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DDeeffiinniittiioonn  
 

SSuupppplleemmeennttaall  FFuunnddss  
 
 

Supplemental funds are those funds which 
are granted to districts and schools for 
specific program purposes and which are 
over and above the general revenue funds 
the districts and schools receive to support 
the core program.  Supplemental funds 
must be used to support and enhance the 
district’s core program.  Supplemental 
funds may not be used to replace or 
supplant the funds and instructional 
program the District provides the school. 
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IInnttrroodduuccttiioonn  
 

The Program and Budget Handbook is 
provided to assist you in designing an 
effective instructional program for 
participating students.  The instructional 
design for participants should enrich and 
supplement the core program provided to 
all students.  The resources from 
categorical funds should be used to 
extend the quality and quantity of 
instructional time for program 
participants by using a variety of 
instructional strategies, such as early 

literacy; one-to-one tutoring; before-and 
after-school interventions; additional 
summer or intersession classes; and 
professional development for all staff.  The 
budget should be designed to provide 
services that supplement District provided 
core services and assist in reducing 
barriers to student learning.  The local 
district must review and recommend 
budgets to Specially Funded Programs 
Branch (SFP) for approval and 
implementation. 

 

TTiittllee  II  
EEccoonnoommiicc  IImmppaacctt  AAiidd——SSttaattee  CCoommppeennssaattoorryy  EEdduuccaattiioonn  ((EEIIAA--SSCCEE))  

 

The purpose of Title I and EIA-SCE funds 
is to meet the educational needs of 
children in low-income households and 
children in local institutions for neglected or 
delinquent children.  Participants include 
students who are at risk of failing, disabled, 
and English learners. 
 

Compensatory education funds 
supplement services needed to raise the 
academic achievement level of 
kindergarten through grade 12 participants 
in basic and advanced skills.  Additional 
support may be provided through 
professional development and health and 
guidance services.  Parents of children 
being served should be included in the 

design and implementation of the program 
through activities such as developing a 
parent involvement policy and school-
parent compact; parent-teacher 
conferences; parent training and family 
literacy; serving as classroom volunteers, 
tutors, aides, etc.; the Compensatory 
Education Advisory Committee (CEAC); 
the District Advisory Committee (DAC); 
and the School Site Council (SSC).  The 
program receives federal funding from the 
Elementary and Secondary Education Act 
of 1965 (ESEA/Title I, No Child Left Behind 
Act of 2001), and state funding from 
Economic Impact Aid—State 
Compensatory Education (EIA-SCE). 

 

SScchhoooollwwiiddee  PPrrooggrraamm  SScchhoooollss  
 

Under Section 1114 of the No Child Left 
Behind legislation, Title I schools can elect 
to operate a Schoolwide Program (SWP).  
To receive SWP certification, schools must 
complete a year of planning with a 
technical assistance provider.  The 
planning must involve representatives from 
all stakeholder groups at the school 
including the principal, SSC chairperson, a 
parent from the SSC or the CEAC 
chairperson, and a teacher representative.  

Together they must develop a 
comprehensive plan for reforming the 
instructional program.  The reform requires 
that scientifically-based research strategies 
are implemented to ensure all students 
achieve at proficient or advanced levels on 
state assessments.  SWP planned 
improvements are a framework for 
ensuring that everything in the school 
supports student achievement.  All federal, 
state, and local fiscal resources can be 
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consolidated to upgrade the school’s entire 
educational program.  Schools are 
accountable for the academic achievement 
of all students under these reform efforts, 
but especially low-achieving students.  To 
ensure that poor and minority children 

have equal access to qualified staff, all 
teachers in SWP schools must meet the 
requirements of “highly qualified teachers” 
as defined in Section 9101 (23) of the 
NCLB legislation. 

 

TTaarrggeetteedd  AAssssiissttaannccee  SScchhoooollss  
 

Under Section 1115 of the No Child Left 
Behind legislation, Title I Targeted 
Assistance Schools (TAS) use funds 
received only for programs that provide 
services to eligible students identified as 
having the greatest need for special 
assistance.  Eligible children are identified 
by the school as failing to meet the state’s 
challenging academic achievement 
standards. 
 

Targeted assistance schools use the 
program resources to implement effective 
methods and instructional strategies that 
are based on scientifically-based research 
to help participating children meet the 

state’s challenging academic standards.  
TAS should provide extended learning 
time, an accelerated, high-quality 
curriculum, and minimize removing 
children from the regular classroom for 
supplemental instruction.  Highly qualified 
teachers in a TAS receive professional 
development on how to implement 
academic achievement standards in the 
classroom.  TAS programs work 
collaboratively with parents to increase 
parental involvement through services 
such as family literacy. 
 

 

SScchhooooll--BBaasseedd  CCoooorrddiinnaatteedd  PPrrooggrraamm  
 

The opportunity to have flexibility in using 
services provided by state categorical 
funds is available to schools through the 
School-Based Coordinated Program 
(SBCP).  The intent of the program is to 
provide all students with an enriched, 
coordinated and integrated program.  It 
increases the ability of the school to 
provide additional services to any student 
needing them while continuing to meet the 
special needs of gifted and talented 
students, educationally disadvantaged 
students, limited English proficient students 
and students with exceptional needs.  It is 
also the intent of SBCP to focus the 
authority to exercise this flexibility at the 
local level through the School Site Council 
(SSC).  The SSC determines participation 
and coordination of services of the 
following categorical funds: Economic 
Impact Aid/Limited-English Proficient 
(ELA/LEP), Economic-Impact Aid/State 

Compensatory Education (EIA/SCE), 
Gifted and Talented Education (GATE), 
School and Library Improvement (SLI),  
and Special Education Services. 
 

Steps to be followed for participation are 
included in Bulletin Number BUL-3492.1: 
Participation in The School-Based -
Coordinated Program (SBCP).  The 
component must be on file with Specially 
Funded Programs, Compliance and 
Technical Support Branch.  The document 
submitted provides evidence that the SSC 
is properly constituted and assurances are 
signed by requested parties.  Please refer 
to Bulletin Number BUL-4148: Advisory 
Councils and School Site Councils for 
information regarding the election and 
composition of School Site Councils.
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DDiissttrriicctt  IInnssttrruuccttiioonnaall  PPrriioorriittiieess  
 

The goal of the Los Angeles Unified School 
District (LAUSD) is to improve teaching 
and student learning to achieve high 
academic standards.  To reach this goal, 
the District’s highest instructional priorities 
across all grade levels are: 
 

1. Improved student reading and 
writing skills; 

2. Improved English language 
proficiency for English learners and 
standard English learners; 

3. Improved student computational and 
procedural skills, problem solving, 
and conceptual understanding in 
mathematics; 

4. Improved student skills and 
conceptual understanding in 
science; 

5. Improved teacher practice through 
professional development, 
coaching, and the use of formative 
assessments; and 

6. Successful completion of A-G 
requirements for all students. 

 

The following is a description of the 
District’s core instructional programs, each 
of which incorporates specific strategies to 
address the needs of English learners 
(ELs), standard English learners (SELs) 
and other special needs students.  All 
instructional efforts are aligned to the 
California Content Standards and are 
integrated with our District’s Proficiency 
Plus Initiative for closing the achievement 
gap.   
 

 

Elementary Language Arts 
 

The Elementary Language Arts Plan builds 
on the readiness provided by the Early 
Literacy Plan for the Early Childhood 
Education Division.  The Elementary 
Language Arts Plan focuses on the 
development of all language domains 
(listening, speaking, reading, and writing) 
with an emphasis on (1) explicit, 
systematic phonics instruction, reading 
fluency, and comprehension strategies; (2) 
literacy response and analysis; and (3) 
development of writing skills, including 
spelling and English language conventions. 
 

Key components of the Elementary 
Language Arts Plan include:  

• 20:1 class-size reduction in grades 
K-3;   

• the adoption and purchase of 
instructional materials aligned to the 
Reading/Language Arts Content 
Standards;  

• adoption and purchase of state 
approved materials for Spanish 
language arts;  

• professional development for 
teachers and administrators; and 

• the use of literacy coaches to 
provide support to teachers to 
improve reading instruction.   

 

In addition, strategies for English 
Language Development (ELD) and 
Mainstream English Language 
Development (MELD) are used to make 
language arts comprehensible for ELs and 
SELs and to assure that academic 
vocabulary is developed and explicitly 
taught. 
 

Student progress is monitored using 
periodic assessments that inform student 
learning and effective teaching practices.  
Additionally, the California Standards Tests 
(CSTs) are administered in grades 2-5/6 to 
assess the achievement of grade level 
standards in English/language arts. 
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Secondary Literacy 
 

The overarching goal of the Secondary 
Literacy Branch is to ensure that all 
secondary students have access to a 
rigorous, standards-based 
English/language arts (ELA) education that 
enables them to meet district and state 
requirements and prepares them for 
multiple postsecondary career options.  
The Secondary Literacy Plan and other key 
Board initiatives and resolutions (e.g., 
Closing the Achievement Gap, A-G 
Resolution) guide and frame the strategic 
context for the District’s tactical ELA 
curricular and instructional support to 
secondary schools.  This ELA curricular 
and instructional support includes: 

• grade level, standards-based 
instructional guides and anchor 
units with embedded scaffolding and 
culturally relevant methodologies; 

• district-wide intensive, accelerated 
reading intervention, Developing 

Readers and Writers Course 
(DRWC), grades 6 through 10; 

• diagnostic, standards-aligned 
periodic assessments to inform 
instruction; 

• professional learning (initial and 
ongoing) that focuses on core 
knowledge and research-based ELA 
best practices that support the 
learning needs of our diverse 
student population; 

• district adopted, standards-aligned 
textbooks and supplemental 
instructional materials that are 
inclusive of culturally relevant, 
content-specific instructional 
methodologies and strategies; and 

• instructional personnel (e.g., literacy 
coaches, local district and central 
Secondary Literacy staff).

 

Mathematics 
 

The goal of the District Mathematics Plan 
K-12 is for every student to be content 
literate, meet the “C” component of the A-G 
requirements and continue with college-
preparatory mathematics courses 
throughout high school.  The District 
Mathematics Plan K-12 is based on explicit 
instruction in the five mathematics strands 
identified in the California Mathematics 
Content Standards: (1) Number Sense, (2) 
Algebra and Functions, (3) Measurement 
and Geometry, (4) Statistics and 
Probability, and (5) Mathematical 
Reasoning. 
 

Key components of the Mathematics Plan 
K-12 are:  

• the adoption and purchase of 
textbooks and instructional materials 
that address the California 
Mathematics Content Standards; 

• professional development for all 
teachers in the use of standards 
aligned instructional materials; 

• mathematics content and pedagogy 
that is culturally responsive;  

• the use of mathematics coaches to 
provide supplemental support to 
teaching staff to improve 
mathematics instruction that 
supports eliminating the 
achievement gap; 

• strategies that support student 
access to core content; and 

• ongoing student assessment and 
evaluation of programs.   

 

Instructional guides have been 
developed as a teacher resource to 
support the implementation of the 
District Mathematics Plan K-12. 
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Science 
 

The goal of the District Science Plan (DSP) 
is for every student to receive a culturally 
relevant, rigorous, comprehensive 
education in the physical, earth, and life 
sciences with learning opportunities that 
allow each student to meet or exceed 
grade-level science standards.   
 

The plan focuses primarily on: 
• the development of scientific and 

content literacy; 
• the understanding of science skills 

and concepts; 
• laboratory activities that reinforce 

the California Content Science 
Standards and associated 
Investigation and Experimentation 
Science standards; 

• strategies that make science 
accessible to English learners, 
standard English learners, and 
student with disabilities. 

 

Key components of the Science Plan 
include the development, adoption, and 
purchase of instructional materials aligned 
to the Science Content Standards and 
Science Framework for California Public 
Schools; establishment of a professional 
development plan that embeds culturally 
relevant and responsive pedagogy with 
strategies that support the English learner 
and standard English learner, ongoing 
periodic assessments and evaluation of 
programs, and development of instructional 
units extending depth of understanding and 
pedagogy.   
 

Instructional Guides for grades 4-high 
school have been developed as a teacher 
resource to support the implementation of 
the DSP.   
 

Key components of the Elementary 
Science Plan are: 

• instructional materials aligned to the 
Science Content Standards and 
Science Framework for California 
Public Schools; 

• professional development that 
embeds strategies for meeting the 
needs of diverse learners and 
culturally relevant and responsive 
pedagogy; and 

• ongoing periodic assessment and 
Instructional Guides for grades 4 
and 5. 

 

Instructional Guides along with Immersion 
Units and Model Lessons are being 
developed, implemented, and under year-
to-year revision as a teacher resource to 
support the implementation of the 
secondary DSP.  A special focus 
supporting inquiry based standards-driven 
practice in our schools are efforts 
associated with NSF supported System 
Wide Change for All Learners (SCALE) 
and the Quality Educators Development 
(QED) grants that introduce the concept of 
Science Immersion Units, 6-8 week long 
in-depth experiences for students in grades 
4-10.  Strategies to address the needs of 
English learners and special needs 
students are embedded in all training for 
students in grades 4-10.  The DSP is also 
undergoing extensive yearly evaluation to 
support mid-course changes in the plan. 
 

The plan is led at the school site by the 
principal, department chairperson, science 
lead teacher (SLT), Secondary Literacy 
Cadre member, and the science 
coordinator. 

Focused Professional Development 
 

Professional development is focused, 
ongoing and differentiated.  Professional 
development is provided for every K-12 
teacher and administrator in literacy and 
mathematics through the Governor’s 

Professional Development Institutes, 
SB472 Mathematics Professional 
Development, and through professional 
development and provided by central office 
and local district staffs.  The Reading First 
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sub-grant provides focused and aligned 
professional development for K-3 teachers 
and elementary school principals at 213 
underachieving schools.  The LAUSD 
Administrative Academy provides 
professional development to all entry-level 
administrators and to all first-year 
principals in both leadership skills and 

content knowledge.  Culturally relevant and 
responsive strategies are embedded in all 
professional development.  Professional 
development opportunities will be provided 
which will focus on appropriate and timely 
in-class intervention strategies for students 
who are not proficient. 

 

Coaching 
 

Instructional coaches (literacy and 
mathematics) work collaboratively with 
teachers to provide ongoing, 
supplementary support through content 
focused coaching and lesson study.  
Teachers and coaches work together to 
plan lessons, teach collaboratively and 
reflect on lessons based on evidence of 
student performance.  Coaches also lead 
study (inquiry) groups where teachers 
meet together to plan lessons, analyze 

data, and examine student work.  
Additionally, instructional coaches 
collaborate with teachers and literacy 
cadre members to ensure that instructional 
strategies are implemented to meet the 
needs of English learners, standard 
English learners, and other special needs 
students.  Ongoing professional 
development is provided to literacy and 
mathematics coaches in content coaching 
techniques and facilitation skills. 

 

Assessment 
 

A wide variety of tools provide support for 
instruction such as periodic assessments 
in language arts, mathematics and 
science, the examination of student work, 
end-of-unit assessments, California 
Achievement Test/6 (CAT/6), Aprenda, 
California English Language Development 
Test (CELDT), California Standards Test 

(CST), California High School Exit Exam 
(CAHSEE), portfolios, and performance 
evaluations.  To assist in managing the 
data, Student Online Assessment Reports 
(SOAR) is used for elementary reading.  
The Princeton Scoring System is used for 
Mathematics, Science, and Secondary 
English Language Arts assessment. 

 

Intervention 
 

The priority of the District is effective initial 
instruction aligned to the state content 
standards.  However, measures such as 
immediate classroom intervention, 
reteaching, extended learning programs, 
summer school and intersession, and 
bridge programs provide supplementary 
support to the District’s instructional 
programs to improve student learning. 
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DDeevveellooppiinngg  aa  SScchhooooll  BBuuddggeett  
 

The school budget must be based on the 
assessed needs of participating students 
as determined by conducting a 
comprehensive needs assessment and as 
described in the Single Plan for Student 
Achievement (SPSA).  The most efficient 
use of resources which support the plan 
and students’ access to the core 
curriculum should be the rule.  Budgets 
need to be developed with 
recommendations of the appropriate 
committees (CEAC and ELAC).  Their 
written recommendations must be 
brought to the School Site Council 
(SSC) for review and approval.  Schools 

will evaluate the effectiveness of the SPSA 
annually.  If a school is unable to 
demonstrate that all participating student 
groups are showing signs of academic 
improvement, it must re-evaluate the use 
of the categorical budget and its 
expenditures.  The budget should 
demonstrate a clear relationship between 
the planned supplemental instructional 
program and the planned expenditures.  
Schools must restructure budget 
expenditures if students are not 
showing signs of academic 
improvement. 

 

BBuuddggeett  DDeevveellooppmmeenntt  
 

Use the budget rates contained in the 
Budget Services Branch booklet to cost out 
the resources needed to implement the 
school’s planned supplemental 
instructional program. 
 

All paraprofessionals are budgeted by 
position.  Instructional Aides are budgeted 
for three hours a day.  Education Aides 
may be budgeted for three, six, or eight 
hours a day, and Library Aides may be 
budgeted for three or six hours a day.  
Teacher Assistant positions may be 
budgeted for one through six hours a day. 
Support staff, such as School 
Psychologists, PSA Counselors, 
Psychiatric Social Workers, and School 

Nurses are budgeted as partial positions; 
one day a week equals 0.2 of a position. 
 

At the bottom of the budget is a space for 
all required signatures.  These signatures 
indicate that stakeholders (parents and 
staff) have had the opportunity to provide 
recommendations to the budget-planning 
process.  Signatures do not necessarily 
indicate approval of the spending plan.  
When a signature is withheld, please 
attach a statement from the required 
stakeholder indicating the reason(s). 
 

The “Budget Development Notes” begin on 
page A-13, and the “Budget Terms” begin 
on page A-25. 

 

BBuuddggeett  AAddjjuussttmmeenntt  RReeqquueesstt  
 

Well-planned programs to improve student 
achievement should have the appropriate 
budget categories aligned with assessed 
academic needs of participating students 
as stated in the SPSA. 
 

Occasionally, there will be a need to 
modify the school’s plan and budget.  
Budget modifications can be initiated with 
the assistance of the local district fiscal 
staff and are made on the “Budget 

Adjustment Request” form.  Schools will 
need to forward a copy of the Budget 
Adjustment Request, budget justification 
form, and a copy of the SPSA page or 
SPSA Update page that identifies the 
expenditure to the local district categorical 
programs coordinator for approval.  Only 
then will the local district fiscal staff enter 
the budget adjustments into BTS.   
 

Approved budget adjustment requests and 
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respective justification and SPSA pages 
will then be forwarded to Specially Funded 
Programs (Title I and EIA-SCE only).  
Budget adjustments are based on 
assessed instructional needs and support 
program quality and compliance.  Budget 

Adjustment Requests (including 
accompanying justification pages) should 
be reviewed with council/committee 
members and have the signatures of the 
SSC chairperson and the principal. 

 

RReeppoorrttiinngg  EExxppeennsseess  
 

As soon as the categorical budgets have 
been developed and processed, the 
administrator and the time reporter 
should ensure that the appropriate 
positions are matched with the budget, 
aligned with position control requirements 
and that the correct program codes and 
position control numbers are used in the 
payroll time-reporting process.  It is 
important that time reporters determine 
that the correct program code and position 
control number have been entered.  A 
wrong program code would cause an 
expenditure to be charged to a different 
program.  Failure to adhere to position 
control requirements may prohibit the time 
reporter from reporting time for an 

employee and result in employees not 
being paid.   
 

In addition to a constant check of payroll 
program codes and position control 
requirements, it is recommended that 
schools record expenditures for equipment, 
materials, and contracts on control sheets 
which are supplied at the beginning of the 
fiscal year by the local district Fiscal 
Services Branch.  This allows office 
personnel to check their records against 
the “Monthly Activity Report” furnished by 
the General Accounting Branch.  
Expenditure records and school purchase 
orders (SPOs) are required documentation 
which are reviewed during CPM and 
audits. 

 

SSppeecciiaall  IInnssttrruuccttiioonnss  
 

All expenditures should be planned so that 
categorical funds clearly supplement the 
district-funded program. 
 

Materials, supplies, equipment, and 
services purchased with federal or state 
funds are used to benefit students eligible 
for the program services from each funding 
source. 
 

Any piece of equipment costing $500 (not 
including tax and/or delivery charges) or 
more must be labeled and inventoried. 
Schools should follow the procedures listed 
in the Bulletin Number BUL-3508.1: 
Inventory for Equipment Purchased 
Through Categorical Programs,  
February 4, 2008, Specially Funded 
Programs Division.  Inventories must be 
completed for a range of a five-year period 
(2003-04 to 2007-08) and kept on file at 

the school.  A copy must be sent to 
Specially Funded Programs Branch. 
 

Schools should place sufficient funds in the 
Maintenance of Equipment accounts to pay 
for any needed repairs.   
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Personnel and Time Reporting Documentation 
 

Budgeting to restore a general 
education teacher is not an allowable 
expenditure in Title I schools.  Schools 
may, however, purchase a non-register-
carrying teacher to supplement literacy and 
mathematics. 
 

Title I schools operating an approved SWP 
may purchase (using Title I and EIA-SCE 
funds) the services of a register-carrying 
teacher to reduce class size in literacy, 
mathematics, science, and social studies. 
 

Title I secondary schools operating an 
approved SWP may purchase the services 
of a secondary counselor to reduce the 
counselor-to-student ratio. 
 

Substitutes may be budgeted for: 
• program-related professional 

development; 
• program-related planning activities. 

 

Substitutes may not be purchased for 
the purpose of releasing teachers for 
curricular trips. 
 

All personnel who are compensated 
from more than one funding resource, 
including federal and state funds, must 
complete either a Semi-Annual 
Certification form or a Multi-funded 

Personnel Time Reporting form.  (Refer 
to Bulletin Number BUL-2643.2: Time 
Reporting Documentation for Federal and 
State Categorical Programs.)  
 

Schools operating an approved 
Schoolwide Program (SWP) and using only 
federal monies to fund positions do not 
complete a Multi-funded Personnel time-
reporting record sheet. 
 

For employees who are fully funded by a 
single federal categorical program during 
the fiscal year, two certifications are 
necessary—one covering the first half of 
the fiscal year and the other covering the 
second half of the fiscal year.  Certification 
should indicate that the employee spent 
100 percent of his or her time on the single 
federal program that funded the employee.  
If the employee is unavailable, the 
immediate supervisor should prepare, sign, 
and date the certification. 
 

NOTE: If employees are jointly funded by 
Title I Schoolwide Program and state funds 
under School-Based Coordinated Program, 
they must complete a Semi-Annual 
Certification of such employment and not a 
Multi-funded Time Report each pay period.

 

Program Improvement (PI) Local Educational Agency (LEA) 
 

Los Angeles Unified School District 
(LAUSD) has been identified as a local 
educational agency (LEA) in Program 
Improvement (PI) Year 3 status. Any LEA 
receiving Title I, Part A funds is identified 
for PI status when, for two consecutive 
years, the following occurs: 

1. The LEA does not make Adequate 
Yearly Progress (AYP) in the same 
content area and does not meet 
AYP criteria in the same content 
area in each grade span (grades 
two through five, grades six through 
eight, and grade ten). The content 
areas are English-language arts 
(ELA) and mathematics; or 

2. The LEA does not make AYP on the 
same indicator (Academic 
Performance Index [API] or 
graduation rate). 

 

As an LEA in PI Year 3 status, LAUSD 
must adhere to the following mandates: 

• Ten percent of the District’s Title I 
entitlement must be reserved for 
professional development; 

• The LEA Plan must be revised to 
address the AYP indicators not met. 
(The indicators not met for LAUSD 
are the graduation rate and ELA for 
students with disabilities and 
English Learners); 
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• Limitations on the LEA’s ability to 
hire new paraprofessionals.  
Schools seeking to replace existing 
paraprofessionals should contact 
Ronald Marmalefsky, at (213) 241-
7830, for more guidance. 

 

Additional corrective actions are 
forthcoming and will be decided at the 
State Board of Education meeting 
scheduled for March 2008. 

 

PI School 
 

Schools that have not met the same 
indicator of adequate yearly progress 
(AYP) for two consecutive years are 
identified for PI.  PI schools must set aside 
ten percent of the current year’s Title I 
allocation to support professional 
development in literacy, language arts, 
and/or mathematics. 
 

Schools on the PI At-Risk List during the 
2007-2008 school year will have 10% of 
their total Title I (7S046) budget placed in 
reserve.  If a school is identified as PI 
during the 2008-2009 school year, the 
monies must be used to address 
professional development aligned to 
content area(s) and subgroup(s) not 
meeting AYP. 

If a school on the PI At-Risk List during the 
2007-2008 school year is not identified as 
PI during the 2008-2009 school year, the 
monies will be transferred to Title I (7S046) 
IMA. 
 

The following program code and item 
numbers must be used when budgeting “X” 
and “Z” times for professional 
development. 
 

Program Code 70A56, Item # 10391 
(“X” time) 
Program Code 70A56, Item # 10509 
(“Z” time) 
 

NOTE: Please refer to Appendices A and 
B if you are unable to determine the 
school’s status.

 

Parental Involvement 
 

The SPSA must reflect parental 
involvement.  Parental-involvement funds 
should be spent during the fiscal year. 
 

Title I Schools 
• Planning the budget expenditures to 

implement the program’s activities 
requires the involvement of the 
CEAC in review, written 
recommendations to the SSC, and 
certification of the SPSA.    
The California Education Code 
[Section 64000-64001] requires the 
School Site Council to develop the 
plan and approve the budget 
[Section 52853(a)]. 

• Schools will receive a separate 
allocation for Title I parental 
involvement.  Schools may 
appropriate additional Title I 
resources to implement the school’s 
parental involvement policy.  (Refer 
to Appendix D regarding Budget 
Planning for Parental Involvement.) 
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The following chart illustrates the types of resources most commonly used to implement the 
supplemental instructional and supportive program components aligned with District 
priorities.  Please note that this listing is for information only and is not intended to be all-
inclusive.  The selection of resources to support student achievement is entirely up to the 
school, but should reflect student needs through analysis of achievement data, the Single 
Plan for Student Achievement (SPSA) and District priorities. 
 
 
 

Program 
Components Direct Services Indirect Services 

Student Achievement 
and Intervention 

Teacher, teacher assistant, 
instructional aide, education aide, 
instructional material, contract 
services, curricular trips, rental 
and/or purchase of equipment 

 

Professional 
Development 

Substitute teacher, professional 
development, professional expert, 
staff training allowances, 
materials, staff conference 
attendance, independent 
contracts, and mileage 

 

Parent Involvement Professional expert, community 
representatives, and materials 

School advisory 
council/committee expenses  

Health and Support 
Services 

School psychologist, counselor, 
PSA counselor, counseling 
assistant, school nurse, and 
psychiatric social worker 

 

School 
Organizational and 
Support Structure 

Categorical Program Adviser, 
school clerical positions, and 
clerical relief/overtime 

Coordinating differential 
Categorical Program Adviser/Z 
Custodial services 

 
 
A maximum of five percent of the school’s Title I and SCE may be spent on items listed on 
the indirect services column. 
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BBuuddggeett  JJuussttiiffiiccaattiioonn  PPaaggeess//SSiinnggllee  PPllaann  ffoorr  SSttuuddeenntt  AAcchhiieevveemmeenntt  
 

Budget Justification Pages are completed 
annually for state and federal audits and 
for categorical program monitoring (CPM) 
purposes.  They must be aligned with the 
SPSA and must match the current budget 
in the areas listed below.   

Multifunded goods and services must 
be separated and clearly described by 
funding sources in the SPSA. 
 
 

 

Capital Outlay and Equipment 
 

A description of how the equipment 
supports the supplemental instructional 
program to improve academic achievement 
for participating students must be included 
on the Budget Justification page.  In 

addition, the established need for the 
equipment must be addressed in the SPSA 
or SPSA Update and Justification for 
Equipment Purchased/Leased through 
Categorical Programs.

 

Contracts 
 

A description of how the services provided 
by the contractor supplement the 
instructional program to improve academic 
achievement for participating students 
must be included on the Budget 
Justification page.  The established need 
for contractual services must be addressed 
in the SPSA.   

NOTE: Contracted personnel may not 
perform the duties of any classified, 
unclassified, or certificated employee.  
Questions should be referred to the 
Contract Administration Branch at  
(213) 241-3039. 

 

Curricular Trips/Conferences/Professional Development 
 

Identify conferences, professional 
development, or curricular trip destinations.  
Curricular trips are to supplement the 
instructional program to improve academic 
achievement for participating students.  A 

description of these services and activities 
must be included on the Budget 
Justification page.  The established need 
for such services and activities must be 
addressed in the SPSA. 

 

Job Descriptions 
 

A description of supplemental services 
provided for participating students of the 
particular categorical program must be 
included on the Budget Justification page.  
The established need for applicable 
personnel must be addressed in the SPSA.   
 

The person occupying the position 
should be familiar with the written 
description in the Supplemental 
Services section/Applicable Policy 

Guide and should perform only those 
duties.  
 

For multifunded positions (funded from 
more than one program) indicate the 
proportion of the time provided to students 
of each funding source.  Multifunded 
personnel must document actual time 
which must support cost distribution to 
each program, including District services. 
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Budget Development Notes 
 
Program Guidelines Title I 

(7S046) 
EIA-SCE
(7S539) 

EIA-LEP 
(7S536) 

1. Program funds may be used for limited Alterations and Improvements (A&I) of 
facilities; e.g., electrical costs required to set up equipment purchased from the 
same categorical funding source. 

X X  

 Note: Estimates must accompany all Budget Adjustment Request forms and must 
be approved by the Specially Funded Programs Branch if the amount is over 
$3,000. 

   

2. The Coordinating Differential for a classroom teacher performing supplemental 
duties related to the appropriate program should be budgeted as follows (formerly 
item number 1033): 
 11650 (Title I) 
 11648 (EIA-SCE) 
 11647 (EIA-LEP) 

X X X 

3. Multi-funded Categorical Program Adviser positions and differentials should be 
budgeted as the same percentage. X X X 

 Note: Personnel must perform duties only from the program from which they are 
paid.    

4. Non-capitalized equipment purchases over $499 (commitment item 440001, 
formerly object code 4490) and capitalized equipment purchases over $24,999 
(commitment item 640001, formerly object code 6490) should be budgeted 
separately. 

X X X 

 Note: Equipment purchased with categorical funds at Title I targeted assistance 
schools must be for identified student-use only unless the school has applied to 
coordinate all state funds through the School-based Coordinated Program 
(SBCP).  

X   

5. Purchase, lease, or rental of a single equipment item costing over $25,000 
requires central-office approval.  Local district fiscal personnel should forward to 
SFP for approval prior to input during budget development and budget 
maintenance. 

X X X 

6. Equipment inventories must be completed for a range of a five-year period and 
kept on file at school-sites and offices.  A copy must be sent to Specially Funded 
Programs Branch. 

X X X 

 Note: Schools and offices must place a red label on all equipment purchased with 
categorical funds.    

7. The total dollars budgeted for Parent Conference Attendance should not exceed 
$800 per categorical funding source. X X X 

8. There is no limit for Staff Conference Attendance. X X X 
9. Program funds cannot be used to purchase Campus Aide positions. X X X 
10. Education Resource Aides may be funded by schools participating in the School-

Based Coordinated Program or Title I Schoolwide Program. X X X 
11. Budget for Custodial Relief Time and Overtime should not exceed $3,000. X X X 
12. Custodial Supplies should not exceed 10% of total custodial relief time and 

overtime. X X X 
13. If school cannot fund relief time that is equivalent to one hour per day for 6 

months, or if less than $600, then school should budget the time as overtime. X X X 
14. Program Improvement schools need a minimum of 10% of the allocation budgeted 

for professional development. (70A56) X   
15. Schools receiving EL funds must follow the EL Program Budget Priorities in the 

sequence delineated in the Program and Budget Handbook.  A minimum of 5% for 
supplemental materials and 5% for professional development activities is 
allocated, once the first three priorities are met.  Schools with minimal EIA-LEP 
funding can use their Title III funds to meet the 5% and 5% expenditures. 

  X 

16. Professional Development funds may be used only to pay registration fees for 
conferences (formerly item number 5008).  The appropriate item numbers for the 
programs are: 
 50112 (Title I) 
 50108 (EIA-SCE) 
 50111 (EIA-LEP) 

X X X 
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Budget Development Notes 
 
Program Guidelines Title I 

(7S046) 
EIA-SCE
(7S539) 

EIA-LEP 
(7S536) 

17. School may budget a combined total of five Education Aide II positions. X X  
 Note: New and continuing Education Aide II positions (3 hours only) must be 

approved by the Director of the Language Acquisition Branch .   X 
18. Education Aide III 6-hour positions may be reduced to 3-hour positions.  Full 

fringe benefits will be required in the program for 6 hour positions only.  School 
should keep a reserve in their IMA. 

  X 

 Note: All required bilingual aide positions must be funded before monies can be 
used for other purposes, such as categorical program adviser or off-norm teacher 
positions. 

  X 

19. Auxiliary teacher time may not be budgeted until after norm day.  Justification for 
a secondary auxiliary teacher must include the subject area to be taught, number 
of students, and grade level(s). 

X X X 

20. Community Representative is limited to 79 hours per pay period and 720 hours 
per year. X X X 

21. Schools may not develop budgets with commitment number 420001 – other 
books (formerly object code 4210).  It must be done with a Budget Adjustment 
Request, and the appropriate documentation must accompany the request. 

X X X 

 Note: When budgeting for other books contact D. Ernst, Specially Funded 
Programs Branch, or Director, Language Acquisition Branch, for prior approval.    

22. Title I Schoolwide Program schools may purchase register-carrying teachers to 
reduce class size for literacy, mathematics, science, and social studies. X (7N539)

X 
(7N536)

X 
23. Title I Schoolwide Program schools may purchase counselors to reduce student-

to-counselor ratio. X   
24. An elementary Title I Schoolwide Program school may purchase a library media 

teacher to support supplemental literacy activities. X   
25. A school may purchase a total of two (2) positions from the combination of 

clerk/office technician/senior office technician positions.  If more than two (2) are 
purchased, a Single Plan for Student Achievement Update page must be 
completed to address the office in need of additional support. 

X X  

26.  School receiving EIA-LEP funds must allocate one (1) percent of the funds to 
implement training for parents.  Schools with minimal EIA-LEP funding can use 
their Title III funds to satisfy this requirement. 

  X 

27. If employees are jointly funded by Title I Schoolwide Program and state funds 
under the School-based Coordinated Program, they must complete a semiannual 
certification of such employment and not a Multi-funded Time Report each pay 
period. 

X X X 

28. Secondary class-size reduction teachers who cover classes during their 
conference period must be paid with the same funding source as the teacher of 
record. (For item number, see the School Budget Planning Workbook, “Estimated 
School Budget Rates” section.) 

X X X 

 Note: Single Plan for Student Achievement Class-Size Reduction Update 
page must accompany the purchase of a secondary class-size reduction teacher.    

29. The funding of a visual or performing arts teacher is not allowable. X X X 
30. Signatures do not necessarily indicate approval of the spending plan.  When a 

signature is withheld, please attach minutes, agendas, and sign-ins from the 
applicable advisory committee where the budget-planning process was 
discussed. 

X X X 

31. Use the appropriate District account to charge when a specially funded person 
substitutes for a District-funded teacher. X X X 

32. Rental of facilities must be funded with state categorical resources.  X  



 

 
For further information on this section, call  

the Local District English Learner Programs staff. 
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EEnngglliisshh  LLeeaarrnneerr  PPrrooggrraammss  
 

The District receives supplemental federal 
and state funds to design, implement and 
monitor effective instructional programs for 
students classified as Limited-English 
Proficient (LEP), commonly known as 
English learners (ELs). 
 

The primary purpose of the Title III, No 
Child Left Behind (NCLB) Act of 2001 is for 
ELs to attain English proficiency and meet 
the same challenging academic content 
and achievement standards that other 
students are expected to meet.  The 
priority for using Title III funds (7S176) is to 
provide professional development to 
teachers, administrators, and other school 
support staff to improve English Language 
Development (ELD) instruction.   
 

Professional development is designed to 
develop high-quality language instruction 
programs designed to assist schools in 
teaching ELs and serving migrant children 
and youth.  Other activities authorized by 
Title III include: parent outreach and 
training, community participation, family 
literacy services, tutorial and intervention 
activities, and supplementary instructional 
materials, including educational software.  
The use of Title III funds requires 
consultation with teachers and the English 
Learner Advisory Committee (ELAC).  The 

selection of approved Title III activities 
should reflect EL needs identified in the 
Single Plan for Student Achievement 
(SPSA) and be aligned with State and 
District EL program goals—progress in 
ELD and access to the core curriculum.  
Title III funds may not be used to supplant 
existing state or district general education 
or categorical funds allocated to existing 
EL programs. 
 

The purpose of State Economic Impact Aid 
Program for ELs (EIA-LEP 7S536) and 
District LEP funds is to ensure that ELs 
receive opportunities to make adequate 
progress in ELD and achieve grade-level 
content standards.  The use of these 
supplemental funds is restricted to 
providing additional linguistic and 
academic support services to eligible 
program participants in Pre-Kindergarten 
through grade 12 and may not be used to 
replace District general funds.  Use of EIA-
LEP funds requires consultation with the 
ELAC and approval by the School Site 
Council (SSC). 
 

It is important to note that federal and state 
EL program requirements must be met and 
appropriate supplemental learning 
opportunities must be provided to all ELs, 
regardless of funding. 

 

Master Plan Programs for English Learners 
 

The District’s core instructional program for 
English learners is defined in the Master 
Plan for English Learners (1996, 
augmented in 1999) and the Instructional 
Programs for English Learners: Elementary 
School Guide and Secondary School 
Guide (2001).  Both documents provide 
policy guidelines and procedures for 
meeting federal and state requirements 
concerning the following Master Plan 
program options: 
 

1. Structured English Immersion 
Program (SEI: ELD 1-4) 

2. Alternative Bilingual Programs 
(Basic Bilingual or Dual Language: 
ELD 1-4 with a waiver) 

3. Mainstream English Program (ELD 
5 or ELD 1-4 with parent request) 

 

All Master Plan programs are designed to 
meet the following state and federal 
expectations: 
 

1. Assist ELs in acquiring English as 
effectively and rapidly as possible 
as demonstrated by meeting state 
ELD standards in accordance with 
District Progress Benchmarks for 
ELs. 
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2. ELs are provided access to the 
District’s core program as 
demonstrated by mastering state 
grade level content standards in 
accordance with District Progress 
Benchmarks for ELs. 

 

Master Plan programs incorporate one or 
more of the following research-based 
instructional services designed to support 
second-language acquisition or provide 
access to grade level content: 
 

1. English Language Development 
(ELD as a core content subject for 
ELs only.) 

2. Content-based ELD 
3. Primary Language (L1) Instruction 
4. Specially Designed Academic 

Instruction in English (SDAIE) 
5. Primary Language (L1) Support 

6. Culturally Relevant and Responsive 
Education 

 

Master Plan program eligibility is 
determined by the English language 
proficiency level as measured by the 
California English Language Development 
Test (CELDT).  Master Plan services must 
be provided until ELs have met all state 
criteria for reclassification; regardless of 
the student’s instructional program.  To 
reclassify as fluent-English proficient 
(RFEP), ELs must meet reclassification 
criteria.  Schools are required to monitor 
the progress of RFEP students for two 
years and provide appropriate intervention 
services when a RFEP student fails to 
meet District grade level benchmarks. 
 
 

 

Master Plan Budget Development Process 
 

All categorical budgets must be based on 
the assessed needs of participating 
students and program requirements, such 
as professional development for teachers.  
EIA-LEP and Title III budgets must be 
developed in conjunction with ELAC 
advisement and in accordance with Master 
Plan fiscal priorities.  An advisement or 
consultation process should be utilized to 
involve ELAC members from beginning to 
end in planning, implementing, modifying 
and evaluating the EIA-LEP and Title III 
budgets.  All categorical budgets must be 
brought to the School Site Council (SSC) 
for review and approval on an annual 
basis. 
 

In order to develop a compliant EL 
program budget, the school is responsible 
for conducting an annual EL program 
needs assessment that focuses on student 
achievement data and program 
implementation requirements.  The 
school’s Single Plan for Student 
Achievement (SPSA) or update must 
incorporate a comprehensive EL program 

needs assessment as well as 
documentation of compliant EL program 
implementation.  Schools must align EL 
budget expenditures to the EL program 
data analysis and must restructure budget 
allocations when ELs do not demonstrate 
adequate progress in ELD or grade level 
content. 
 

Schools are advised to use multiple 
funding sources to meet categorical fiscal 
restrictions when purchasing the services 
of supplemental personnel, equipment and 
materials that will be used to benefit all 
students, not just ELs.  For example, it is 
inappropriate for a school to attempt to buy 
a copier to service all students using only 
EIA-LEP funds when ELs comprise only 
30% of the student population.  A more 
reasonable course of action might involve 
the school multi-funding the purchase of 
the copier with a formula of 30% EIA-LEP, 
and perhaps 50% EIA-SCE funds. 
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EL Program Budget Priorities 
 

Supplemental EIA-LEP/District LEP funds 
are granted to districts and schools for 
specific EL program purposes beyond 
basic general funding.  These 
supplemental funds must be used to 
support and enhance the implementation 
of the District’s Master Plan programs: 

• Structured English Immersion 
• Basic Bilingual and/or Dual 

Language 
• Mainstream English programs.   

 

The rationale or need to use EL program 
funds must be clearly described in the 
SPSA or update, and it must be evident 
that these funds will not be used to replace 
general funds or supplant the District’s 
core program for all students. 
 

All schools receiving state EIA-LEP/District 
LEP funds must develop their initial EL 
budget in accordance with the following 
Master Plan fiscal priorities: 
 

1. Bilingual paraprofessionals to 
ensure access to grade level 
content instruction through primary 
language support 

2. Categorical program adviser (EL 
Program Coordinator/Bilingual 
Coordinator) to ensure compliant 
program implementation (See page 
A-21 for a description of duties) 

3. Parent involvement expenditures to 
ensure that parents of ELs receive 
training opportunities delivered in 
the parents’ primary language and 
have the opportunity to participate in 
ELAC activities and attend 
conferences.  Schools receiving 
EIA-LEP funds must allocate a 
minimum of 1% of the funds to 
implement training.  Schools with 
minimal EIA-LEP funding can use 
their Title III funds to satisfy this 
requirement. 

4. Professional development activities 
on Master Plan instructional 
services, policy and procedures 
training (5% of EIA-LEP budget) 

5. Supplemental instructional materials 
or resources to support ELD and 
grade level content 
instruction/assessment (5% of EIA-
LEP budget) 

6. Bilingual clerical services to support 
Master Plan Program 
implementation 

7. ELD Professional Development 
Coordinator to ensure 
implementation of quality ELD and 
grade level instruction 

 

All other supplemental EIA-LEP/District 
LEP or Title III expenditures that do not fall 
into the priority categories listed above 
must meet the following criteria: 
 

1. EL program/student needs aligned 
to implementation requirements and 
student achievement data 

2. English learners will benefit from the 
expenditures 

3. The expenditures are essential for 
maintaining federal, state and 
district compliance 

 

NOTE: EL professional development topics 
should be based on an annual needs 
assessment of teacher and 
paraprofessional staff described in the 
SPSA that are related to Master Plan 
instructional services (ELD, SDAIE, 
Primary Language Instruction/Support, 
Culturally Relevant Pedagogy, Policy, and 
Procedures). 
EL program related professional 
development activities include the 
following: 
 

1. Substitute time to release teachers 
to attend training or plan Master 
Plan training for teachers, 
administrators, and other staff 

2. Professional experts to provide 
Master Plan training 

3. Conference attendance to share 
information with the school’s staff 

4. Staff training allowances to serve as 
training incentive 



 A-18 

5. Materials related to providing 
training 

6. Independent contracts to provide 
training 

7. Mileage to and from 
training/conference sites 

 

School-Based Coordinated Program 
 

ELs may also satisfy the eligibility 
requirements for additional state and 
district supplemental program services, 
including EIA-SCE, School Improvement, 
Gifted Talented Program, and Special 
Education.  When ELs participate in a 
SBCP, these additional services must be 
designed for ELs as well as for other 
student populations.  Appropriate research-
based strategies must address the learning 
needs of all students and ensure that ELs 
reach the two goals required by state and 
federal regulations: (1) learn English as a 
second language as rapidly as possible 
and (2) meet the same challenging 
academic content and achievement 
standards that other students are expected 
to meet. 
 

Under the California Education Code, 
schools may elect to operate a School-
Based Coordinated Program.  Under 
SBCP all state and local fiscal resources 
may be consolidated to guarantee that the 
school’s entire education program is 
upgraded to meet the different educational 
needs of all students, especially low-
achieving students and ELs. 
 

SBCP schools are accountable for 
developing a SPSA to ensure all 
categorical funds are used to increase the 
academic achievement of each student 
subgroup included in the consolidation.  As 
a result, SBCP schools that elect to include 
EIA-LEP in the School-Based Coordinated 
Program must document how all 
consolidated categorical funds are used to 
meet federal and state mandates regarding 
the support of ELs. 
 

For example, a SBCP school may justify 
the use of EIA-LEP funds to purchase 
supplementary social studies texts in 
English to compliment the 4th grade 
textbook.  An expenditure of EIA-LEP 

funds on behalf of non-ELs is not ordinarily 
allowable, except under the following 
conditions: 
 

1. The school has allocated its EIA-
LEP funds in accordance with 
Master Plan fiscal priorities. 

2. The Budget Justification page 
references the EL program/student 
need(s) described in the school’s 
SPSA.  For instance, the data 
analysis includes student 
achievement results that indicated 
many 4th grade students, including a 
large number of ELs at ELD 3 
enrolled in Structured English 
Immersion, are not doing well on the 
social studies subtest.  In addition, 
the “Critical Findings” section 
indicates students are in need of 
more comprehensible social studies 
materials to help them grasp grade-
level social studies content.  The 
Action Plan section explains how 
the school intends to purchase 
supplemental social studies reading 
materials that will allow 4th grade 
teachers to shelter instruction for 
their ELs and other developmental 
readers. 

3. The Budget Justification page must 
also provide a detailed description 
of how the purchase of these goods 
and services effectively addresses 
ELs and/or EL program needs.  For 
instance, the school’s EIA-LEP 
budget justification page must 
identify the specific title of the 
supplemental social studies text(s) 
to be purchased as well as describe 
the specific SDAIE text elements 
(e.g., large number of quality visuals 
and verifiable grade 2 readability 
index). 
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Another example might include the 
exclusive use of EIA-LEP funds to 
purchase supplemental social studies 
texts/materials in Spanish to support 

primary language content instruction in the 
Basic Bilingual Program, since this type of 
purchase benefits only ELs. 

 

EL Program/SPSA/School Plan Budget Assurances Page 
 

The ELAC signatures at the bottom of the 
SPSA Budget Assurances page indicates 
ELAC parents had the opportunity to 
provide written advise/recommendations to 
the SPSA budget planning process, 
especially in regard to EIA-LEP, Title III, 
and district LEP. 
 

NOTE: An ELAC signature does not 
necessarily indicate approval of the 
school’s spending plan.  If the ELAC 
signature is withheld, please attach a 
signed statement from the ELAC 
chairperson that explains why s/he refused 
to sign the school’s budget/SPSA 
Assurances Page. 

 

EL Program Budget Justification Pages 
 

Categorical Budget Justification Pages are 
completed annually for federal audits, state 
categorical program monitoring (CPM) and 
district SPSA review purposes.  The goods 
and services listed on the EIA-LEP Budget 
Justification pages and Title III Budget 
Page must align to the language 
acquisition and academic needs of ELs 
addressed in the school’s SPSA and match 
the budget items listed on the current 
Categorical Programs Funding Source 
Budget.  Budgeted goods/services 
identified on the Budget Justification page 
must be described in terms of fulfilling the 

following Master Plan budget 
accountabilities: 
 

1. Increase ELD progress or grade 
level achievement 

2. Improve compliant EL program 
implementation 

 

When a school receives an EL compliance 
citation which requires an expenditure or 
transfer of EIA-LEP funds to resolve it, the 
citation and a description of the goods 
and/or services purchased to resolve the 
citation must be identified in the SPSA 
Update Page. 

 

EL Program Budget Adjustment Requests 
 

Changes to the school’s SPSA and EIA-
LEP or Title III Budget must first be 
discussed with the members of ELAC, and 
documentation of advisement (e.g., 
recommendations recorded in the minutes 
and signed by ELAC chairperson) must be 
kept on file at the school.  Budget 
adjustments can be initiated with the 
assistance of local district fiscal staff using 
the Budget Adjustment Request form. 
 

Schools must forward the Budget 
Adjustment Request form to the local 
district EL coordinator/specialist along with 
the following supporting documentation: 
 

1. Categorical Programs Funding 
Source Budget that shows the 

current categorical budget 
allocations 

2. SPSA Update Page that describes 
(1) specific EL participant/program 
needs based on data, (2) specific 
goods and/or services to be 
purchased through this transfer of 
funds, and (3) a rationale regarding 
how these goods and/or services 
will support implementation of 
Master Plan program services 

 

The local district EL coordinator/specialist 
is responsible for approving budget 
transfers involving EIA-LEP funds.  All EL 
program budget adjustments that transfer 
funds from low to high priority Master Plan 
budget categories will be approved.  The 
local district must deny any EL program 
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budget adjustment that (1) lacks a clear 
description of how the transfer will 
contribute to meeting established EL 
student or EL program related needs, and 
(2) transfers funds out of high priority 
Master Plan budget categories for other 
authorized EIA-LEP uses, if the transfer 
impedes implementation of those key 
Master Plan services. 
 

NOTE: 
1. To comply with federal/state 

regulations, the district has the right 
to require the return of any EIA-LEP 
or Title III funds inappropriately 
expended. 

2. Unused EIA-LEP and Title III funds 
do not carry over to the following 
year’s budget. 

EL Program Reporting Expenses 
 

For further explanation regarding Reporting 
Expenses, please see page A-8. 
 

BBuuddggeett  TTeerrmmss  
 

Personnel Positions 
 

A description of the supplemental Master 
Plan-related services provided by each 
position purchased and the percentage of 
service time devoted to each targeted 
student population must be included in the 
SPSA and referenced on the Budget 
Justification Page.  All job descriptions 
included on the Budget Justification Page 
must be shared with the person occupying 
each position to ensure s/he performs the 
duties as described. 
 

For positions funded from more than one 
funding source, the percentage of time 
devoted to each targeted student 
population, including ELs, must be 
identified.  Multifunded personnel must 
document actual time allocated to each 

program using the Multi-funded Personnel 
Time Reporting form.  In addition, a log of 
daily activities must be maintained.   
 

Describe a direct service and its purpose 
when a budgeted position will specifically 
serve students.  Describe an indirect 
service to the program (5% cap), such as 
Teacher/Categorical Program Adviser 
Relief/Z Time or Custodial Services, and 
explain how the indirect service will 
contribute to improving student 
achievement and/or program 
implementation. 
 

NOTE: Budgeting to retain a general 
education teacher is not an allowable 
expenditure of EIA-LEP or Title III funds. 

 

Certificated (1000) 
 

Teachers … supported by EIA-LEP funds 
must be highly-qualified as defined by the 
NCLB Act of 2001 and hold one of the 
following state authorizations to teach ELs 
or be able to provide evidence (i.e., 
transcripts with passing grades) that they 
are working towards and are making 
acceptable progress in obtaining an 
appropriate EL authorization: 
 

1. Structured English Immersion 
Program (BCLAD/BCC, CLAD/LDS 
or SB1969/SB395/SB2042/AB2913) 

2. Alternative Basic Bilingual or Dual 
Language Programs (BCLAD/BCC) 

3. Mainstream English Program 
(CLAD/LDS or 
SB1969/SB395/SB2042/AB2913) 

 

 
Categorical Program Advisers (CPA)/  
EL Program Coordinator … who hold a 
BCLAD/BCC authorization with A-level 
fluency are given hiring priority if they are 
partially or fully funded by EIA-LEP (see 
Reference Guide Number REF-1749).  
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Responsibilities include direct primary 
language services to ELs and their 
parents, such as providing in-class primary 
language instruction or support, translation 
of home-school communications and 
bilingual parent education activities.  This 
position does not allow the coordination of 
CELDT or STAR testing; however, 
professional development in preparation 
for the CELDT is allowable. 
 

Schools are advised to multifund this 
position if more than one categorical 
program will be served.  The actual time 
devoted to direct services in support of ELs 
must match the percentage of EIA-LEP 
funds allocated.  A coordinating differential 
for performing indirect EL program services 
outside the regular six-hour school day 
should be budgeted at the same 
percentage as the CPA position. 
 

NOTE:  
1. Professional Development 

Coordinator assists the EL Program 
Coordinator in meeting professional 
development needs as identified in 
the SPSA. 

2. For further explanation regarding 
CPA positions, please see pages  
A-17 and A-20. 

 

Day-To-Day Substitutes … purchased 
through EIA-LEP or Title III funds must be 
used to release classroom teachers to 
participate in Master Plan program-related 
professional development or planning 
activities.  Substitute time may be 
purchased for training of the CELDT 
administration.  Substitute time may not be 
purchased for the administration and 
scoring of the CELDT. 
 

Bilingual Teacher Assistants … 
regardless of funding source, who are 
assigned to provide primary language 

support service to ELs during grade level 
content instruction must pass the District’s 
bilingual fluency test, as well as meet all 
other NCLB paraprofessional requirements 
under Title I. 
 

NOTE: The Master Plan requires schools 
to purchase bilingual paraprofessionals to 
provide primary-language support and 
facilitate home-school communication 
when assigned to CLAD/LDS/SB1969/ 
SB395/SB2042/AB2913 authorized 
teachers, teachers working toward 
obtaining appropriate authorization and 
misassigned teachers.  All required 
bilingual paraprofessionals must be 
funded before EIA-LEP funds can be 
used for other purposes. 
 

Support Staff Positions (counselor, 
psychologist, nurse, etc.) … purchased 
through EIA-LEP funds must provide 
supplementary physical/mental health, or 
educational support services to ELs.  
Support staff should be fluent in the 
primary language(s) of the majority of ELs.  
Schools are advised to multifund the 
position and any associated coordinating 
differential as the same percentage and in 
proportion to the number of ELs enrolled at 
the school.  Changes to the amount or type 
of services must have preapproval from the 
appropriate support service office and be 
indicated on the budget transfer sheet. 
 

Miscellaneous “Z” or “X” Time … 
assignments may be funded by EIA-LEP 
funds when regular status employees 
perform Master Plan-related duties outside 
their basic assignment basis. 
 

NOTE: For further explanation regarding 
Certificated Teachers, Paraprofessional, 
Support Staff and Miscellaneous see 
pages A-25 through A-29.

 

Classified (2000) 
 

Paraprofessionals … may be funded with 
EIA-LEP, if they provide direct primary 
language support services to ELs in 
classrooms or facilitate communication 

between home and school in the primary 
language(s) of the majority of participating 
students.  (See Page B-1.) 
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Clerical … Positions listed may be 
purchased with EIA-LEP funds when they 
provide ELs, parents of ELs and Master 
Plan instructional support staff with direct 
bilingual support services.   
     Clerical Relief … utilized for extra 
positions for short-term help.   
     Clerical Overtime … utilized when any 
clerical employee is required to work 
excess of the 8 hour day. 
 

Bilingual Education Aide II … one 
position (new or continuing) may be 
purchased with EIA-LEP funds with prior 
approval from the Language Acquisition 
Branch.  An Education Aide II works under 
the immediate supervision of a teacher or 
other certificated employee, performs 
clerical tasks related to Master Plan 
program implementation, and provides 
bilingual services to facilitate 
communication with ELs and their parents.  
EIA-LEP funds for this position may be 
allocated only when a school is able to 
submit documentation showing it has a 
substantial EL population and has met all 
Master Plan fiscal priorities. 
 

Education Aide III … works in a school 
under the immediate supervision of a 
teacher or other certificated employee.  
Assigned duties involve assisting in 
instructional reinforcement activities with 
students.  Education Aide III assignments 
are usually regular in schedule and do not 
require expertise in specialized subject 
matter.  An Education Aide III in a bilingual 

classification speaks the designated 
language in performing the same duties as 
an Education Aide III. 
 

Education Aide III (AVID Tutor) … 
provides primary language support to 
access a rigorous curriculum in a college 
preparatory program for EL students.  The 
position requires bilingual certification (A-
level fluency). 
 

Instructional Aide … assists a certificated 
employee in developing and presenting 
specialized educational materials and in 
conducting instructional activities requiring 
specialized education, training, or 
vocational experience.  Positions in the 
classes of Instructional Aide I and II are 
limited to 60 hours a pay period. 
 

New Instructional Aide II (4592) … 
positions can no longer be hired. 
 

Miscellaneous “Z” or “X” Time … 
assignments may be funded by EIA-LEP 
funds when regular status employees 
perform Master Plan-related duties outside 
their basic assignment basis. 
 

Campus Aide positions cannot be 
purchased using EIA-LEP funds. 
 

Educational Resource Aide … may be 
funded with EIA-LEP funds when the 
school is participating in a School-Based 
Coordinated Program. 
 

NOTE: For further explanation regarding 
Classified: Clerical, Paraprofessional, and 
Miscellaneous see pages A-28 and A-29. 

 

Unclassified 
 

Community Representatives … fluent in 
one or more of the languages spoken in 
the community may be funded through 
EIA-LEP funds when they provide EL 
program services.  Often, this position is 
used to support EL parent training and 
involvement activities.  Assignments are 
limited to 79 hours per pay period and 720 
hours per school year. 
 

District-Sponsored Training Rate … 
payments may be allocated to certificated 
or classified staff for participating in direct 

Master Plan-related professional 
development activities outside the regular 
six-hour workday using EIA-LEP or Title III 
funds. 
 

Professional Expert … payments from 
EIA-LEP funds may be allocated to current 
or retired district certificated employees 
who are working on a special project or 
leading a workshop related to ELs. 
 

Student Aides … are full-time students 
who are employed part-time to assist 
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certificated or classified employees.  They 
perform a wide variety of entry-level duties 
which do not fall within any other 
classification.  These positions cannot be 
used to supplant classified positions in 
other classifications.  Assignments are 
limited to 60 hours per pay period. 

 

NOTE: For further explanation regarding 
Unclassified: Community Representative, 
District Sponsored Training Rates, 
Professional Expert and Student Aide see 
page A-29 and A-30. 

 

Books, Materials, Supplies (4000) 
 

Instructional Materials (IMA) … 
purchased with EIA-LEP funds must be 
appropriate for ELs and supplement core 
ELD and grade level textbooks/materials.  
Appropriate supplemental IMA 
expenditures include but are not limited to 
visual aids, leveled readers, learning 
games, computer software, manipulatives, 
realia and audio-visual equipment. 
 

NOTE: A minimum of five percent of the 
initial EIA-LEP budget must be allocated 
for the purchase of supplemental 
instructional materials (supplies, books 
and/or curricular trip admissions for 
approved sites only). 
 

English Learner Advisory Committee 
(ELAC) Expenses … paid from EIA-LEP 
funds must be used to support operating 
expenses including (1) parent training 
allowances for reimbursement of meals, 
child care and mileage, (2) refreshments, 
and (3) supplies. 
 

NOTE: Rental of facilities or 
reimbursement for meals is not an 
allowable expenditure under this budget 
category.  These funds are not subject to 

budget transfer and must be spent within 
the fiscal year. 
Equipment … purchased with EIA-LEP 
funds must benefit EL students directly or 
support enhanced Master Plan program 
implementation.  Schools are advised not 
to supplant the District’s basic 
responsibility to fund equipment.  
 

NOTE: Any piece of equipment costing 
$500 or more must be labeled and 
inventoried. 
 

School Staff Transportation … payments 
from EIA-LEP funds may be used to 
reimburse school employees for mileage to 
Master Plan-related activities. 
 

Telephone Expenses … paid from EIA-
LEP funds must benefit budgeted EL 
program support staff. 
 

Custodial Supplies … purchased using 
EIA-LEP funds must be limited to those 
supplies used in connection with Master 
Plan program implementation and the total 
amount may not exceed 10% of the total 
custodial relief and overtime listed on the 
Budget Justification page. 

 

Services and Other Operating Expenses (5000) and Capital Outlay (6000) 
 

Maintenance of Equipment Contracts … 
may be purchased with EIA-LEP funds to 
repair supplemental equipment, also 
purchased using EIA-LEP funds, which are 
used to support Master Plan related 
activities, such as ELD instruction and 
professional development. 
 

NOTE: If a school does not have a contract 
for the repair of such equipment, it must 
place sufficient EIA-LEP funds in Repair of 
Equipment.  Also, if the equipment was 

multifunded, the maintenance contract 
should be written using the same EIA-LEP 
funding formula.  All services and operating 
expenses must support Master Plan 
related activities. 
 

Independent Professional Services 
Contract … may be purchased with EIA-
LEP funds for instructional services from 
non-district individuals when a description 
of how the services provided by the 
contractor are (1) supplemental in nature 
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and (2) will contribute to meeting EL 
student or EL program needs identified in 
the school’s SPSA.  Contractors may not 
perform the duties of any certificated, 
classified, or unclassified employee. 
 

NOTE: Schools may not independently 
contract for services.  For further 
explanation see Bulletin Number  
BUL-426.1, Professional Services 
Contracting Policies, January 9, 2006. 
 

For Contracted Instructional Services, 
Independent and Professional Services 
Contracts, and Maintenance of Equipment, 
see page A-30. 
 

For all other allowable services, 
equipment, and operating expenses, see 
pages A-30 through A-31. 
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BBuuddggeett  TTeerrmmss  
 

Single Plan for Student Achievement 
(SPSA) … a written plan developed by the 
school community describing the school’s 
program and how resources will be used to 

meet the supplemental educational and 
related needs of participating students.  
Any major change in the school plan 
requires an SPSA Update. 

 

CCeerrttiiffiiccaatteedd  
 

No Child Left Behind (NCLB) Act of 2001 
required schools receiving Title I funds to 
ensure that teachers supported with Title I 
funds in a targeted assistance school 
(TAS) are highly qualified and that all 
teachers in a schoolwide program school 
(SWP) are highly qualified. 
 

Paraprofessionals who assist in classroom 
instruction and who were hired with Title I 
funds after July 1, 2002, must have: (1) 
completed two years of higher education 
study, (2) obtained an associate’s (or 
higher) degree, or (3) passed a formal 
state or local academic assessment that 
demonstrates knowledge of and the ability 
to assist in teaching reading, writing, and 
mathematics or reading, writing, and 
mathematics readiness. 
 

AA..    TTeeaacchheerrss  
 

1. Categorical Program Adviser … 
during the regular school day (six 
hours), the duties performed must be 
direct services to the students.   
 

Direct services include: 
• Teaching 
• Providing demonstration lessons 
• Conducting professional 

development activities, including the 
facilitation of effective instructional 
programs 

• Conducting program/student 
evaluation activities 

• Coordinating and providing parent 
involvement workshop activities to 
ensure the compliant functioning of 
the advisory committee 

• Coordinating the identification of 
eligible students in a Targeted 
Assistance School Program 

 

Categorical program advisers (CPAs) 
are not assistant principals nor are they 
responsible for testing.  These 
personnel should support the 
instructional and program needs of 
participants.   
 

CPAs must hold a teaching credential 
based on a bachelor’s degree, teacher 
preparation, and student teaching to 
develop, direct, implement or 
coordinate programs of professional 
development or curricular development 
at a school site. (Refer to page A-20 for 
EL CPA duties) 
 

2. Day-to-Day Substitute Teachers … 
substitutes may be provided for release 
of teachers to attend professional 
development and planning related to 
the program.  If a substitute shortage 
occurs, substitutes may not be 
available for professional development 
and planning.  (Refer to page A-9; 
budget as full days.) 
 

Substitutes may not be purchased 
for the purpose of releasing teachers 
for curricular trips.  
 

3. Differential, Coordinating (C basis) 
… a supplemental payment which is 
added to the salary of a highly-qualified 
teacher for performing additional 
responsibilities related to a 
supplemental assignment based on 
funding.  A coordinating differential is 
paid to a teacher who performs 
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program-related activities outside the 
regular six-hour work day. 
 

4. Teacher, Auxiliary, Secondary …  
a secondary register-carrying, highly-
qualified teacher assigned to teach one 
additional class period each day in a 
shortage field in a SWP school (may be 
funded with Title I and EIA-SCE).  
Person receives regular rate of pay.  
This position may be purchased by 
using categorical funds only after Norm 
Day to provide supplemental 
instructional services to students. 
 

5. Teacher, Categorical, Limited 
Contract … a special contract permits 
the hiring of a highly-qualified person in 
temporary status to provide instruction 
to participating students (may have 
coordinating responsibilities).  Assigned 
time may not exceed 48 hours per pay 
period.  These teachers may be 
contracted by more than one school; 
however, the limitation on total hours 
remains.  Budget the total annual hours 
needed times the hourly rate. 
 

6. Teacher, Regular, Spanish-
Speaking, or Other Language … an 
off-norm position.  The highly qualified 
teacher is a non-register carrying 
teacher to serve students identified as 
being in need of supplemental 
assistance in basic and advanced skills 
in literacy and mathematics, 
history/social studies, and science.  The 
basic assignment for this position is a 
“Teacher.”  The non-register carrying 
teacher must provide direct service for 
100 percent of the six-hour work day. 
 

7. Teacher, Regular, Spanish-
Speaking or Other Language (Title I 
Schoolwide schools only) … may 
purchase (using Title I or EIA funds) the 
services of a highly qualified, register-
carrying teacher to reduce class size in 
literacy, mathematics, science, and 
social studies classes.  The teacher 
must provide direct services for 100 
percent of the six-hour work day. 
 

8. Teacher, Replacement … to pay a   
secondary teacher who, because of 
unavailability of substitutes, covers an 
absent teacher’s class.  Replacement 
teachers are paid at the rate of their 
regular assignment.  Categorical 
program funds may be used only if 
the absent teacher is funded with 
categorical resources.  The absent 
employee must be reported as 
absent on the payroll records.  
 

BB..    PPaarraapprrooffeessssiioonnaall  ((11  hhrr..  ––  66  hhrr..))  
Teacher Assistant (TA) … provides 
services under the direct supervision 
of the highly qualified classroom 
teacher.  The TA is a student enrolled 
in a two-or four-year college who 
provides reinforcement and support of 
instruction to participating students in 
the classroom.  This includes 
paraprofessionals who (1) provide one-
on-one tutoring if such tutoring is 
scheduled at a time when a student 
would not otherwise receive instruction 
from a teacher, (2) assist with 
organizing instructional and other 
materials, (3) provide instructional 
assistance in a computer laboratory,  
(4) assist with parental involvement 
activities, (5) provide support in a library 
or media center, or (6) act as a 
translator. 
 

CC..    SSuuppppoorrtt  SSttaaffff  ……  (Additional 
information regarding support staff can 
be found in “Supplemental Services,” 
2008-2009.) 
 

1. Counselor Assistant … works with 
participating students; has a bachelor’s 
degree and is enrolled in a program at 
a recognized college or university 
leading to a credential in pupil 
personnel services.  When assigned to 
an elementary school, the Counselor 
Assistant must be supervised by an 
elementary school counselor or a 
school psychologist assigned to that 
school. 
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2. Counselor, Elementary School … 
provides counseling services to 
participating at-risk students to improve 
achievement and adjustment.  
Budgeted as days per week. (Refer to 
page B-2 for examples of 
supplementary services.) 
 

3. Counselor, Secondary School … 
Title I secondary schools operating an 
SWP may purchase the services of a 
full-time secondary counselor to reduce 
the counselor-to-student ratio.  In a 
Targeted Assistance School (TAS), 
counseling services must be carefully 
designed and implemented to ensure 
that the identified students receive 
supplemental, full-time counseling 
services.  (Refer to page B-3 for 
examples of supplementary services.)  
A coordinating differential may be paid 
in addition to the regular salary; 
differential must be budgeted 
separately. 
 

4. Extended Counseling/Advisement 
Time … hourly rate time for counseling 
and advisement services provided 
outside a counselor’s regularly 
assigned work schedule; time is used to 
provide direct services to identified 
students.  Budgeted as hours. 
 

5. Counselor, PSA … works with the 
participating students, parents, and the 
school to increase school attendance.  
Budget as days per week.  (Refer to 
page B-12 for examples of 
supplemental services.) 
 

6.  Nurse, School … may be budgeted 
as days or half days per week to 
provide supplementary health service to 
participating students.  (Refer to page 
B-10 for examples of supplementary 
services.) 
  

7. Psychologist, School … provides 
specialized pupil services for individuals 
or groups of participating students.  
These employees suggest prescriptive 
activities for teachers working with 
participating students.  Diagnosis and 

identification are not approved 
supplemental services.  Time should be 
budgeted as days per week.  (Refer to 
page B-6 for examples of 
supplementary services.) 
 

8. Psychiatric Social Worker … 
provides specialized services to 
identified students to remove emotional, 
behavioral, and family crisis barriers to 
learning.  Budget as days per week.  
(Refer to page B-7 for examples of 
supplementary services.) 
 

9. Social Services Aide … serves 
under the direction of a psychiatric 
social worker and assists at-risk 
children in developing and maintaining 
effective relationships in school.  
Provides assistance to families 
regarding available community, mental, 
and social services.  Budget by 
position. 
 

10. Library Media Teacher, 
Elementary (Title I, Schoolwide 
Program Schools ONLY) … aligns the 
school library media program, 
collection, and services with the school 
curriculum; collaborates with classroom 
teachers to plan, develop, and 
implement units of study that promote 
literacy and integrate information skills 
to meet District standards.  Budget by 
position.  (Refer to page B-13 for 
examples of supplementary services.) 
 

DD..    MMiisscceellllaanneeoouuss  
 

1. “Z” Time … assignment is for 
regular status employees performing 
regular duties outside their basic 
assignment basis.  The assignment is 
ten or more working days.  In 
general, benefits are received on “Z” 
basis. 
 

2. “X” Time … assignment is for 
regular status employees performing 
regular duties outside their basic 
assignment basis or for employees not 
performing regular ongoing duties.  The 
assignment is fewer than ten working 
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days.  In general, benefits are not 
received for “X” basis assignments. 
 

NOTE: Extended learning/tutoring must 
be funded as “Z” time or “X” time 
depending on the number of working 

days.  (UTLA Contract, Page 217, 
Article 1320.  Extended Learning) 

 
 
 

 

CCllaassssiiffiieedd  
 

AA..    CClleerriiccaall  
 

1. Clerical Relief and Overtime … 
funds for short-term clerical help and for 
overtime payments directly attributable 
to the program.  Budget total hours, 
times hourly rate, times employee 
benefit factor. 

 

2. Clerk … provides non-typing clerical 
support in an office to categorical 
program school staff. 

 

3. Office Technician … provides 
clerical services in connection with the 
categorical program. 

 

4. Senior Office Technician … 
performs difficult or complex clerical 
tasks related to the program.  May 
supervise a few clerical employees. 

 
 

5. Microcomputer Support Assistant 
… installs personal computer systems 
for student use and selected categorical 
program personnel to trouble shoot 
hardware and software malfunctions. 

 

6. Information Systems Support 
Assistant … performs a variety of 
routine information system duties 
associated with the installation of 
computers, updating and checking 
hardware, systems software, and 
computer programs that support the 
program. 

 

BB..    PPaarraapprrooffeessssiioonnaall  
 

1. Counselor Aide … provides 
paraprofessional services in support of 
participating student counseling 
activities.  Positions are filled from a 
districtwide eligibility list. 

 

2. Educational Aide II … performs 
clerical tasks related to categorical 
programs and assists in communication 

with parents.  May not provide direct 
teaching assistance to students.  In 
addition, may not perform the 
responsibilities of any classified position 
nor be used for supervision tasks.  
Schools may purchase no more than 
five positions from EIA-SCE and Title I 
combined.  (May purchase one position 
from EIA-LEP only with prior approval 
from the Language Acquisition Branch.) 

 

3. Education Aide III (Regular, 
Spanish-Speaking, and Other 
Language) … provides reinforcement 
and support of instruction to 
participating students in the classroom 
under the direct supervision of a 
highly-qualified classroom teacher. 

 

4. Education Aide III (AVID Tutor) … 
facilitates access to a rigorous 
curriculum in a college preparatory 
program for students who are EL 
(requires A-level fluency), at-risk, or 
economically disadvantaged. 
 

5. Library Aide … performs clerical 
and computer duties in the school 
library. 

 

6. Educational Resource Aide … 
assists in supporting and extending the 
focus of the school’s instructional 
program under the direct supervision of 
a highly qualified teacher.  Assists in 
maintaining a safe and nurturing 
environment, and supports and 
strengthens school-community 
relations.  May provide limited 
supervision.  Schools participating in 
SBCP may purchase this position with 
EIA-SCE or EIA-LEP funds.  Schools 
participating in the Title I Schoolwide 
Program may purchase this position 
with Title I funds. 
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7. Instructional Aide … budget for 
three hours a day.  These hourly 
employees are limited to 60 hours per 
pay period and provide direct services 
to program participants under the 
direct supervision of a highly-qualified 
classroom teacher. 
 

CC..    MMiisscceellllaanneeoouuss  
 

1. Parent Resource Liaison … assists 
in maintaining a program or a parent 
center or community center of a local 
school by providing various resources 
and information to parents through 
workshops, orientations, and training 
programs. 
 

2. Custodial Relief and Overtime … 
may be budgeted for custodial services 
required as the direct result of program 
activities at the school.  The maximum 
level of funding is $3,000 per school 
year, per funding source.  Budget total 
hours times hourly rate. 

 
3. “Z” Time … assignment is for 
regular status employees performing 
regular duties outside their basic 
assignment basis.  The assignment is 
ten or more working days.   In 
general, benefits are received on “Z” 
basis.   
 

4. “X” Time … assignment is for 
regular status employees performing 
regular duties outside their basic 
assignment or for employees not 
performing regular ongoing duties.  The 
assignment is fewer than ten working 
days.  In general, benefits are not 
received for “X” basis assignments. 
 

5. Multiple Assignments … a part-
time employee assigned less than four 
hours per day may not be given 
additional assignments if the total hours 
for all combined assignments exceed 
79 hours per pay period. 

 

UUnnccllaassssiiffiieedd  
 

AA..    CCoommmmuunniittyy  RReepprreesseennttaattiivvee … 
payment to community persons performing 
in a liaison role between the school and the 
community.  Assignments are limited to 79 
hours per pay period and 720 hours per 
year.  Budget annual amount for each 
position at rates shown on the separate 
instruction sheet, “Special Rate Page.” 

 

1. Services are limited to advice or 
interpretation involving local school or 
classroom relationships (Class-A). 
 

2. Services involve participation as a 
neighborhood resource adviser to 
principals, teachers, parents, or project 
personnel concerned with school-
community relations (Class-C). 

  

BB..    DDiissttrriicctt--ssppoonnssoorreedd  TTrraaiinniinngg  RRaatteess … 
payments to certificated or classified staff 
for participating in professional 
development activities outside the regular 
six-hour workday. 

 

CC..    PPrrooffeessssiioonnaall  EExxppeerrtt … payment to 
persons for working on a special project or 
for leading workshops.  Work is to be 
temporary, unique, nonrecurring or for a 
specific, limited period of time.  Duties are 
those not customarily performed by a 
classified, certificated, or unclassified 
(except professional expert) employee.  
Person must be a current or retired district 
employee.  Budget annual amount for each 
position at rates shown on the separate 
instruction sheet, “Special Rate Page.”  
Professional experts may not be used 
to purchase extended learning /tutoring 
and do not work directly with students.  
(Refer to Item D, Miscellaneous,  
Page A-27.) 

 

DD..    SSttuuddeenntt  AAiiddee … a full-time student 
enrolled in a secondary school who may be 
employed to assist certificated or classified 
employees in performing clerical duties 
which do not fall within any other job 
classification.  Assignments are limited to 
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60 hours/pay period.  Budget total hours 
needed times hourly rate. 
 

An Information Technology Intern, High 
School … may be employed a maximum 
of 80 hours/pay period to assist with basic-
level technical duties. 

 

CCoonnttrraaccttss  
 

AA..    CCoonnttrraacctteedd  IInnssttrruuccttiioonnaall  SSeerrvviiccee … 
funds for contracts with firms providing 
instructional programs/services (including 
rental of facilities).  Identify the name of the 
company(ies).  Additional details must be 
provided in the SPSA. 
 

BB..    IInnddeeppeennddeenntt  CCoonnttrraaccttss … 
agreements with non-district individuals for 
instructional services.  Person may not 
perform the duties of any classified, 
unclassified, or certificated employee.  
Schools may not independently contract for 
services.  All contracts are made with 

LAUSD and must be processed by the 
Contract Section. 
CC..    MMaaiinntteennaannccee  ooff  EEqquuiippmmeenntt  … many 
schools have sizable investments in 
equipment used to support instructional 
and/or professional development activities 
such as computers, copiers, etc.  Schools 
mus t place sufficient funds in Maintenance 
of Equipment to pay for any needed 
repairs.  Indicate the make and model 
number of the equipment to be serviced.  
Maintenance contracts must be 
matched with the original funding 
source. 
 

  

CCoonnffeerreenncceess,,  CCuurrrriiccuullaarr  TTrriippss,,  aanndd  PPrrooffeessssiioonnaall  DDeevveellooppmmeenntt  
 

AA..    CCoonnffeerreennccee  AAtttteennddaannccee … funds for 
all expenses including travel.  Specific 
conferences/institutes must be identified.  
Each conference must have been 
approved for attendance by the Deputy 
Superintendent and the Board.  Delegates 
may attend local and other approved 
conferences with costs reimbursed by the 
program.  A maximum of $800 per 
categorical funding source is allowed 
for parent conference attendance.   
 

     Staff Conference Attendance …  
must be an integral part of the professional 
development activities at the school. 
 

     Parent Conference Attendance … 
Conferences must be an integral part of 
the school improvement activities identified 
in the SPSA. 
 

BB..    CCuurrrriiccuullaarr  TTrriipp … budget using the trip 
costs shown on the work sheet.  List 
planned destinations on the Budget 
Justification page.  The number of 
destinations must match the number of 
trips purchased. 
 

CC..    PPrrooffeessssiioonnaall  DDeevveellooppmmeenntt … to pay 
registration fees for institutes, seminars, 
and workshops for teachers and staff only.  

 

EEqquuiippmmeenntt,,  SSuupppplliieess,,  aanndd  EExxppeennssee  RReeiimmbbuurrsseemmeenntt  
 

AA..    AAlltteerraattiioonn  aanndd  IImmpprroovveemmeenntt  ooff  
BBuuiillddiinnggss  … Alterations and 
Improvements (A & I) projects must be 
directly related to the instructional program.  
Cost estimates may be obtained from the 
local district Maintenance and Operations 
(M & O) office.  Send a memo to the local 
district M & O office about the job to be 

performed.  M & O staff will return a copy 
of the job order with the dollar estimate.  
Programs funds may be used for limited  
A and I of facilities, e.g., electrical costs 
required to set up equipment purchased 
from the same categorical funding source.  
Cost estimates over $3,000 need central-
office approval. (Refer to California 



 A-31 

Accounting Manual, California Department 
of Education, 2002, for specifics.) 
 

BB..    EEqquuiippmmeenntt … show amounts for 
audiovisual and other equipment of $500 
(not including tax and/or delivery charges) 
or more separately on your budget.  All 
equipment purchases must be described 
and justified in the SPSA and referenced 
on the appropriate Budget Justification 
page.  The description should make clear 
how the equipment supports the 
instructional program and how students will 
benefit from its use.  Cost estimates 
regarding installation charges may be 
obtained from the vendor or the 
Maintenance and Operations office.  
Purchase of equipment—copy machines, 
computers, etc.—should be supplemental, 
reasonable, not excessive.  These 
expenditures cannot replace the basic 
responsibility of the District to fund 
equipment. 
 

Schools and offices must place a red label 
on all equipment purchased with 
categorical funds.  Labels may be obtained 
from your local district categorical 
coordinator or the Specially Funded 
Programs Branch. 
 

Equipment purchased with categorical 
funds, especially at a Title I Targeted 
Assistance School, must be for identified 
student-use only unless the school has 
applied to coordinate all state funds 
through the School-based Coordinated 
Program (SBCP). 
 

NOTE: Please refer to the California 
Accounting Manual before discarding 
equipment purchased through 
categorical funds. 
 

CC..    RReennttaall  ooff  EEqquuiippmmeenntt … enter the 
amount for lease agreement for 
instructional equipment.  Indicate the make 
and model number of rented/leased 
equipment 
 

DD..    CCuussttooddiiaall  SSuupppplliieess … limited to those 
supplies used in connection with program 
services, and the total amount may not 
exceed ten percent of what you have 
budgeted for Custodial Relief/Overtime. 
 

EE..    IInnssttrruuccttiioonnaall  MMaatteerriiaall  AAccccoouunntt  ((IIMMAA)) 
… budget for supplemental supplies, 
books, and curricular trip admissions for 
approved sites only.  For information 
regarding admission fees, refer to 
Reference Guide number REF-2191.1. 
 

FF..    PPaarreenntt  TTrraaiinniinngg  AAlllloowwaannccee … budget 
funds for reimbursements for meals, child 
care, and mileage to parents attending 
training sessions related to the program.  
 

GG..    SScchhooooll  AAddvviissoorryy  CCoouunncciill//CCoommmmiitttteeee  
EExxppeennssee … funds for local school advisory 
committee or School Site Council operating 
expenses.  Expense may include 
refreshments but not meals.  Expenses 
may be funded with Title I, EIA-SCE 
(CEAC), School and Library Improvement 
Block Grant (SSC), or EIA-LEP (ELAC). 
 

HH..    MMiilleeaaggee … to reimburse school 
employees for mileage to consolidated 
program activities.  Mileage for nurses and 
counselors are paid centrally, not from 
school budgets. 
 

II..    TTeelleepphhoonnee  EExxppeennssee … use actual cost 
for current year, projected for the entire 
year on existing phones.  Budget $620 for 
installation and the basic service fee for a 
new telephone. 

 
 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 

INTER-OFFICE CORRESPONDENCE 
Los Angeles Unified School District 

 
 
TO:  All Principals                 DATE:  February 20, 2008 
 
FROM: Rita P. Caldera, Assistant Superintendent 
  Specially Funded Programs Division  
 
SUBJECT: BUDGET PLANNING FOR PARENTAL INVOLVEMENT 
 

Parent involvement is required as a part of the budget process for categorical funds (Title I, 
EIA/SCE, EIA-LEP, and School and Library Improvement) allocated to the schools.  The 
development of the budget must include parents as full partners in the decision-making process, 
including review, of all categorical committees/councils during planning, implementation, 
modification, and monitoring of the programs and budgets. 
 
Title I 
 
Schools receiving Title I categorical funds will receive a separate allocation of the appropriate 
percentage of the categorical funds, but not less than 1% to implement programs and activities 
for parents, that support the instructional program; including promoting family literacy and 
parenting skills. 
 
Such programs, activities, and procedures must be planned and implemented with meaningful 
involvement of parents of participating children. 
 
EIA-SCE 
 
Schools receiving EIA-SCE funds should allocate funds to implement programs and activities 
for parents that support the instructional program. 
 
Such programs, activities, and procedures must be planned and implemented with meaningful 
involvement of parents of participating children. 
 
EIA-LEP 
 
Schools receiving EIA-LEP funds should allocate one percent of their funds to implement 
training for parents. 
 
Such programs, activities, and procedures must be planned and implemented with meaningful 
involvement of parents of participating children. 
 
Budget Planning Process 
 
1. The Parental Involvement Program (School, Family and Community Partnership) should be 

supported with funding that reflects the need for parent involvement as identified in the 
Single Plan for Student Achievement.  

 
2. The process must include the involvement of the School Site Council with 

recommendations from the Compensatory Education and English Learner Advisory 
Committees. Parents and community members must be included throughout the entire 
process in planning, implementing, modifying, and monitoring the budget.  
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3. Money allocated for parent involvement activities may not be used for other purposes 

and activities. Schools are encouraged to expend all parent involvement funds during 
the 2008-2009 fiscal year. 

 
4. The school planning sheet for parent involvement activities must be developed at the  

school with parent recommendations for the projected expenditures from the  
categorical funds. Please submit the Planning Sheet to the local district Fiscal     

                                 Specialist. Copies are retained at the school and given to categorical committee  
                                 chairpersons.  

 
5. Budget justifications with the job description must be attached to the budget worksheet  
       when submitted. 

 
6. Community representatives budgeted from parent involvement funds must perform  
      duties and responsibilities that directly support the Parent Involvement Program  
      (School, Family and Community Partnership), according to the needs identified in the  
      Single Plan for Student Achievement.  Budget justifications with the job description  
      must be attached to the budget worksheet when submitted. 

    
7. Funds are for supplemental educational services for parents.  These funds are not intended 

for rental of facilities. Funds may be allocated to a variety of parent activities: 
 

• Training for family literacy and parenting skills 
• Translation services and/or translation equipment 
• Parent conference attendance 
• Parent Center 
• Advisory committee expenditures, including refreshments and postage for meeting 

notices 
 

For further questions, please contact Debbie Ernst, Director, Specially Funded Programs, at 
(213) 241-6990; or Chris Downing, Administrator, Parent Community Services Branch, at (213) 
217-5272. 
  
RPC/em 
 
Attachments 
 
C:   Debbie Ernst 
       Kathy Payne 
       Chris Downing 
       Henry Vidrio 
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PARENT INVOLVEMENT PROGRAM 
BUDGET PLANNING SHEET FOR 2008-2009 

SCHOOL NAME:   ORGANIZATION CODE:  
     

ITEM 
NO. RESOURCES 

COMPENSATORY ED. 
TITLE I (7E046) 

COMPENSATORY ED. 
EIA/SCE (7S539) 

LEP 
(7S536) 

SCHOOL AND LIBRARY 
IMPROVEMENT (14222) 

  QTY Amount QTY Amount QTY Amount QTY Amount 
21427 Clerical Overtime         
21532 Custodial Overtime         
50073 Parent Conference Attendance (Limited to a 

Maximum of $800.00 per funding source) 
        

11275 Professional Expert (Certificated)         
21720 Community Representative Pay  

Rate $_____________ 
        

22555 Parent Resource Liaison  
(This position must be multi-funded with other 
categorical program funds or grants) 

        

40267 Instructional Material (Support parent 
activities only) 

        

40169 School Advisory Committee or School Site 
Council Expenses 
(operating expenses and refreshments) 

        

40110 Audio Visual Equipment including 
Translation Equipment 

        

50002 Contracted Instructional Services: 
Company 
 

Outside companies that are LAUSD approved 
to train parents in the curricular areas. 

        

50035 Independent Contract (Professional Services) 
A contracted individual that trains parents in 
their roles & responsibilities regarding councils 
and committees. 

        

50163 Parent Training Allowance (Reimbursement 
for child care, mileage, meals) 

        

TOTAL BUDGET $  $  $  $  
This is not a budget.  However, this planning sheet allows for parent-involvement budgeting at a glance.  School and Library Improvement (SLI) funds must be used to budget for school 

site council expenses.  Schools receiving EIA-LEP funds should allocate one (1) percent of the funds to implement training for parents 
 

Please present this page for programmatic and fiscal review. 
 

These funds are not intended for facility rentals.  They are meant to be for supplemental services for parents. 
 

PROGRAMA DE PARTICIPACION DE PADRES 
HOJA PARA LA PLANIFICACION DEL PRESUPUESTO 2008-2009
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NOMBRE DE LA ESCUELA:   CÓDIGO DE ORGANIZACIÓN:  
     

Núm. de 
Ítem RECURSOS ED. COMPENSATORIA 

TITULO I (E046) 
ED. COMPENSATORIA 

EIA/SCE (7S539) 
LEP 

(7S536) 

MEJORAMIENTO 
ESCOLAR Y DE LA 

BIBLIOTECA (14222) 
  Cant. Suma Cant. Suma Cant. Suma Cant. Suma 

21427 Tiempo Clérico extra         
21532 Tiempo extra del Conserje         
50073 Asistencia de los Padres a Conferencias  

(Límite Máximo de $800.00 por fuente de recurso) 
        

11275 Expertos Profesionales (Certificados)         
21720 Representante de la Comunidad  

Pago $_____________ 
        

22555 Enlace de Recursos para los Padres  
(Este puesto debe ser multi-financiado con fondos o 
concesiones de otro programa categórico) 

        

40267 Materiales de Instrucción (Solo para apoyo de 
actividades de Padres) 

        

40169 Gastos del Concilio Consejero Escolar  
o del Comité del Plantel Escolar (gastos de  
funcionamiento y refrigerios) 

        

40110 Equipo Audiovisual incluye 
Equipo de Traducción 

        

50002 Servicios de Instrucción Contratados:  
Empresa 
Empresas exteriores que están aprobadas por el 
LAUSD para capacitar a los padres en las áreas 
del plan de estudios. 

        

50035 Contratos Independientes (Servicios 
Profesionales). 
Una persona contratada que entrena a los 
padres en su papel y responsabilidades con 
respecto a los concilios y comités. 

        

50163 Estipendios para la Capacitación de los Padres 
(Reembolso para cuidado de niños, millaje, 
alimentos)  

        

                        TOTAL DEL PRESUPUESTO $  $  $  $  
Este no es un presupuesto.  Sin embargo, esta hoja de planificación permite ver a primera vista el presupuesto para la participación de los padres.  Los fondos para el Mejoramiento de la Escuela y la 

Biblioteca (SLI) se tienen que utilizar para presupuestar los gastos del consejo del plantel educativo.  La escuelas recibiendo fondos EIA-LEP  deben asignar (1) por ciento de los fondos para implementar 
capacitación profesional para los padres 

Favor presentar esta página para revisión programática y fiscal.    
 

Estos fondos no están destinados para pagar la renta de instalaciones. Están destinados para servicios complementarios para los padres.
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EEmmppllooyymmeenntt  TTrraannssaaccttiioonn  SSeerrvviicceess  BBrraanncchh  
IInnssttrruuccttiioonnaall  AAssssiissttaannccee  AAssssiiggnnmmeenntt  UUnniitt  

 

Staffing procedures for Educational Aides 
remain unchanged.  With the exception of 
mandatory placements such as 
reemployment or priority lists, schools do 
their own recruiting for three-hour 
positions; six-hour and eight-hour 
positions.  The Instructional Assistance 
Assignment Unit assigns employees in 
accordance with provisions of the Unit B 
contract. 
 

Instructional Aide positions may be 
budgeted for 3 hours per day only.  
Education Aide positions may be budgeted 
in the following ways: 3 hours per day, 6 
hours per day, or 8 hours per day. 
 

All Education Aide, Educational Resource 
Aide, and Instructional Aide assignments 
are written as “C” basis (SAP=Personnel 
Subarea).  In general, an aide should not 
work additional time beyond his/her basic 
assignment.  Contact the Instructional 
Assistance Assignment Unit regarding the 
use of additional time or additional 
assignments. 
 

When budgeting aide positions, be specific 
regarding the job classification—e.g., 
Education Aide III (4581); Education Aide 

III Spanish Language (4579); Educational 
Resource Aide (4924); Educational 
Resource Aide, SS (4925); Instructional 
Aide (4991 only).  Instructional Aide II 
(4592) can no longer be hired. 
 

Teacher assistant (0953) and instructional 
aide (4991 only) assignments are also 
handled by the Instructional Assistance 
Assignment Unit.  Teacher Assistants are 
part of the Unit F Collective Bargaining 
Agreement.  Instructional aides are part of 
the Unit B Collective Bargaining 
Agreement.  Please refer to Unit B 
Collective Bargaining Agreement for 
details.  Teacher Assistant and 
Instructional Aide forms may be printed 
from the Personnel Commission website. 
 

Applicants for any position involving 
classroom instructional assistance must 
pass the District’s proficiency test (effective 
February 1, 2000), and meet the No Child 
Left Behind Act of 2001 (NCLB) 
requirements.  For additional information 
on NCLB requirements please visit 
lainfo.net. 
 
 

 
 
 
 
 
 
 
 
 
 
 
For additional information, call the Instructional Assistance Assignment Unit at  
(213) 241-6313. 
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EElleemmeennttaarryy  SScchhooooll  CCoouunnsseelloorrss  
 

Elementary School Students’ 
Developmental Needs 
The elementary years are a time when 
students begin to develop their academic 
self-concept, feelings of competence and 
confidence as learners, their decision-
making, communication and life skills and 
character values.  It is also a time when 
students develop and acquire attitudes 
toward school, self, peers, social groups, 
and family.  Comprehensive school 
counseling programs provide education, 
prevention, and intervention services which 
are integrated into all aspects of children’s 
lives.   
 

Services Provided by the Elementary 
Counseling Program: 
 

School Guidance: 
• Academic support, including study and 

test-taking skills 
• Career awareness and planning 
• Education on understanding self and 

others, peer relationships, coping 
strategies and social skills 

• Substance abuse education 
• Multicultural/diversity awareness 
• Support for transition to Middle School 

and/or High School 
 

Case Management and Direct Service: 
• Provide individual and/or group 

counseling to students to promote 
problem solving, coping skills, 
motivation, goal-setting, conflict 
resolution, grief resolution, school and 
social adjustment. 

• Provide training and intervention in 
issues related to child abuse, suicide 
prevention, threat assessment, anti-
bullying practices, and crisis. 

 

 
School-Wide Supports: 
• Develop and/or strengthen Student 

Success Team (or comparable referral 
system). 

• Negotiate and support the 
implementation of Second Step, or 
comparable research-based school-
wide pro-social skills program.  

• Assist parents and staff in 
understanding literature and best 
practices in the field of resiliency and 
positive youth development. 

 

Staff Support: 
• Provide staff development in classroom 

management, enhancing classroom 
environment, and other topics pertinent 
to implementing positive intervention 
strategies. 

 

Parent Support: 
• Provide consultation with parents to 

enhance the child’s ability to benefit 
from the instructional program.  
Provide appropriate referrals to 
address specific needs. 

• Provide support to parents to facilitate 
home environments conducive to 
learning. 

 

Resource Coordination: 
• Attend Resource Coordinating Council 

meeting and assist the school in 
coordinating school and community 
resources. 

• Work in partnership with Organization 
Facilitators, Health Education Program 
Advisors, and local district staff to 
identify and gain access to resources 
for health, mental health, basic needs, 
and tutoring. 

 
For information or assistance, contact Karen L. Timko, Coordinator of Primary 
Intervention Counseling Services (PICS) and Elementary Counseling Programs, at  
(213) 241-3858 or karent.timko@lausd.net. 
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SSeeccoonnddaarryy  SScchhooooll  CCoouunnsseelloorr  
 

The following core services are provided 
by staff who hold a valid Pupil Services 
Credential (PPS): 
 

• Serves as a member of the 
counseling, guidance and student 
assessment services team; 
collaborates with the school 
administration and staff in 
developing student attitudes, 
character and behaviors that 
promote personal, social and 
academic growth;  

• Provides individual and group 
counseling and planned guidance to 
students in the areas of academic, 
personal/social, and career 
domains; 

• Assists in the interpretation of 
standardized tests; interprets the 
results of standardized group tests 
of achievement to students, parents 
and teachers; 

• Helps students effectively utilize the 
educational opportunities of the 

school; recommends available 
resources within the school, school 
system and community to meet the 
needs of individual students; assists 
in making such referrals and 
contacts; 

• Consults with the administrative 
staff on student referrals for 
supplementary counseling, 
psychological evaluation and case 
conferences; 

• Assists in coordinating the gathering 
of important student records and 
cooperates with other pupil services 
staff in scheduled student case 
conferences; participates in Student 
Study Team and other problem-
solving conferences; 

• Assists in the preparation of 
information for entry on student 
cumulative records; analyzes data 
concerning student needs to assist 
in the development of the total 
educational plan of the school.

 
          Suggested Services to Be Provided Through Categorical Funding 

 
Targeted Assistance School Counselor: 

 

• Provides follow-up counseling-
advocacy services to identified 
students. 

• Provides follow-up counseling to 
middle-school students needing 
assistance in reading and algebra; 
refers to the school’s intervention 
programs. 

• Collaborates with the District staff to 
implement programs that teach and 
encourage conflict resolution, 
violence prevention, and school 
success. 

 
 

• Assists staff in program 
development such as parent 

involvement or parent education and 
early intervention strategies. 

• Monitors academic progress of 
identified students and provides 
follow up for Individualized 
Graduation Plan (IGP)/AB 1802 
conferences. 
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IITTDD  ––  EEdduuccaattiioonn  TTeecchhnnoollooggyy  
IInnssttrruuccttiioonnaall  TTeecchhnnoollooggyy  BBrraanncchh  

 

IInnssttrruuccttiioonnaall  CCoommppuutteerr  SSyysstteemmss  
 

Schools should select technology 
hardware that will best meet the needs of 
the instructional program at the school.  
Instructional goals should guide the 
selection of software.  Refer to Bulletin 
Number BUL-1305: Criteria for Evaluating 
Instructional Materials and Off-Site 
Instructional Activities, Instructional 
Services, September 13, 2004, for 
guidance about software evaluation.  The 
selection of instructional software largely 
determines the appropriate selection of 
computer equipment and peripherals 
needed to run that software.  A good 
reference for decisions regarding the 
selection of instructional technology 
hardware and software is the LAUSD 
Education Technology Plan which is 
available on the LAUSD website at 
http://www.lausd.net/lausd/techplan, and 
Reference Guide Number REF-1696: 
Computer Equipment On District 
Contracts.  These resources contain 
information regarding the District’s 
strategic direction in instructional 
technology, as well as minimum 
specifications for district computers, 

selected vendors, installation, and warranty 
terms for all LAUSD computer purchases. 
 

Extended warranties, asset tagging, 
Microsoft Office, tracking and recovery 
software, and asset and installation are all 
included in the computer purchase prices, 
as is the removal of all packaging material.  
Computer system prices do not include the 
costs of additional electrical wiring, data 
cabling, furniture, or room security.  
Therefore, the school’s technology 
infrastructure (existing and planned) should 
be examined along with hardware and 
software requirements.   
 

Software expenditures will vary widely, 
depending on the needs of the school.  
When buying software, take into account 
the level of expertise of the people who will 
use it.  Is training available or do you need 
to purchase staff development?  How will 
this staff development be scheduled?  It is 
most important that staff development 
participants have access to the software 
during and after training in order to 
maximize use and derive the benefits of 
implementation of the program(s).

 
 
 
 
 
 
 
 
 For questions regarding instructional technology integration into the classroom at  
     your school, please refer to Reference Guide Number REF-3975 Information for 
 Schools on Supported Instructional Technology Activities from the Educational 
 Technology Group or contact Educational Technology at (213) 241-3837 or on the 
 web at http://www.lausd.net/edtech/. 
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TThhee  DDiivviissiioonn  ooff  SSppeecciiaall  EEdduuccaattiioonn  
 

PPssyycchhoollooggiiccaall  SSeerrvviicceess  
 

SScchhooooll  PPssyycchhoollooggiisstt  
 

District-funded Services 
School psychologists provide services to 
schools by engaging students, staff, and 
parents and guardians in offering the 
following district-funded services: 
 

Working with Students 
• Observes students in the classroom 

and other settings to determine how 
they function in multiple settings. 

• Provides formal and informal 
assessments of students’ abilities 
including psychological 
competencies, social/emotional 
development, academic 
achievement and response to 
intervention, communication skills, 
fine and gross motor development, 
and learning aptitudes and interests. 

• Enables students to increase 
positive social skills. 

• Assists students in developing 
appropriate problem-solving skills 
through individual and small-group 
counseling. 

 

Collaborating with Teachers and Staff 
• Collaborates with community 

agencies to provide services for 
students and families. 

• Serves as a member of the School 
Resource Coordinating Team. 

• Serves as a member of the Healthy 
Start planning committee. 

• Helps teachers clarify a student’s 
learning and behavior problems. 

• Consults with teachers regarding 
classroom management and 
discipline strategies. 

• Interprets individual and group 
evaluation results for appropriate 
school personnel to make data-
based decisions. 

• Increases a better understanding of 
student growth and development. 

• Participates as a team member of 
Student Success Teams or other 
teams that provide intervention 
management, such as Coordination 
of Services Team, intervention 
team, department meetings and 
Small Learning Communities’ 
meetings. 

• Serves as a member of the 
Individualized Education Program 
(IEP) team. 

• Provides professional development 
for teachers and other staff. 

• Serves as a resource to school 
personnel regarding mental health 
resources within the school and 
community. 

• Serves as a member of the School 
Crisis Intervention Team. 

 

Consulting with Parents 
• Assists parents in understanding a 

student’s special needs. 
• Facilitates communication between 

home and school. 
• Assists in identifying students with 

special needs and monitors their 
progress. 

• Provides appropriate referrals to 
District and community resources. 

• Provides parenting skills training 
and family counseling related to a 
student’s educational concerns. 

• Works to correct problematic 
learning and adjustment difficulties 
to prevent more serious and 
permanent outcomes. 
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          Suggested Services to be Provided Through Categorical Funding 

 
School psychologist time may be 
purchased to provide supplemental 
services to identified students.  As 
indicated, school psychologists are highly 
trained support personnel who can 
provide a broad range of services to 
student, staff, and parents.  Schools may 
wish to focus on one or more of the 
following areas of service.  The services 
provided by school psychologist should 
be consistent with the activities described 
in the school plan and referenced on the 
budget justification pages. 
 

Counseling 
• Counsels with students individually 

or in groups for the following: 
o Academic problems 
o Achievement goals 
o Potential dropouts 
o Bilingual/bicultural 

adjustment problems 
o Behavior and social skills 
o Problem-solving and decision 

making  
 
 
 

 

Consultation 
• Provides consultative services for 

parents and staff 
• Provides liaison with parent groups 

and community agencies 
• Provides behavioral intervention 

consultation 
• Provides consultation in the 

development of intervention 
programs 

 

Assessment 
• Assist in the design and 

development of intervention 
programs 

• Evaluates the effectiveness of 
interventions 

• Intervention program maintenance 
 

Professional Development 
• Child Development 
• Adolescent Issues 
• Classroom Management 
• Succeeding at School 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
For further information, please call Alnita R. Dunn, Director, Psychological Services, at 
(213) 241-8303 or the Local District Psychological Services Coordinator. 
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LLooss  AAnnggeelleess  UUnniiffiieedd  SScchhooooll  DDiissttrriicctt  
PPssyycchhiiaattrriicc  SSoocciiaall  WWoorrkkeerr  

MMeennttaall  HHeeaalltthh  SSeerrvviicceess  
 

Established in 1933, the Los Angeles 
Unified School District’s Mental Health 
Services Unit, staffed by 360 psychiatric 
(clinical) social workers, clinical 
psychologists, child psychiatrists, and crisis 
team members provide a range of 
professional mental health services for 
students who evidence social emotional, 
behavioral and trauma related problems 
inhibiting their ability to learn. Psychiatric 
Social Worker (PSW) time may be 
purchased by individual schools to provide 
a range of services. All PSWs have a 
Masters Degree in Social Work, a Pupil 
Personnel Services Credential and/or a 
Clinical Social Work License (LCSW). 
 

PSYCHIATRIC SOCIAL WORKERS 
PROVIDE LEARNING SUPPORT 
SERVICES AT THE SCHOOL SITE 
INCLUDING: 
 

Individual and Group Counseling: 
PSWs provide individual or group 
counseling to identified students.  PSWs 
promote social and emotional development 
and provide efforts to address 
psychosocial and mental health problems 
as major barriers to learning.  
 

Parent Education and Family 
Intervention: 
PSWs engage families in the educational 
process of their child and provide support 
for dealing with problems such as; 
addiction, serious mental illness, family 
violence, depression, and child abuse. The 
PSW also assists with appropriate 
resources and referrals to community 
agencies and works with community 
services to be more responsive to the 
needs of the student. 
 
 

Crisis Response: 
PSWs evaluate situational and emotional 
crises and the need for interventions to 
help students and school staffs deal with 
trauma and its aftermath. The PSW’s 
primary goal is to assist staff in restoring 
and maintaining an optimal learning 
environment. 
 

Program Development: 
PSWs provide program support and 
development for programs such as 
Healthy Start, Student Success Teams, 
Coordination of Services Teams, and 
Schoolwide Positive Discipline 
Programs.  
 

Staff Development and Consultation: 
PSWs provide consultation to teachers and 
staff as well as in-service training to staff 
on a variety of topics ranging from crisis 
intervention, grief and loss, cultural 
diversity, anger management, conflict 
resolution and other social-emotional 
issues affecting children.    
 

Intern Field Supervisors: 
School Mental Health Services has 
agreements with the University of Southern 
California, University of California at Los 
Angeles, and California State University 
System for placement and supervision of 
students in training.  PSWs may supervise 
graduate students from these colleges and 
universities thereby increasing district 
resources. 
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Local District 1 ................................................................................................ Kelly Jones 
Local District 2 ................................................................................................ Kelly Jones 
Local District 3 ....................................................................................... Russana Rowles 
Local District 4 ................................................................................. Socorro Valderrama  
Local District 5 ........................................................................................... Cecilia Ramos 
Local District 6 ................................................................................. Socorro Valderrama 
Local District 7 ................................................................................................... Jan Nolan 
Local District 8 ................................................................................................... Jan Nolan 
 

Gil Palacio, Director     Jan Nolan, Field Coordinator, Local Districts 7&8  
School Mental Health     LAUSD 97th Street Mental Health Clinic 
LAUSD Health and Human Services Division  439 West 97th Street 
333 South Beaudry Avenue, 29th Floor   Los Angeles, CA 90003 
Los Angeles 90017     Telephone: (323) 754-2856   Fax: (323) 754-1843 
Telephone: (213) 241-3841  Fax: (213) 241-3300 
                                 

Russana Rowles, Field Coordinator, Local District 3 Cecilia Ramos, Field Coordinator, Local Districts 5 
Hyde Park Mental Health  District 5 Office   2151 North Soto Street 
6519 South 8th Avenue, Bungalow 46   Los Angeles, CA 90032 
Los Angeles, CA. 90043     Telephone: (323) 224-3351  Fax: (323) 224-3395                   
Telephone: (323) 750-5167       Fax: (323) 759-2697    
 

Kelly Jones, Field Coordinator, Local Districts 1&2 Karen Timko, Field Coordinator    
LAUSD Mental Health Clinic – Valley   Early Behavior Intervention & Elementary Counseling                              
6651 Balboa Boulevard     333 South Beaudry Avenue, 29th Floor                         
Van Nuys, CA. 91406     Los Angeles, CA 90017             
Telephone: (818) 997-2640       Fax: (818) 996-9850 Telephone: (213 )241-3858 Fax: (213) 241-3305 
 

Socorro Valderrama, Field Coordinator, Local Districts  4&6  
Bell/Cudahy School Mental Health 
7326 S. Wilcox 
Cudahy, CA  90201 
Telephone: (323) 869-1352         Fax: (323) 869-1353

In summary, LAUSD Mental Health provides the following services: 
Early Intervention and Prevention Services 

Supplemental Special Education Assessments/Case Management 
Individual, Group, and Family Therapy 

Parent Education 
Crisis Intervention/Threat Assessment and Management 

Suicide Prevention 
Mental Health Consultation and Education 

Earthquake/Disaster Recovery Services and Training 
School Based Mental Health Program Development 

School Social Work Service 
 

For further information on the District Mental Health Program 
or to purchase Psychiatric Social Worker (PSW) time for your school, 

Please contact a School Mental Health Administrator 
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SScchhooooll  NNuurrssee  RReessppoonnssiibbiilliittiieess  
 

DDiissttrriicctt  NNuurrssiinngg  SSeerrvviicceess  
 

Dependent upon the available school-
nurse time, the following core services are 
provided: 
 

• Health appraisal of new enrollees 
• Assessment and follow-up for state-

mandated immunization and 
Mantoux requirements 

• Vision screening of students as 
specified by state mandate  
(upon entry and every three years 
through grade 8) 

• Scoliosis screening of 7th grade girls 
and 8th grade boys 

• Health screening including physical 
assessment of students referred for 
placement through the IEP process 

• Participation in student assessment 
services 

• Health screening for the Child 
Health and Disability Prevention 
Program (K and grade 1) 

• Health screening and reporting for 
suspected child abuse and 
substance abuse 

• Prevention and control of 
communicable diseases including 
sexually transmitted disease 
through assessments, follow-up, 
and health education 

• Health appraisal for interscholastic 
athletic programs 

• Dental health screening and 
consultation 

• Emergency care for major illness 
and injury 

• Disaster planning for fires, floods, 
earthquakes, and acts of violence 

• Training school personnel on 
medication administration and Blood 
Pathogens 

• Assign, train, and supervise 
licensed and unlicensed assistive 

personnel to perform Specialized 
Physical Health Procedures 

 

SScchhooooll  NNuurrssee  RReessppoonnssiibbiilliittiieess  iinn  tthhee  
CCaatteeggoorriiccaallllyy  FFuunnddeedd  PPrrooggrraammss  
 

Schools participating in categorically 
funded programs are subject to process 
evaluation and audit.  The school nurse 
whose assignment is funded in part by 
categorical programs is to be involved in 
that planning and assessment process. 
 

School nurses will be involved in the 
development of the health services 
components in the Single Plan for Student 
Achievement (SPSA) related to 
categorically funded services.  They will 
have a clear understanding of the 
individual school’s health needs.  These 
will be articulated in the SPSA which lists 
the activities necessary to realize the 
goals. 
 

To prepare for participation in the planning 
process and the process review, the school 
nurse will: 
 

• know the District program 
• know the funding base of an 

assignment 
• know the children identified as 

eligible for the designated funding 
• know how to articulate programs 

based on priorities for categorical 
funding 

 

Activities in the categorically funded 
programs are designed to supplement 
district activities.
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          Suggested Services to be Provided Through Categorical Funding 
 
Categorical funding provides for 
supplemental health services based on 
priorities set at the local school site.  
These priorities might include school 
nurse participation in supplementing the 
following: 

 

• Health-related services, health 
counseling, referral, and follow-up 
on preventative health concerns 

• Illness, injury, and contagion follow-
up 

• Parent in-service training and 
health-related counseling 

• Staff development in health-related 
issues and health-related 
counseling 

• School and community health-
related information groups and 
projects (classroom health 
presentations, health-information 
“clubs,” resource for classroom 
teacher) 

• School advisory and parent-group 
meetings 

 

Other supplemental services determined 
desirable at the local school site may be 
planned with the school nurse or the 
school nursing field coordinator. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 For further information, call Connie Moore, Director, District Nursing Services, at  
   (213) 763-8374. 
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SSttuuddeenntt  HHeeaalltthh  aanndd  HHuummaann  SSeerrvviicceess  DDiivviissiioonn  
 

TThhee  PPuuppiill  SSeerrvviicceess  aanndd  AAtttteennddaannccee  ((PPSSAA))  CCoouunnsseelloorrss  
 

Pupil Services and Attendance (PSA) 
counselors provide services to students 
who are in danger of educational failure.  
PSA counselors work with students who 
are not enrolled; chronically absent; and 
who do not respond positively to 
instructional programs, due to serious 
emotional, familial, psychological, mental, 
and other environmental impediments, or 
traumas.  These professionals function as 
child advocates and provide direct 
individual and family counseling and other 
forms of intervention services.  They are 
also responsible for visiting students’ 
homes, to ensure that students do not drop 
out of school or “fall through the cracks” of 
the school system.  PSA counselors have 
master’s degrees in counseling, social 
work, or psychology.  In addition, they all 
possess a pupil personnel credential with 
an authorization in child welfare and 
attendance.  Over half of our counselors 
are also licensed clinical social workers 
and/or have MFC licenses.  They work an 
eight-hour day, and their school calendar 
can be flexible to accommodate multitrack 
schools. 
 

District-funded Services 
District services are accessed by referral or 
through special service programs.  
Individual students and families are served 
by referral from the school, on a case-by-
case basis.  The identified special-core 
services are available to the school site 
and cannot be purchased with 
categorical funds: 
 

• School Attendance Review Board 
(SARB) process 

• Camp Returnee Program 
• Student Discipline Proceedings Unit 
• Student Expulsion Intervention Unit 
• Juvenile Court Liaison Counselors 
• Dropout Prevention Programs 
• Permits/Student Transfers 
• Foreign Student Admissions 

• Dependency Court Liaison 
Counselors 

• Traffic Court Liaison Counselors 
• Drug Court Liaison Counselor 
• Pregnant/Parenting Teen 

Counselors 
• Student Intervention Counselors 

(AB 1113) 
 

District-level Supplemental Services 
Some PSA counselors are funded by 
District categorical monies and assigned to 
special service programs.  The goal is to 
address critical student populations as 
listed below.  Schools can access these 
services by contracting with the Pupil 
Services Branch, Central Office. 
 

• Integration Support Counselor 
• Foster Care Counselor 
• Group Home Care 
• Homeless Education Counselor 
• Special Education Counselor 

 

School-site Supplemental Services 
PSA counselor time can be purchased by 
schools with categorical and/or 
discretionary funds to supplement the 
District services.  The time purchased is to 
be used to address the specific needs of 
the individual school.  The school principal 
and advisory staff in consultation with the 
PSA counselor determines the service 
priorities related to student attendance and 
adjustment and the outreach activities 
appropriate to the school’s community. 
 

PSA counselors receive referrals from 
administrators, classified, and certificated 
staff to provide direct, ongoing outreach 
services and/or case-management 
activities related to students out of school, 
absent, or in danger of dropping out.  PSA 
counselors work with families to access the 
appropriate educational opportunities for 
their children.  Refer to the next page for 
examples of supplemental services. 
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          Suggested Services to be Provided Through Categorical Funding 

 

• Organize comprehensive school 
attendance improvement programs. 

• Conduct parent educational or 
counseling groups. 

• Provide student counseling: group 
or individual. 

• Participate in or chair Student 
Success Team, Coordination of 
Services Team, Resource 
Coordinating Team, or Student 
Attendance Review Team. 

• Establish community partnerships: 
Healthy Start, Mental Health grants, 
etc. 

• Conduct staff professional 
development programs. 

• Facilitate fostering education multi-
staff training. 

• Provide consultative services and 
technical support with child welfare 
issues such as enrollment, 
residency, permits, custody, access 
to pupil records and laws relating to 
minors. 

 
 

For additional information, please contact the coordinator of Pupil Services and 
Attendance or the respective local district administrator. 
 

• Local District 1 ................................................................... Patricia Jimenez (818) 997-2539 
• Local District 2 .................................................................. Rosalva Emerick (818) 755-5411 
• Local District 3 ................................................................................ Pat Burt (323) 421-2892 
• Local District 4 ................................................................... Isabel Villalobos (323) 932-2011 
• Local District 5 .............................................................. Maria Luz Marquez (323) 224-3377 
• Local District 6 .......................................................................... Dionne Ash (323) 560-4293 
• Local District 7 ............................................................................. Kim Isaac (323) 421-2820 
• Local District 8 ................................................................ Nathana Schooler (310) 354-3209 
• Permits and Student Transfers Office  ............................ Michael Guillemet (213) 745-1960 

Permits/Student Transfers, Foreign Student Admissions,  
Juvenile Court Liaisons, and Integration Support. 

• Student Intervention Program Unit (AB 1113) .................... Giselle Quintero (213) 241-3854 
• Foster Care Program and Camp Returnee Counselors ........ Norma Sturgis (213) 241-3848 
• Homeless and Pregnant and Parenting  

Teens Program ......................................................... Melissa Schoonmaker (213) 765-2880 
 

For information related to Special Education Counselors, contact Pat Burt. 
 

For information related to Dropout Prevention Program, contact Hector Madrigal, Director at (213) 241-3844, 
Cheryl Fayson, Assistant Director at (213) 765-2834, or your local PSA Field Coordinator. 
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LLiibbrraarryy  SSeerrvviicceess  
 

LLiibbrraarryy  MMeeddiiaa  TTeeaacchheerr,,  EElleemmeennttaarryy  
TTiittllee  II,,  SScchhoooollwwiiddee  PPrrooggrraamm  ((SSWWPP))  SScchhoooollss  OONNLLYY  

 

The position of Elementary Library Media 
Teacher is a credentialed elementary 
teacher with an additional credential 
authorizing service as a library media 
teacher.  As library media teachers are in a 
shortage field, a highly qualified teacher 
who is working in the school and willing to 
pursue the additional credentialing 
requirements may be eligible to fill the 
position.  This position receives regular 
teacher pay. 
 

Library media teachers’ primary 
responsibilities are instructional.  
Elementary library media teachers, 
traditionally, broaden students’ awareness 
of and interest in books to enhance their 
growth as competent and avid readers. 
 

Information literacy, learning the skills 
needed to access, evaluate, and use 
information, is a vital part of the District 
reading program.  Open Court identifies 
“research units” at every grade level where 
students are expected to ask questions, 
make conjectures, and pursue answers 
using a variety of learning resources, many 
of which are accessible through technology 
and found in the school library media 
center. 
 

Elementary library media teachers 
collaborate with classroom teachers to 
design relevant learning experiences with 
students that meet the language arts 

standards listed in the Research and 
Technology strand and in social science, 
science, and other disciplines.  They 
support students and their teachers in 
learning how to effectively use learning 
resources and technologies in and beyond 
the library as part of research.  Library 
media teachers also serve as instructional 
leaders, providing staff development for 
administrators and for teachers on the 
latest technology tools and resources. 
 

Library media teachers expand access to 
the library to students and their parents.  
Their partnership with the District-funded 
library aides means that the libraries can 
be open longer hours and provide more 
services before, during, and after school. 
 

Library media teachers carefully build the 
library collection to support classroom 
learning needs.  They serve as active 
members of curriculum development 
committees at the school.  They maintain 
the school library as an attractive and 
functional learning environment for the 
whole school.  They train, supervise, and 
evaluate the work of classified staff, 
student workers, and volunteers. 
 

SWP schools funding this position are 
asked to contact their Coordinating Field 
Librarian in order to arrange training and 
staff development for the teacher selected 
to serve in the position. 

 
 
 
 
For additional information, please contact Instructional Media Services/Library Services 
at (213) 207-2255. 


