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PURPOSE: The purpose of this Reference Guide is to explain the rules for determining if the 

District’s Elementary Schools are in compliance with Education Code Section 46201 
and District policy related to the requirements for daily and annual instructional 
minutes, and to provide instructions for using the Online Bell Schedule and 
Calculator form. 
 

MAJOR 
CHANGES: 
 

Principals no longer need to print, sign, and mail a copy of the bell schedule to the 
Local District.  Instead, each Principal will certify online using his/her employee 
number.  The Local District no longer needs to review, sign, and forward paper 
copies to School Fiscal Services.  Instead, the Local District representative will 
monitor which schools in his/her District have not completed their bell schedule by 
using the administrative menu. 
 

 I.         INTRODUCTION 
 
It is the Principal’s responsibility to review the bell schedule to ensure that 
the school meets the minimum required daily and annual instructional 
minutes. 

 
II.         DEFINITION OF INSTRUCTIONAL TIME 

 
For an activity to be considered as instructional time, it must be under the 
direct supervision of a properly credentialed teacher employed by the 
District.  

 
Treatment of Brunch, Lunch, and Recess Periods:   
 
Lunch period may not be counted in the calculation of instructional time for 
either kindergarten or grades 1-5/6.  Recess is counted in the calculation for 
AM/PM kindergarten, but not for full-day kindergarten or grades 1-5/6.  
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Brunch, if offered on shortened or minimum days, may be classified as 
recess or lunch.  

 
III. TOTAL NUMBER OF INSTRUCTIONAL DAYS AND MINUTES     

REQUIRED 
  

The number of annual instructional days required is set forth in the 
Education Code as 180 days for schools that follow a single or four-track 
calendar, or 163 days for school that follow a three-track calendar.  The 
type of calendar adopted does not change the number of annual 
instructional minutes required. 

  
District policy requires a greater number of instructional minutes to be 
offered annually than does the Education Code.  Under District policy, the 
number of annual minutes required for AM/PM kindergarten and Grades 1- 
5/6 is at least 36,000 and 55,100 minutes, respectively.  In order to assist 
schools in developing a daily schedule that meets the annual minimum, and 
to assure reasonable uniformity in schedules among schools, a template has 
been developed.  The following table shows the number of daily 
instructional minutes that are required for each type of school day in order to 
meet the annual minimum:  
 

Daily Instructional Minutes 

     *  Does not change regardless of the type of school day. 
     **Full-day kindergarten is treated the same as grades 1-5/6.  

 
 Elementary schools are allowed to take up to 10 minimum or 20 shortened 

days, or any combination thereof in the ratio of one minimum day being 
equal to two shortened days (since minimum days are excused twice as 
many minutes early as shortened days).  The number and dates of 
Professional Development Days are fixed at 26.   

Grade Level 
(Type of School Day) 

Single-Track and Four- 
Track Schools Three-Track Schools 

(163-day Calendar School) (180-day Calendar School) 

AM/PM Kindergarten   200 minutes*   221 minutes* 
Full-Day Kindergarten     319 minutes**     353 minutes** 
Grades 1 – 5/6 (regular day) 319 minutes 353 minutes 
Grades 1 – 5/6 (Prof Dev day) 259 minutes 293 minutes 
Grades 1 – 5/6 (minimum day) 249 minutes 275 minutes 
Grades 1 – 5/6 (shortened day) 284 minutes 314 minutes 
Grades 1 – 5/6 (hot weather day) 284 minutes 314 minutes 
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Full-day kindergarten, introduced beginning with the 2004-05 school year, 
is treated the same as grades 1 – 5/6 for purposes of determining 
instructional minutes. 
 

IV.    ONLINE BELL SCHEDULE FORM AND CALCULATOR. 
 

Schools must enter their bell schedules online.  The procedures are set 
forth in Attachment A. 
 
Based on the data entered on the online form, the number of daily and 
annual instructional minutes completed will be automatically calculated 
and displayed next to the number of minutes required for each type of 
school day and school calendar.  This will enable school staff to 
immediately make any necessary corrections to the data.  Schools whose 
bell schedules do not meet the required annual minimum instructional 
minutes must adjust their schedules so that the remaining school days 
make up for the shortage.  Principals should contact their Local District 
Administrator of Instruction or School Fiscal Services for assistance with 
the calculation.  
 
After the data has been entered, the data must be certified by the Principal.  
Once the data has been certified, no further changes may be made online.  
Schools that need to make changes must contact School Fiscal Services. 
Once entered, the data will remain available for future years so that only 
revisions will need to be entered.   

 
V.    DUE DATE FOR SUBMISSION OF BELL SCHEDULES 

Certified by School: February 1, 2006 
 

RELATED 
RESOURCES: 

BUL-1357.0, Request For Approval For Minimum and Shortened Day 
Schedules dated October 20, 2004 

BUL-1918.0, School Day Schedule for Regular, Minimum, Shortened, and 
Banked-Time Days dated August 17, 2005 

MEM-1647.2, Professional Development Banked Time Days Grades 1-12 dated 
September 28, 2005 

Full-Day Kindergarten Handbook dated April 28, 2004 
  

ASSISTANCE: For assistance or further information on the Online Bell Schedule please contact 
the Attendance & Enrollment Section, School Fiscal Services Division, at (213) 
241-2196. 
 
For assistance on BUL-1357.0, BUL-1918.0, and MEM-1647.2 please contact 
Jeanie Leighton, Director of Middle School Programs, at (213) 241-6040. 
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                        ATTACHMENT A 
 

USER GUIDE TO ONLINE BELL SCHEDULE – ELEMENTARY SCHOOLS 
 
 

The online bell schedule was developed and tested using MS Internet Explorer version 6.0+.  If you 
encounter problems in using this application, try the following fixes: 
 
Problem:  When paging up/down, drop-down boxes in the form remain stuck in position. 
 

Fix:  Try updating your browser to the latest version of Explorer by going to 
www.microsoft.com/downloads.   As an alternative, download and install the latest 
Netscape version by going to www.netscape.com. 

     
Problem:  When clicking on a drop-down box, part of the form is obscured by “interference”. 
 

Fix:  Click on any white space in the form to re-set it. 
 
Problem:  The form, or the PC, seems to “freeze” after saving data. 

 
Fix:  Work slowly and allow the page to load completely between actions. 

 
 
Step 1:  All K-12 schools that were open at the beginning of the 2005-06 school year (July 5 –
September 6) should have been set-up to use the Online Bell Schedule and Calculator form.  New 
schools and schools that changed their calendar (e.g. from three-track last year to single-track this year) 
should confirm that your school has been properly set-up by logging-on to the online form using your 
organization code, as described below.  If you get a referral message to contact “Budget Services”, or a 
“Certify Bell Schedule” link only, or nothing happens, contact School Fiscal Services for assistance. 
 
Step 2:  Your computer must have a connection to the District’s intranet in order to access the Online 
Bell Schedule; a computer with District applications (e.g. IFS, HRS, GUI) has the District intranet 
connection. In the address box, type the URL http://bell0506.lausd.net (Note that there is no “www” in 
the URL.)  At the log-in page, enter your school’s four-digit organization code as both the username and 
as the password.   
 
The program will automatically retrieve and display the type of calendar (single or multi-track) adopted 
by your school.  The procedure to complete the form is the same for single and multi-track schools, 
except that a bell schedule form must be completed for each track (A, B, C, D) of a multi-track school, 
as described below.  To begin entering new data (or revised data if you have previously entered data) 
click “Edit Track”. 

http://www.microsoft.com/downloads
http://www.netscape.com/
http://bell0506.lausd.net/
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Multi-level (SPAN) schools have been set-up with a different organization code for each of their grade 
levels.  Since it was not possible to combine all grades levels on one form, a separate form must be 
completed for each.  For example, a school that offers grades K-12 would log-in using 1234e as the 
username and password to reach the online form for the elementary grades, 1234m for the middle 
grades, and 1234h for the high school grades.  The same is true for Special Education schools that 
combine more than one grade level since they are required to meet the same annual minutes for a given 
grade level as other non-special ed schools. 
 
Step 3:  The data entry form for your type of school calendar is displayed.   
 
At this point, try paging up and down within the form to make sure that the application works with your 
browser.  If not, return to the Main Menu, log-out, and update your browser or download and install 
Netscape Navigator before proceeding further.   
 
As you are working with the online schedule, be aware that the session length is limited to 30 minutes.  
If you do not save your work before the session expires, it will be lost.  You can save work by clicking 
on any “Calculate Minutes” button, or on “Save and Exit.” 
 
If you completed your bell schedule online last year, the data should have been carried over. You should 
review the data to make sure it carried over completely, and that it is still current and correct.    
 
Step 4:  If you are entering data for the first time, start by entering the bell schedule for each type of 
day.  Beginning with the Regular day, use the drop-down boxes to enter the start and end of class, 
recess, and lunch periods, for each bell schedule in use on that type of day.    
 
Use one row for each schedule.  Note that AM, PM, and Full-day kindergarten each has its own row.  
For each row, check the box for each grade level to which that schedule applies.  More than one box 
may be checked in a row if more than one grade uses the same schedule – for example, grades 2 and 4 
may use one row and grades 1, 3, and 5 may use another – but all grades must be accounted for.  Start on 
the first row and do not skip rows. 
 
For AM/PM kindergarten, enter the start of instruction as the Start of Class, and the end of instruction as 
Dismissal.  Do not enter lunch time if it is taken before the beginning or after the end of the instructional 
day, for PM and AM kindergarten, respectively.  Enter it only if it is taken during the instructional day. 
 
As noted above, Full-day kindergarten is required to meet the same daily and annual required minutes as 
grades 1- 5/6, and is entered in the same manner. 
 
Step 5:  When finished entering data for the Regular day, click the “Calculate Minutes” button.  The 
program will calculate and display the daily instructional minutes next to the required minutes for that 
type of day.  The difference should be no more than 1-3 minutes, or zero.  If not, check for data entry 
errors and recalculate.  Repeat this step for the other types of school days.    
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Step 6:  Next, enter the number of days for Minimum and Shortened Days.  If you have not yet decided 
on your calendar, enter the current information available, and update the bell schedule when the final 
dates are known.  The number of shortened days plus twice the number of minimum days cannot exceed 
twenty (20).  If zero days are scheduled, enter zero.  Do not leave this field blank, or the total annual 
minutes will not calculate.    
 
Note that Hot Weather days are used in place of Shortened days as needed, and because they cannot be 
predicted, there is no field to enter the number of days or dates for them, the form is provided for 
verification purposes only. 
 
You no longer have to enter the dates for Professional Development Days, as they are prescribed by 
Memo-1647.2.  The number of PD days for all Elementary Schools is 26. 
 
Step 7:  After you have finished entering data for each type of school day, click on the “Calculate 
Minutes” button at the bottom of the form.  The program will calculate and display the annual 
instructional minutes next to the required annual minutes for your type of calendar.  The calculated 
minutes should be greater than or equal to, but not less than, the required minutes.  If not, check your 
data entry for each type of school day.  Note that there are only a few combinations of shortened and 
minimum days in which calculated minutes will exactly equal the number of instructional minutes 
required – most combinations will result in a surplus of instructional minutes, but usually less than 100.   
 
Step 8:  Complete the check box questions, contact information, and comments section.  If your school 
has overlapping kindergarten hours on minimum or shortened days, be sure to check the appropriate box 
and ensure that a copy of the Class Size Reduction (space-planning) compliance memo (Attachment 
“B”, Bul-1357) is on file with the Local District Director. 
 
Step 9:  If you are a single-track school, skip this Step and go to the next Step.  If you are a multi-track 
school and each track uses the same bell schedule, click “Save and Duplicate.”  This button will copy 
the bell schedule information from the first track to the remaining tracks (e.g. B, C, D), so that that it 
does not have to be completely re-entered.  Because this button can be used only once, do so only after it 
is certain that the information for the first track is correct – otherwise, you will be copying incorrect 
information.  After clicking “Save and Duplicate,” you will be returned to the Log-in page.  From here, 
click on “Edit Track B” to display the completed form for this track.  Review and revise the bell times 
for any period which is different for this track (usually, lunch).  After the track has been revised, click 
“Save and Exit” to return to the Log-in page.  Repeat this process until a bell schedule form for each 
track at your school has been revised and saved.  (If you would prefer not to use this feature, the bell 
schedule information for the remaining tracks can also be entered manually.  Instead of “Save and 
Duplicate,” click on “Save and Exit” and instead of editing, complete the data entry process for each 
track as described above.)   
 
Step 10:  After the data for all tracks has been entered and reviewed, you are ready to certify. 
Click on the “Certify” button at the bottom of the page for any track.  When the message box appears, 
enter the employee number of the person certifying (the principal, or other approved designee), and click 
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“OK”.  After certifying, the bell schedule is locked to prevent unauthorized changes.  If it is necessary to 
edit the schedule after certifying, contact School Fiscal Services for assistance. 
 
Step 11:  Print a copy of the bell schedule for each track for your records.  On the menu page, click on 
“Display Printer-Friendly Version”.  If you are using Netscape, you can use File, Page Setup on the 
browser’s menu to change the printer format to Portrait orientation, and Scale: 66%.  Then print using 
File, Print.  
 
Step 12: NEW.  The Local District is responsible for monitoring the status of schools in their district 
that have completed the online bell schedule.  To do so, log-in to the Administrative Menu using 
“admin/bell0506”, as the location code and password, and select the “View Certification Status” option.  
Print out the schools for your local district using File, Print, Selected pages.  As the deadline for 
completing the online bell schedule approaches, a Local District representative should follow-up with 
those schools that have not yet certified.   
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