j~ Student Information Systems
L San Diego Unified School District

Adding a Lunch Period to your Master Schedule
(secondary only)

Overview

Secondary schools with multi-period bell schedules are required to include a
lunch period in their 2007-08 master schedule. Secondary schools must

complete the following tasks: Why do | have to do this?
e Label a period in the track setup with the “L” code (you may need to The addition of a lunch period
add an additional period to your track in order to complete this step) in your master schedule will

allow the district to correctly
calculate instructional
minutes. The lunch period will
help the district auditor verify
each school has a 30 minute

This document provides the following information: duty-free lunch.

Secondary schools are NOT required to schedule their students for lunch.
Scheduling students for lunch is optional.

e Background Information ;

e Setting Up Your Track - Period Definitions
e Setting Up Your Track - Bell Schedule
e Handling Multiple Lunches

e Simple Strategy for Adding Lunch to the Master Schedule

Background Information

Beginning 2007-08 all secondary schools are required to add an additional period to their bell schedule for lunch. Lunch
is not included in the total instructional minutes for the school day. The passing periods before the lunch period should
be included as instructional minutes. The passing period after the lunch period should not be included in the total.

Secondary Schools have the option to add a Lunch section to their Master Schedule.

Attendance will not be taken or counted for the Lunch section. Citizenship and academic marks will not be collected
either. The course does not need to appear in the student schedule and it will not print in the student report card or
transcript.

Please download the Memo from Geno Flores and Mike Price for more information on this requirement. The memo is
available online. (http://www.sandi.net/zangle/readandlearn/jobaids/index.asp)
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Setting Up Your Track - Period Definitions

You will use the Track Editor application to assign the “L” code to the period associated with lunch. The example
below shows how a six period master schedule with lunch scheduled after period 4 would look in the Track Editor.

Before After
Feriad Code ~ Feriod Code [
M 11 11 Notice how period 5 is
2|2 2|2 assigned the code of “L”.
3|3 33 The code, not the period,
4[4 A]4 appear in most reports and
5[5 5 I_A——Q)plications.
b6 k]
M Tl6
b W

You do not have the ability to add a period to your own track. IT must complete this task for you. Make sure to include
an additional period for lunch when submitting your track setup to IT. IT will add the period and notify you once the
process is complete.

Please follow the instructions below to edit your period code definition:

Open Track Editor, click the Definitions tab, and click the Periods sub-tab. Click Edit. Additional instructions for
completing this task are available on p. 17 of the System Administration handbook. This handbook is available online
at:

http://www.sandi.net/zangle/readandlearn/handbooks/index.asp

Setting Up Your Track - Bell Schedule

Your bell schedule should include a 30 minute duty-free lunch and a passing period before and after the lunch period.
The Count Passing (CP) box is used to identify passing periods that should be included in the instructional minutes
calculation. By law, you can claim the passing periods before lunch or after lunch, but you cannot claim both. Our
district claims the passing minutes before lunch as instructional minutes. Please check the CP box for every period
EXCEPT for the lunch period.

See below for an example of a bell schedule with a six period day.

Per/Bedin ([End Length Pass MinlCP (Mo Sched Mot Reg|#

1 730 | 324 L a ] Fl

2330 | 325 a4 ] ] Fl Notice how the Lunch period

5 930 | 1075 a5 5 D is at least 30 minutes long.

4 [10:a0]11:25]  es [Pl | —

L [11:30(1Z:00 30 s [ Fl

a (12051300 a5 a \G\
WA [12:03]14:00 a3 a [ | ] The CP box for the lunch

period is NOT checked.
DISTRICT WIDE APPLICATIONS g e
HTTP://WWW.SANDI.NET/DWA el L2 e
4

Adding a Lunch Period to your Master Schedule ¢ Page 2



v Student Information Systems
L San Diego Unified School District

Handling Multiple Lunches

Some secondary schools have multiple lunch periods. In order to calculate instructional minutes correctly you must add
only one period for lunch in the bell schedule. Scheduling a Lunch section to your students can be used to your
advantage. Depending on the number of lunches you have, you will need to create that amount of sections with
different ZZ Teachers. You can create as many sections you would like to identify the lunch time a student has in the
Students Schedule.

NOTE: Section numbers do not print out on student locator cards therefore it’s important you use different ZZ teachers
for each section to make the student aware of what lunch time they have. i.e. ZZ Teacher AA = Lunch 1, ZZ Teacher
BB = Lunch 2, ZZ Teacher CC = Lunch 3, etc.

Fortunately you are NOT required to schedule your students for lunch. The locator card will not show the lunch
period when a student is not scheduled for LUNCH. This will eliminate the confusion associated with multiple lunch
periods. This type of setup will not impact how Zangle calculates instructional minutes for each student because the
length of your lunch period will be the same regardless of the order it occurs. Please contact Dee Slieff
(dslieff@sandi.net) with questions regarding how to handle multiple lunches in your master schedule.

Simple Strategy for Adding Lunch to the Master Schedule

The IT Department has developed a lunch course for use in your secondary master schedule. Students do not need to
be scheduled for this class.

STEP 1. Create a section of the LUNCH course

Please follow the steps below AFTER you have exported from the Builder for the final time. This is important
because exporting from the Builder may delete any work completed in the Master Schedule Editor.

NOTE: You can use the Builder to complete this task as well. You do not need to wait until the end of the
scheduling process if you are adding the section using the Builder application.

Login to Zangle, click Schedule, and then click Master Schedule. The Master Schedule Editor will appear.

=

Z Master Schedule Editor - Serra High E]@
File Options Help Date: 09/04/2007
Show by Faculty Shaw by Cycle Shaw by Course Select any unused ZZTeacher
faculty record.
Track | T 03574 0708 i
Term | All Semesters L
Faculty | ZZTeacher &, [12699939] w
Fer. [Regular A Available Coyrge: Select the LUNCH course from
M 9977 - City Middf: College resource |a the list of available courses and
2 9978 - Joint Diplgma Program resourc drag it to the L period.
3 9978 - GEMESISpesource
9954 - Guidancdg Supervisor . . - .
L
; 9930 - Resource teacher-intearation The section information window
z 9991 - Special efucation resource will appear.
9992 - Cther regtchr-sdmin support
99393 - Cther req tchr-inst suppaort
9995 - Administgative Intern
{LUMCH - LUMCH

P4002 - Advanced Math 6

P4014 - Math Quest Tth
DAM £ hdatle Ervickimart &

< > w
KKy >

ISTRICT WIDE APPLICATIONS b
HTTP://WWW.SANDI.NET/DWA A

b

g

I

e

s

,J,

Adding a Lunch Period to your Master Schedule e Page 3



LLic]

Student Information Systems
San Diego Unified School District

£ Master Schedule Editor - Serra High

ME ]

Section Information
Course Section Section Size TA Size
LUMCH-LUMNCH m 599 0
Faculty ark Definition
ZiTeacher A, [12659999] unset [l
Status i Scheduling Course? []Sean Gradebook?
Active hd ] conflict OK? [ Sean Report Card?
Tearn ) [JAssign Grades? []Scan Progress Reports?
=Unset= bl [1FPost Ta Histary? [IFlan 1
Grade Rn_astrlctlons _ Gender Restrlctln_ns \ariable Credit? [Flag 2
9 |w|to 12 ||  Co-Ed el

Segment Information
Term i Cyele Period Classroom i
All Semesters ] Regular L [l
[]Take Attendance? [JCount Attendance? []Scan Attendance? [J1s Homeroom?
I‘ ‘ [ Undo I l Save l l Dange I ' ’I

Verify the following settings:

e  Assign a Section Number that
represents the lowest grade level that
exists at your school. In this example
the high school has 9-12 grade
students. The first section is assigned
the number 9. You can use this number
to easily identify the section later on.

. Set the Section size to 999.

e  Verify the Assign Grades, Post to
History, Take Attendance, and Count
Attendance boxes are unchecked.

o Verify the Term is set to the term code
that represents All Year. Semester
schedules use All Semester. The term
code may be slightly different for other
schedule configurations.

You do not need to assign a classroom. When
you are finished click Save.

IMPORTANT: Zangle will not allow you to create a section with a section size greater than 999. This may cause a
problem when scheduling students for LUNCH if your total enroliment is greater than 999 students.

If your total enrollment is greater than 999 AND you are planning on scheduling your students for lunch then you will
need to create more than one section of LUNCH. We recommend you assign each additional section a section number
that represents a grade level at your school. Your site can use the section number to identify the section when
scheduling students into different sections of LUNCH according to grade level. This should reduce the chance of
someone accidentally reaching the maximum when scheduling new students during the school year.

NOTE: Schools with multiple cycle master schedules may need to add an additional segment for this section. Directions
for adding an additional segment can be found in the Middle School section of the Setting up the Master Schedule
chapter of the Summer School Handbook. The Summer School Handbook is available online at
http://www.sandi.net/zangle. Click Read&Learn and look for the link to Handbooks.
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STEP 2. Mass schedule students for the LUNCH section (OPTIONAL)

Login to Zangle, click Schedule, and then click Mass Schedules. The Mass Schedules application will appear. Click
Add. The Schedule Changes window will appear.

Z Mass ScHedule Changes - Serra High
File Help Cfte: 09042007

Select Add.

&) Add [] Only add to students who already have a schedule for:

() Drop an:
() Drop and Add

Select the LUNCH section from

Section to Drop Section to Ad the Section to Add menu.

LUMCH - 8- LUNCH hd

S iz =iy Cimiale. | Manually Scheduled y .0 Y]

Term SA; 0970452007 - 062042008

Select Manually Scheduled as

If Class Ent First day student will Last day student will
" the Entry Code.

Date is on or he in Added class: he in Added class:
after Drap

04\ N\ >

Date: 09/04/2007 ©End of Class
‘ (O End of Term
o OCustom | 062012008 Verify the date is set to the first
day of the school year.

Click Save. The Mass Schedules
Pending Actions window will
appear.

IMPORTANT: Is your enrollment larger than 999? If so, you may
need to schedule students into separate sections of LUNCH
according to grade level. Use the Select Students feature to
select a group of students according to grade level.

£ Mass Schedule Changes - Serra High g@
File Help Date: 09j04/2007

Track: | T T 03574 07/08 ‘fear | 2008

Pending Actions
‘% [Add |nmin4s2007 [CUNCH - 9- LUMGH [~
Click Process. The Process
w . . .
: Actions window will appear.
@ @ lgelete] l Edit ] [ Add ] IP[UCESS] l Git ] @ @

HTTP://WWW.SANDI.NET/DWA Zel il

- —a

s

I

DISTRICT WIDE APPLICATIONS J
J

g

Adding a Lunch Period to your Master Schedule e Page 5



j~ Student Information Systems
L San Diego Unified School District

Z: Process Actions 5

|§Disp|a\,r Sumrmary Report]

() Detail for all students

() Detail for students processed

() Detail for students with exceptions
(=) Mo Detail

() Prewiews and Print
(@) Preview Only [JDa not change datahase

) Print Only
Click Process. The application

Process will schedule the students into
= = the LUNCH section.

IMPORTANT: Is your enrollment larger than 999 students? If so, you may need to repeat Step 2 again for multiple
LUNCH sections.

Questions?

Some schools have complex master schedules with multiple cycles and rotating periods. These schools may need
assistance with adding a lunch period to their master schedule and bell schedule. Schools can contact the IT Training
Team (Richard Ojeda - rojeda@sandi.net), Pupil Accounting (Dee Slieff - dslieff@sandi.net) or On-Site Support (Peyri
Hamada - phamada@sandi.net) for clarification.
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