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INTRODUCTION

The Office of Budget Management, Business Operations and the Office of Human Resources, have developed a
calendar of events for the Opening of Schools which includes three sets of joint conferences.

The first set of conferences will be held in April (see calendar) and shall be based upon FTE projections contained
in Preliminary CASAS (Computer Assisted School Allocation System). The second set of conferences will be
held in July and shall be based upon projections contained in Tentative CASAS. The third set of conferences will
be held in September/October and shall be based upon actual data reflected in Pre-Final CASAS.

Conferences will be scheduled by each Regional Center/District Office. Persons attending these conferences will
be principals and staff from the Office of Budget Management, Human Resources, Division of Bilingual Education
and World Languages, Regional Centers, and, as appropriate, staff from the Office of Special Education,
Alternative Outreach, and Psychological Services, and the Office of Adult Education.

Prior to the conferences, principals will receive the appropriate CASAS, and a Table of Authorized Positions
(TAPs/PAC) listing in numerical sequence; additionally, revenue in the School-Based Budget System (SBBS)
will be updated. Principals are to bring to the conferences an annotated TAPs, a balanced SBBS budget and a
balanced Comparison of SBBS/CASAS vs. PAC that reflects the changes that are to be proposed.

Schools will be administered by the School-Based Budget System (SBBS) budgeting procedures. CASAS wiill
continue to be utilized only as a tool for calculating SBBS revenue. Specific guidelines will be outlined in the
2007-08 School-Based Budget System Manual (March 2007).



CONTACTS AND FACILITATORS

REGIONAL CENTERS/DISTRICT OFFICES

Regional Center | Ms. Jennifer Andreu 687-6565
Regional Center Il Ms. Marie Harrison 624-8802
Regional Center IlI Mr. Robert Kalinsky 883-0403
Regional Center IV Mr. George Nunez 642-7555
Regional Center V Dr. Melanie Fox 595-7022
Regional Center VI Dr. Janice Cruse-Sanchez 246-5934
Alternative Centers Regional Business Director As appropriate
Special Education Centers Mr. Will Gordillo 995-1796

Adult and Technical Centers Regional Business Director As appropriate

OFFICE OF HUMAN RESOURCES

Regional Center |
Regional Center Il
Regional Center Il
Regional Center IV
Regional Center V
Regional Center VI
Alternative Centers
Special Education Centers
Adult and Technical Centers
Non-Instructional Staffing
Instructional Staffing

Regional Center |

Regional Center Il

Regional Center IlI

Regional Center IV
Regional Center V

Regional Center VI
Alternative Centers

Adult and Technical Centers
Special Education Centers

Ms. Valentina Diaz
Mr. Jeffrey Soell

Mr. Samuel Pongnon
Dr. Frank Castellon
Mr. Claude Archer
Mr. Jorge Rubio

Mr. Claude Archer
Mr. Samuel Pongnon
Mr. Claude Archer
Mr. Lesley Prudent
Mr. Claude Archer

OFFICE OF BUDGET MANAGEMENT

Mr. Paul Mickey

Mr. William McAuliff

Mr. Junior Anderson
Ms. Dorothea Payton
Mr. William McAuliff
Ms. Dorothea Payton
Ms. Dorothea Payton
Mr. Lorenzo Santovenia
Mr. William McAuliff

995-7226
995-7223
995-7225
995-7229
995-7058
995-7221
995-7058
995-7225
995-7058
995-7235
995-7058

995-1222
995-1222
995-1222
995-1222
995-1222
995-1222
995-1222
995-1886
995-1222



November 28, 2006

February 2

February 16

March 16

March 28

April 6

April 10

CALENDAR OF EVENTS
TO
STAFF SCHOOLS -- 2007-08

Pupil Population Estimating Conference for 2007-08 is convened to analyze
implications of October 2007 FTE to prepare initial 2007-08 FTE estimates for
Florida Department of Education.

Office of Budget Management forwards 2007-08 Regional Center/District total and
school-level FTE estimates to Regional Centers/District Offices for review.

Regional Centers/District Offices return 2007-08 revised school FTE within assigned
limits to the Office of Budget Management.

Regular 2007 Legislative Session begins.

Office of Budget Management distributes Early Bird CASAS with 2007-08 Regional
Centers/District Offices’ estimates.

Preliminary CASAS for K-12 Schools with School-Based Budget System (SBBS)
revenue information for 2007-08 based upon 2007-08 recommended staffing
formulas and projected 2007-08 FTE is available for printing by principals.

School-Based Budget System (SBBS) revenue updated to reflect 2007-08
Workforce Development appropriation entitiements for adult/technical schools.

Instructions for printing CASAS, SBBS, Comparison of CASAS vs. PAC, and
SBBS Available Accounts are included in the School-Based Budget System
Manual (March 2007).

Required Source Documents K-12 School: SBBS revenue printout, Allocation
Staffing Form, Comparison of SBBS/CASAS vs. PAC, Table of Authorized
Positions (TAPs) dated April 13, and Budget/Personnel Opening of Schools
Procedures (March 2007).

Required Source Documents Adult/Technical School: SBBS revenues printout,
Table of Authorized Positions (TAPs) dated April 13, and Budget/Personnel
Opening of Schools Procedures (March 2007).

NOTE: PRINCIPALS WILL RECEIVE INSTRUCTIONS FROM REGIONAL
CENTERS/DISTRICT OFFICES UNDER SEPARATE COVER.

Title I Administration distributes estimated 2007-08 Title | Budget entitlements. Title
| estimated 2007-08 revenue is available in the School-Based Budget System
(SBBS).

Principals of Regional Centers Il and IV (K-12 and Adult/Technical) schools
must balance their School-Based Budget in the School-Based Budget System

3



April 16 — April 27

April 17

April 27

April 30 (Monday)

May 1

May 5

May 15

May 15

May 15 - June 30

June 8

(SBBS) by the close of the day.

Budget/Personnel Conferences with principals, Office of Budget Management,
Human Resources, Division of Bilingual Education and World Languages,
Regional Center Directors, and as appropriate, representatives of the Office of
Special Education, Alternative Outreach, and Psychological Services, Applied
Learning and the Office of Adult Education.

April 23, 24, 25, 26, 27 Regional Center |

April 16, 17, 18, 19, 20 Regional Center Il

April 23, 24, 25, 26, 27 Regional Center IlI

April 16, 17, 18, 19, 20 Regional Center IV

April 23, 24, 25, 26, 27 Regional Center V

April 23, 24, 25, 26, 27 Regional Center VI

April 25 Adult/Technical Centers/Regional |
April 19 Adult/Technical Centers/Regional Il
April 24 Adult/Technical Centers/Regional Il
April 17 Adult/Technical Centers/Regional IV
April 24 Adult/Technical Centers/Regional V
April 27 Adult/Technical Centers/Regional VI
May 1 Alternative Education Centers

May 1 Special Education Centers

April 30 — May 3 Zone Schools

NOTE: PRINCIPALS WILL RECEIVE INSTRUCTIONS FROM REGIONAL
CENTERS/DISTRICT OFFICES UNDER SEPARATE COVER.

Principals of Regional Centers I, lll, V and VI (K-12 and Adult/Technical)
schools must balance their School-Based Budget in the School-Based Budget
System (SBBS) by the close of the day.

Principals of Special Education Centers must balance their School-Based
Budget in the School-Based Budgeting System (SBBS) by the close of the
day.

Summary of staffing needs and surplus teachers completed, reconciled and
submitted from Regional Centers, the Office of Special Education Alternative
Outreach, and Psychological Services to Human Resources.

Begin placement of surplused personnel with Regional Centers.

Regular 2007 Legislative Session ends.

Office of Budget Management distributes Initial Summer School CASAS.

Office of Budget Management distributes Summer School Initial Materials,
Equipment and Supplies Allocation (MESA).

“Window” period for transfers.

Teachers who have not been placed and have amended their transfer request to
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June 22

June 29

June 30

July 2 (est. July 23)

July 2

July 6

July 10

July 16 - July 27

include Regional assignments will be moved to the Regional Districts Teacher
Reserve pool.

Office of Budget Management pulls FTE of June 22, 2007, from ISIS files to be
reflected in Final Summer CASAS. All FTE data to be included in the Final
Summer CASAS must be entered by 4:30 p.m., Friday, June 22, 2007. This
FTE will be the basis for Final Summer CASAS.

Tentative CASAS for 2007-08 is available for printing by principals. This CASAS
will reflect 2007-08 tentative allocation formulas to be submitted to the Board for
approval at the Budget meeting on August 1, 2007.

Schools continue to monitor their School-Based Budget System budget requests.
Office of Budget Management will adjust “revenue” based upon decisions approved
by the School Board.

Conclude Transfer Window Period.

Office of Budget Management distributes Initial Materials, Equipment and
Supplies Allocation (MESA) for the following programs:

Level
School Discretionary Funds 80%
Special Education 80%
Bilingual Education 80%
Vocational Education 60%
Alternative Education 80%
Magnet Programs 80%

2007-08 Title | PACs are available.

Office of Budget Management distributes Final Summer School CASAS and
Materials, Equipment and Supplies Allocation.

Principals must balance their School-Based Budget in the School-Based
Budget System (SBBS) by the close of the day.

Budget/Personnel Conferences with principals, Office of Budget Management,
Human Resources, Division of Bilingual Education and World Languages,
Regional Center Directors, and as appropriate, representatives of the Office of
Special Education and Applied Learning.



August 1

August 3

August 6-10

August 17

August 21

5t Day of School
(August 24)

Aug. 31 - Sept. 1

July 16, 17, 18, 19, 20 Regional Center |

July 16, 17, 18, 19, 20 Regional Center Il

July 23, 24, 25, 26, 27 Regional Center llI

July 23, 24, 25, 26, 27 Regional Center IV

July 23, 24, 25, 26, 27 Regional Center V

July 16, 17, 18, 19, 20 Regional Center VI

NOTE: PRINCIPALS WILL RECEIVE INSTRUCTIONS FROM REGIONAL

CENTERS/DISTRICT OFFICES UNDER SEPARATE COVER.

NOTE: PRINCIPALS MUST ARRANGE FOR A QUALIFIED ADMINISTRATIVE
REPRESENTATIVE WITH DELEGATED DECISION MAKING POWERS TO
ATTEND THESE CONFERENCES IF HE/SHE WILL NOT BE AVAILABLE.

School Board adopts 2007-08 Tentative Budget and School Allocation Plan.

School notified of any changes in allocation formulas as tentatively approval by the
Board on August 1, 2007.

New Teacher/Paraprofessional/School Support Orientation.

Principals submit Reconciliation of Unauthorized Filled Positions Form (found
on page 40) to Regional Centers.

Place additional surplus personnel within Regional Center.

NOTE: PLEASE MAINTAIN CURRENT AND ACCURATE ISIS FILES. ALL
REQUESTS FOR CASAS/SBBS ADJUSTMENTS WILL BE BASED UPON ISIS
INFORMATION.

Adjust staff within each Regional Center to reflect actual membership, if warranted.
Account for vacancies, surplus personnel and actions taken.

Representatives for the Office of Budget Management, Regional Centers and
Human Resources meet at 1450 N.E. 2nd Avenue, Room 460 to adjust teacher
allocations based upon ISIS files data of August 24, 2007, assign surplus
personnel across Regional Center lines and to account for vacancies. Scheduled
time is as follows:



September 5

September 6 - 7

September 7

September 7

September 14

September 21

Sept. 24 -0ct. 5

Regional Center || August 30 8:15 AM.

Regional Center | August 30 10:00 A.M.
Regional Center IlI August 30 2:00 P.M.
Regional Center IV August 31 8:15AM.
Regional Center VI August 31 10:00 A.M.
Regional Center V August 31 2:00 P.M.

School Board adopts Final Budget.

Representatives for the Office of Budget Management, Regional Centers, and
Human Resources meet at 1450 N.E. 2nd Avenue, Room 460 to adjust teacher
allocations based upon ISIS files data of August 31, 2007, assign surplus
personnel across Regional Center lines and to account for vacancies. Scheduled
time is as follows:

Regional Center || September 6 8:15AM.
Regional Center | September 6 10:00 A.M.
Regional Center IlI September 6 2:00 P.M.
Regional Center IV September 7 8:15AM.
Regional Center VI September 7 10:00 A.M.
Regional Center V September 7 2:00 P.M.

Office of Budget Management pulls FTE of September 7, 2007, from ISIS files
to be reflected in Pre-Final CASAS. All FTE data to be included in the Pre-
Final CASAS must be entered by 4:30 p.m., Friday, September 7, 2007. This
FTE will be the basis for Final CASAS/SBBS revenue.

Office of Budget Management notifies schools, Regional Centers/District Offices
and Human Resources of any interim TAPs changes necessary due to final
adoption of the budget.

Office of Budget Management updates “revenue” in SBBS system to reflect actual
results.

Pre-Final CASAS and School-Based Budget System (SBBS) revenue
information which reflects actual annualized 2007-08 FTE and formulas adopted by
the School Board is available for printing by principals.

Principals of Regional Centers I, Il and VI schools must balance their School-
Based Budget in the School-Based Budget System (SBBS) by the close of the
day.

Budget/Personnel Conferences with principals, Office of Budget Management,
Human Resources, Division of Bilingual Education and World Languages,
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September 28

October 8 - 12

October 12

October 17

October 19

Regional Center Directors, and as appropriate, representatives of the Office of
Special Education and Applied Learning.

September 24, 25, 26, 27, 28 Regional Center |
September 24, 25, 26, 27, 28 Regional Center Il
October 1, 2, 3,4, 5 Regional Center llI
October 1, 2, 3,4, 5 Regional Center IV
October 1, 2, 3,4,5 Regional Center V
September 24, 25, 26, 27, 28 Regional Center VI

Principals of Regional Centers Ill, IV and V schools must balance their School-
Based Budget in the School-Based Budget System (SBBS) by the close of the
day.

Office of Budget Management completes reconciliation of CASAS/SBBS and the
Table of Authorized Positions (TAPS) for all programs.

Principals submit Reconciliation of Unauthorized Filled Positions Form (found
on page 40) to Regional Centers

Office of Budget Management distributes 2007-08 Final CASAS, School-Based
Budget Systems and reconciled Table of Authorized Positions (TAPS) to reflect
outcome of conferences.

Office of Budget Management distributes Final (balance due - 80%) Materials,
Equipment and Supplies Allocation (MESA) for all programs.

Selected staff from Instructional Operations, Regional Centers, and Human
Resources assigns surplus personnel and account for vacancies.
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2007-08 SCHOOL FUNDING SCHEDULE

Regular K-12 Schools

1)

2)
3)
4)
5)

6)

7)

11)
12)
13)
14)

15)

16)

17)

*

*%

Initial MESA Allocations based on 2007-08
projected FTE (per Tentative CASAS)

Initial Exceptional Student MESA Allocation
Initial Bilingual Student MESA Allocation
Initial Alternative Education MESA Allocation
Initial Magnet MESA Allocation

Final MESA Allocations for Summer School
based on actual FTE for Summer School

Rebudgeting of June 30, 2007, unexpended balances
(per FR05-08 as of 6/30/2007)

School Monitor Allocation
Senior High Advanced Placement Allocation

Final MESA Allocations based on actual FTE
of September 7, 2007

Final Exceptional Student MESA Allocation
Final Bilingual Student MESA Allocation
Final Alternative Education MESA Allocation
Final Magnet MESA Allocation

Interface of SBBS file (distribution of salaries,
fringe benefits and MESA into MSA)

Middle and Senior High Extra-Period
Supplement Adjustments

Lunchroom Monitor Allocation

Completion Date

July 2007

July 2007
July 2007
July 2007
July 2007

July 2007*

Sept. 2007

August 2007
Oct. 2007

Oct. 2007**

Oct. 2007
Oct. 2007
Oct. 2007**
Oct. 2007

Oct. 2007**

Nov. 2007

Oct. 2007

Initial MESA allocation for Summer School centers is May 15, 2007.
Deferred allocations will be adjusted for actual FTE as of September 7, 2007.

The 20% Administrative Deferment Plan will continue for 2007-08.
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Level

80%

80%
80%
80%
80%

100%

100%

100%
100%

100%

100%
100%
100%
100%

100%

To Date

100%



2007-08SCHOOL FUNDING SCHEDULE (Continued)

K-12 Schools (Vocational) Completion Date

1) Initial MESA Allocations based on 60% of July 2007**
estimated FTE, plus 100% of the fixed amounts
(exterminating, maintenance contracts,
rentals, etc.)

2) Final MESA Allocations based on October 2007**
FTE of October 2007

Adult Centers
1) Workforce Development Entitlements

Actual March 2007

NOTE:  Rebudgeted encumbrances/commitments (Unpaid Purchase Orders/Requisitions), from the FR05-08
report dated June 30, 2007, will be reflected in the first FR05-08 report for fiscal year 2007-08 (July 1,

2007).
* Initial MESA Allocation for Summer School centers is May 15, 2007.
i Deferred allocations will be adjusted for actual FTE as of September 7, 2007.

The 20% Administrative Deferment Plan will continue for 2007-08.
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GUIDELINES

CASAS

The Preliminary CASAS to be used in the April conferences will generally be based upon the allocation formulas
for the current school year. Tentative CASAS will be based upon the interim staffing allocation formulas. Final
approval of allocation formulas will be addressed by the School Board at the August 1, 2007. Pre-Final CASAS
will reflect allocation formulas that the School Board has approved in the Adopted Budget and will be used in the
September/October conferences. However, until the budget is tentatively adopted on August 1, 2007, the
Preliminary CASAS will be used as the primary planning tool for determining the staffing needs for the 2007-08
school year.

FTE

FTE in Preliminary and Tentative CASAS are estimates that have been approved by the Regional
Centers/District Offices. FTE in Pre-Final CASAS will be based upon the ISIS file as of the end of the first month
of the 180 day K-12 program.

ADJUSTING FTE

A maximum FTE cap has been set for each Regional Center/District Office, including Special Education and
Vocational Education. A form is provided on page 35 to enable Regional Centers/District Offices to make
changes in projected FTE between schools under their jurisdiction. Any FTE allocations between schools within a
Regional Center/District Office must net to zero.

If the maximum FTE for a Regional Center/District Office is thought to be low, the Regional Centers/District
Offices are asked to follow a procedure similar to the one used to shift FTE between schools, except this
movement will be between Regional Centers/District Offices. The net adjustments across Regional
Centers/District Offices lines must net to zero and be approved by the chief administrator of the affected Regional
Centers/District Offices. During September, Pre-Final CASAS will be simulated from the ISIS file and staff
allocations will be adjusted to actual student data.

The ISIS file must be kept up-to-date. Any request for adjustment to FTE will be verified through the ISIS
file after the ninth day of school. If the request for an adjustment cannot be verified through Attendance
Services and the ISIS file, the request will be denied.

ART, MUSIC and PHYSICAL EDUCATION UNITS

These units are assigned by the Division of Life Skills and Special Projects. Each Regional Center/District Office
will receive a listing of the schools where these units have been placed. Staffing actions by schools on these units
in Preliminary CASAS may be delayed until the Division of Life Skills and Special Projects have assigned them.
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BILINGUAL UNITS

Bilingual Education units reflected in the Preliminary and Tentative CASAS reports will be based on student
membership data from Survey 3 (February 2007) of the official 2006-07 FTE and Transportation Survey Dates
established by the Department of Education.

Allocations reflected in the Pre-Final CASAS will be based upon actual student membership data as of the
end of the first month of the 180 day K-12 program.

DROPOUT PREVENTION UNITS

Dropout Prevention (Alternative Education) units reflected in the Early Bird and Preliminary CASAS reports will
reflect 2006-07 allocations. All requested changes are to be recorded on the Alternative Education Staff
Allocation Form on page 36. Requested changes should be consistent with Dropout Prevention/Alternative
Education instructional guidelines and must be approved by the Regional Centers.

EXCEPTIONAL EDUCATION UNITS

Effective 1997-98, the Legislature revised the funding model for Special Education. During 2007-08, the district’s
allocations to schools were based on the state’s old format for reporting FTE. School allocations for 2007-08 will
continue to be based on the state’s old format (contact hours) for reporting FTE with allocation adjustments for the
inclusionary model of consultation services for ESE students based on the Individual Education Plan (IEP) of
students. Principals are to continue to monitor and maintain current FTE file data to ensure the accuracy of FTE
reported.

ESE special basic teacher allocation for schools with 30 or more part-time ESE FTE, excluding speech, PT/OT
and gifted students instructed in a self-contained-model for basic instruction will be based on actual data from
Survey 3 (February 2007) of the official 2006-07 FTE and Transportation Survey Dates established by the
Department of Education, and will be reflected in the Preliminary and Tentative CASAS. A review will be
conducted in September and the allocation will be adjusted for increases only.

VOCATIONAL EDUCATION UNITS

All requested changes are to be recorded on the Secondary Vocational Staff Allocation Form on page 37.
Requested changes should be consistent with pre-registration information and must be approved by the Regional
Centers.
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TEACHER WORKLOAD MEMBERSHIP

All schools must bring classroom membership to each conference. Elementary schools should utilize the Small
School PREP/PRIME Unit Form found on page 38.

Secondary schools may bring their computerized teacher workload supplement report or their individual working
lists.

PURCHASING UNITS

During the April conferences, schools will be allowed to purchase units only to cover current incumbents,
using only the revenue available in their School-Based Budget System (SBBS).

Principals who elect to make purchases between the scheduled conferences should do so by updating their SBBS
budget and submit a copy of their revised Comparison of SBBS/CASAS vs. PAC to the Regional Center and the
Office of Budget Management. The continuance of purchases will depend upon actual FTE as of September 14,
2007.

Upon tentative adoption of the budget and allocation formulas, schools will be permitted to purchase additional
positions without dollar limitations, if approved by the Regional Center, provided the school can demonstrate
adequate budgets for non-full-time salary and non-salary expenditures.

The interface of funds resulting from a balanced SBBS file will not be reflected in the financial status reports until
October 2007. See pages 9 and 10 for funding schedule.

Positions which are purchased in the Spring and Summer to cover incumbents may not be reversed in
September if the position is filled, except for extenuating circumstances (principally a decline in FTE
which cannot be absorbed).

CONVERTING UNITS

The SBBS file is to be updated and submitted at each conference to reflect requests to convert units. Principals
who elect to convert units between scheduled conferences should do so by updating their SBBS budget and
submitting a copy of their revised Comparison of SBBS/CASAS vs. PAC to the Regional Center and the Office
of Budget Management. The continuance of conversions of units will depend upon actual FTE as of September
14, 2007.
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The interface of funds resulting from a balanced SBBS budget will not be reflected in the financial
status reports until October 2007. See pages 9 and 10 for funding schedule. However, schools
may elect to convert positions for full value through December 14, 2007, for K-12 schools and
January 31, 2008, for adult and technical centers.

CASH EQUIVALENT PURCHASE/CONVERSION TABLE

Requests for purchases and/or conversions will be valued as follows:

Full-Time Positions

Effective Date
K-12 Schools

December 14
December 15

Adult & Technical Centers

Value

Full Budgeted Value if vacant 90% or more of period.
No Cash Value for conversions
Purchases at 1/2 budgeted value

Effective Date Value
January 31 Full Budgeted Value if vacant 90% or more of period.
February 1 No Cash Value for conversions
Purchases at 1/2 budgeted value
NOTE: As a general rule, open positions may not be converted to discretionary dollars after

December 14 for K-12 schools and January 31 for adult and technical centers.

Positions converted subsequent to the September/October Budget/Personnel conferences
and prior to December 14, 2007, will be subject to the Administrative Deferment of 20%
and a pro-rata budgeted value returned.
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SPECIAL PREP/PRIME UNITS
The assignments of Special PREP/PRIME Units will be reviewed during each conference.

Elementary school principals requesting special PREP/PRIME Units must bring a completed Small School
PREP/PRIME Unit form to each conference. That is, each basic teacher (Programs 6010, 6601, 6015, and Self-
Contained Gifted and alternative education programs) allocated to the school is to be listed along with the grade
level and number of students assigned. A form for this purpose is on page 38.

In order to receive a special PREP/PRIME unit allocation, the following criteria must be satisfied:
1. Class Sizes:

Kindergarten - Average class size of all kindergarten classes equals 20.85 or
more: allocate a teacher if space is available. If no space is
available, $6,900 (full year) will be allocated in half-year
increments for a part-time hourly paraprofessional;

Grade 1 - Average class size of all grade 1 classes equals 20.85 or more:
allocate a teacher if space is available. If no space is available,
$6,900 (full year) will be allocated in half-year increments for a
part-time hourly paraprofessional;

or

Average class size of all grade 1 classes equals 25.00 or more:
allocate a teacher if space is available. If no space is available,
a full-time paraprofessional is allocated.

Grades 2 -3 - Average class size of all classes in grades 2-3 equals 23.00 or
more: allocate a teacher if space is available. If no space is
available, $6,900 (full year) will be allocated in half-year
increments for a part-time hourly paraprofessional;

or

Average class size of grades 2-3 classes equals 25.00 or more:
allocate a teacher if space is available. If no space is available,
a full-time paraprofessional is allocated.
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Grades 4 - 6 - Average class size in grades 4-6 classes equals 25.00 or more:
allocate a teacher if space is available. If no space is available,
a full-time paraprofessional is allocated.

2. Discretionary funds available are inadequate to purchase a teacher position and maintain
countywide average discretionary expenditures.

PREP/PRIME units will be allocated in increments of ¥4 (quarter) unit to satisfy the criteria.

PRINCIPALS SHOULD REFER TO THE SCHOOL ALLOCATION PLAN FOR ANY SUBSEQUENT CHANGES
TO PREP/PRIME CRITERIA. THE SCHOOL ALLOCATION PLAN IS SCHEDULED FOR ADOPTION AT THE
August 1, 2007, BUDGET PUBLIC HEARING.

REQUEST FOR GROWTH UNITS

After the September Budget/Personnel Conferences, all schools that experience growth in student population for
which class size is significantly affected should submit a memorandum to the Office of Budget Management
through Regional Centers detailing the amount of growth and the number of students assigned to each basic
teacher (Programs 6010, 6015, 6020, 6030, 6040, and 6601) and alternative education programs. Elementary
schools should utilize the Small School PREP/PRIME Unit form on page 38. Secondary schools should utilize
their computerized teacher workload supplement report. It is the principal's responsibility to monitor class
size and to make appropriate recommendations to Regional Centers if excessive class size is
experienced.

In order to receive a Growth Unit, the following criteria must be satisfied:

Kindergarten - Average class size of all kindergarten classes equals 20.85 or
more: allocate a teacher if space is available. If no space is
available, $6,900 (full year) will be allocated in half-year
increments for a part-time hourly paraprofessional;

Grade 1 - Average class size of all grade 1 classes equals 20.85 or more:
allocate a teacher if space is available. If no space is available,
$6,900 (full year) will be allocated in half-year increments for a
part-time hourly paraprofessional;

or
Average class size of all grade 1 classes equals 25.00 or more:

allocate a teacher if space is available. If no space is available,
a full-time paraprofessional is allocated.
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Grades 2 - 3 - Average class size of all classes in grades 2-3 equals 23.00 or
more: allocate a teacher if space is available. If no space is
available, $6,900 (full year) will be allocated in half-year
increments for a part-time hourly paraprofessional;

or

Average class size of grades 2-3 classes equals 25.00 or more:
allocate a teacher if space is available. If no space is available,
a full-time paraprofessional is allocated.

Grades 4 -6 - Average class size in grades 4-6 classes equals 25.00 or more:
allocate a teacher if space is available. If no space is available,
a full-time paraprofessional is allocated.

Secondary school requests shall be evaluated on a case-by-case basis.

Generally, additional MESA allocations will not be granted. However, if there is a substantial increase in
enroliment the principal must demonstrate that the school's discretionary funds are inadequate.

PRINCIPALS SHOULD REFER TO THE SCHOOL ALLOCATION PLAN FOR ANY SUBSEQUENT CHANGES
TO THE GROWTH CRITERIA. THE SCHOOL ALLOCATION PLAN IS SCHEDULED FOR ADOPTION AT THE
August 1, 2007, BUDGET PUBLIC HEARING.

FEDERAL PROGRAMS

For the April conferences, 2006-07 PACs and incumbents in these programs will be shown as authorized.
Effective April 6, 2007, estimated dollar allocations for 2007-08 Title | Budgets will be available for schools to
develop their individual school budget. Therefore, principals will be able to identify the number of staff positions
funded by Title I. The 2007-08 Title | PACs will be available on July 1, 2007. Principals are not to RPA staff to

2007-08 PACs before July 1, 2007. Principals should be prepared to identify which incumbents, if any, are
surplus during the April conference.
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RECONCILIATION OF TAPS TO SBBS: ALL POSITIONS

Prior to each scheduled conference, all principals are to have reconciled the Table of Authorized Positions
(TAPS) that is distributed along with CASAS/SBBS revenue information. The reconciliation process shall include:

1. Deletion of Interim Teachers (job codes - 3100, 3105, 3110 and 3111) and interim non-
instructional employees who will be automatically terminated.

2. Provisions for employees returning from leave granted for one year or less, or from programs
8200 and 8400.
3. Accounting for retirements, terminations by Board action, resignations, separations and

anticipated approved leaves of absence without pay.

4, Identification of individuals who are over-allocated according to the applicable labor contract.

5. Identification of vacancies.

6. Identification of persons expected to be terminated on June 30 because of expiring certificates.

7. Identification of personnel changes within the cost center due to funding level of programs, such

as Federal Programs.

8. Completion of the Personnel Status Form on page 39.
RECONCILIATION OF UNAUTHORIZED FILLED POSITIONS

Principals are asked to submit this form to Regional Centers following the July/August and September
conferences (see Calendar of Events for specific dates). This data will be utilized to review status of unauthorized
personnel reflected on the current table of authorized positions. A copy of this form may be found on page 40.

RECOMMENDATION FOR FULL-TIME EMPLOYMENT OF POOL, EMERGENCY, OR
PERMANENT TEMPORARY INSTRUCTORS

Principals are asked to bring to the Budget/Personnel Conferences a completed copy of the form on page 41 for
each interim teacher (job codes - 3100, 3105, 3110 and 3111) that served at the school during 2006-07.
Principals are also encouraged to complete this form for each degreed pool or temporary instructor whom they
recommend for full-time employment or early employment agreement (if certified in a critical staff shortage area).
Full-time employment recommendations for retirees serving as permanent temporary instructors must have the
approval of the Chief Personnel Officer, Human Resources (or designee).
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TRANSFERS OF INSTRUCTIONAL PERSONNEL

Applications for transfer of instructional personnel will be acted upon by the Office of Human Resources according
to Article XII of the current M-DCPS/UTD contract upon receipt of the application found on page 42.

FILLING INSTRUCTIONAL VACANCIES BY VOLUNTARY AND HARDSHIP TRANSFERS

According to the current M-DCPS/UTD contract, instructional vacancies shall be filled first by qualified, eligible,
and available employees whose requests for transfer have been accepted by Human Resources.

REMINDER: HARDSHIP TRANSFERS MUST BE CONSIDERED DURING THE FIRST
SEMESTER OF THE SCHOOL YEAR AS VACANCIES OCCUR.

Principals are to adhere to the following step-by-step procedures to effect voluntary transfers of instructional
personnel:

STEP | The receiving principal is to complete the form on page 43. The directions for completing the
form are on page 44. The receiving and sending principals are to mutually exchange data to
complete the projected transfer process.

STEP I After the teacher's preliminary acceptance of the offer of the new position, the Regional Center
Director will review the receiving principal's request. The final date for receipt of these
memoranda by Regional Center Directors is the end of the work day on June 30, 2007. Upon
approval by the receiving Regional Center, the sending principal will effect the transfer
transaction, but only after July 1, 2007.

TRANSFERS/PROMOTIONS: NON-INSTRUCTIONAL PERSONNEL

Non-instructional personnel are to comply with the provisions of the applicable contract when seeking transfer or
promotion. Human Resources will assist those non-instructional employees seeking promotion and/or transfer if
they file the completed application which is found on page 45.

FILLING VACANCIES FOR NON-INSTRUCTIONAL PERSONNEL

Prior to making a commitment to hire a new applicant, principals are to ascertain from Human Resources that the
appropriate recall pool has been exhausted and that no request for transfer and/or promotion is on file. The
applicant must be approved for employment and must be available for selection via the Applicant Tracking System
(ATS).
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OVER-ALLOCATED NON-INSTRUCTIONAL PERSONNEL

Any non-instructional employee who is determined to be over-allocated will be notified of the effective date of
layoff by the Office of Human Resources. In the interim, Human Resources will attempt to place the employee in
another position for which he/she is qualified. If such placement is not possible and the employee is terminated,
his/her name will be placed in recall pools in accordance with the applicable labor contract.

ASSIGNING OVER-ALLOCATED PERSONNEL

As soon as transfer actions are completed, principals must consider surplus personnel for vacancies in schools to
which there are no approved requests for transfer.

HIRING PROCEDURES: NEW AND RE-EMPLOYED INSTRUCTIONAL AND/OR NON-
INSTRUCTIONAL PERSONNEL

All applicants for full-time employment who are not currently a M-DCPS employee must be selected and hired
through the Applicant Tracking System and the automated hire RPA.

By contract, placement of transfers and surplus personnel must be completed before assignment of personnel
who are being newly hired or rehired. When selecting instructional applicants for hiring, the principal must: a)
complete consideration of all current teachers who requested transfer to that location and b) have no vacancy for
which known surplus personnel are eligible.

NOTIFICATION OF ASSIGNMENT

When a teacher is newly assigned to a school, (whether through transfer, surplus, new hire, or rehire), the
principal will write a letter of welcome and instructions to the teacher. The letter will confirm the employment and
assignment and inform the teacher of the place, date and time to report for duty and the person to contact. A
specific date for acknowledging the instructions must also be designated (See sample letter on page 46).

If the teacher does not respond by the specified date, the teacher will be terminated. This action will be initiated
by the principal using an electronic termination RPA, annotated in the remarks section: Send the RPA and the
notification letter (page 46) to the Executive Director, Instructional Staffing with copies to the Records Information
Center.
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SELECTION OF 10-MONTH/12-MONTH PAY OPTION
New and re-employed full-time teachers, except Permanent (Regular) Temporary Instructors, may elect to receive

their annual salaries over a 10-month or 12-month period. Form required to select this pay option plan is available
at each work location.

REQUESTS FOR PERSONNEL ACTION (RPAS)

Requests for Personnel Action (RPAs) will be completed through the automatic process for each teacher selected
for assignment.

Refer to memoranda from Office of Intergovernmental Affairs and Grants Administration for the code structures to
be used when initiating RPAs for teachers to be charged against Federal Programs.
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