A, Summer school principals or in their absence, the Human Resource Service Division, will normally
give first opportunity to qualified applicants who are regularly assigned to the site hosting the summer
school.

B. For remaining surnmer school assignments eligibility lists of qualified applicants, in order of district
senjority, will be used. The number of applicants on the eligibility lists shall equal the number of
positions available plus twenty (20} for summer school. Summer school principals or, in their absence,
the Human Resource Services Division will select from among the applicants on the eligibility lists.

Frequently asked questions:

(J: What is the salary for those hired to work intersession?
A Any employee who wisltes to work summer school will be compensated at the rate of pay for the
position classification to which he/she is assigned.

When will I be notified if hired for summer school?
Notification/confirmation of employment will be verbally from Human Resources as assignments are
made. All offers of employinent are tentative due to the fact that some classes may close because

of low enrollment.

>R

What are some of the skills 1 need to work in an OTBS (clerical) position for intersession?
Employees hired to work intersession must have Zangle enrollment, attendance, maintenance
and report training and experience and PeopleSoft Time and Labor training and experience.
Diversified general office experience is also ideal.
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Prepared by: Human Resource Services Division



