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STEP ADVANCEMENT

REQUIREMENTS FOR TEACHERS

PAID ON

THE ADULT TEACHER HOURLY RATE

(THR) TABLE



LOS ANGELES UNIFIED SCHOOL DISTRICT

DIVISION OF ADULT AND CAREER EDUCATION

INTRODUCTION

The Memorandum of Understanding between the Los Angeles Unified School Didtrict
(LAUSD) and United Teachers Los Angeles (UTLA), dated December 5, 2002, stipulates sdlary
step advancement requirements for teachersin the Division of Adult and Career Education
(DACE) who are paid on the Adult Teacher Hourly Rate (THR) Sdary Table. The step
advancement requirements, for the seven sdary steps, are effective beginning July 1, 2003.

Thismanud provides detailed information regarding the requirements for step
advancement, gpplication procedures for obtaining step advancement credit, as well as samples
of forms that gpplicants must complete and submit to the Adult and Career Sdary Allocation
Unit to step advance on the pay scae.

Additiond information regarding sdary step advancement requirements and gpplication
procedures for adult and career education teachers may be obtained from the Adult and Career
Personnd Services, Adult and Career Sdlary Allocation Unit located at 333 S. Beaudry Avenue,
LosAngees, CA, 90017. (Telephone: 213/241-3178)



LOS ANGELES UNIFIED SCHOOL DISTRICT

DIVISION OF ADULT AND CAREER EDUCATION
GENERAL REQUIREMENTS

Effective school year 2003-2004, Division of Adult and Career Education teachers must
be paid for 734 hours and complete 30 hours of staff development to be eigible for step
advancement. A teaching assgnment of 18 hours per week, from September to June, equals 734
hours. All hoursin dl adult and career class codes paid on the THR sdary table during the
regular school year (not including summer school) count for step advancement purposes.

To determine digibility for step advancement:

= Thetota number of hoursfrom al qualifying class codes will be added together for the
previous school year or two previous consecutive school years*

=  Thehourswill be counted beginning July 1% through June 30" for each qualifying school
year. Note that hours taught during summer school do not count.

*Two previous, consecutive yearsis the maximum number of quaifying years that may
be aggregated for step advancement purposes.
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Ass gnments
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Substitute Assignments

Employees who have regular assgnment/s paid on the THR sdary table in addition to
Adult Subgtitute assgnment/s may use dl of the hours from the Adult Subgtitute assgnment to
mest the 734 hour requirement for Step Advancement. Employees with Adult Substitute
assgnmentsonly are not digible for Step Advancement.

Summer School Assignments or Z- Time Hours

Hours paid on the THR salary table during summer school or “Z” basis do not count
toward Step Advancement.

Assignments of 18 Hours or More per Week

Teachers assigned 18 hours per week or more must complete 734 hours of service and 30
hours of Staff Development activities in one year from September to June to Step Advance.

Assignments of Less Than 18 Hours per Week

Teachers who are assigned less than 18 hours per week may aggregate two (2)
consecutive school yearsin order to meet the required 734 hours for Step Advancement. Hours
accrued during the 2002-2003 school year may be used in combination with hours accrued for
school year 2003 — 2004 for a possible step advance effective July 1, 2004. Find determination
is based on the candidate having been paid for the required number of hours and completing 30
hours of Staff Development activitiesin the two (2) consecutive year period.

12



Two Consecutive Year Option

Candidates who are paid on the THR salary table and assigned less than 18 hours per
week may complete the requirements by using the two (2) consecutive year option. Effective
with the 2003/2004 school year, the candidate for Step Advancement must declare by April 151"
in year one which two (2) consecutive school yearswill be used. To do this, the candidate must:

1. Complete the Application for Step Advancement by April 15 and declare which two (2)

consecutive school years to use for Step Advancement purposes. See the sample of the

Application for Step Advancement on page 64.

Accrue 734 hours, including hours paid as a Day to Day Substitute Adult Teacher

3. Complete the required 30 hours of Staff Development activitiesin two (2) years.

4. Submit the form and supporting documents by June 15" of the second year to the Adult
and Career Sdary Allocation Unit in person or by mall.

N

The forms are available online a personnd .adultingtruction.org from any browser. Click
Sep Advance Guides, and thencdlick Forms

13



Coursework
And Grades
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Level | Coursework for a Teaching Credential

Leve | credentid coursework as defined by the State of Californiaand taken at an
accredited ingtitution of higher learning consists of four (4) semester units (120 hours) of
coursework. All Level | coursework mugt be finished by the end of the second year of
employment. Any Leve | coursework may be used to satisfy the Professond Development
requirement for Step Advancement credit. One semester unit (30 hours) of the Leve |
coursawork will satisfy the Staff Devel opment requirement for Step Advancement for one school
year or the two consecutive school year option.  See the sample of the CW Form on page 58.

Level Il Coursework for a Teaching Credential

Leve 1l coursawork conggts of five (5) semester units (150 hours) of coursawork. All
Levd Il coursework must be completed by the end of the fifth year of employment to “clear”
your credentid. Any of the Levd |1 coursework may be used to satisfy the Professond
Development requirement for Step Advancement credit. One semester unit (30 hours) of the
Levd Il coursawork will satisfy the Staff Development requirement for Step Advancement. See
the sample of the CW form on page 58.

Non Accredited University Coursework

The employee must receive pre-gpprova from the on site principa and from the Point
Credit Committee within the Professond Support Branch (Article XV, Sections 1 to 8) on the
CW Form for any coursawork undertaken from a nonaccredited ingtitution. Find determination
of theinitiad requests for Step Advancement credit from non-accredited indtitutions will be
approved or denied by the Point Credit Committee.

After recaiving pre-gpprova from the site administrator on the CW Form to attend a non
accredited indtitution, the employee must dso submit the CW Form to the Salary Point Credit
Committee for pre-gpprova prior to enrollment. To do this, the employee must attach an officid
gtatement or officia cataog to the CW Form describing the class and forward the information to
the Point Credit Committee. The statement or officia catalog for the intended coursework:

Must be directly related to the employee' s current assignment

Must be completed in the same school year it was approved

Must be a detailed description of the course

Must show the number of hours of dasstime

Must show the number of hours of out-of-class preparation

Must show the number of credits granted by the indtitution for the coursework

ouhkhowdpE
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The study for which gpprova is granted must be completed by June 15 in the same
school year it was approved. Step Advancement credit will be granted for gpproved study
satisfactorily completed in semester units or their equivaent. See the sample of the CW Form on

page 58.

For schools where semester units are not used, points will be converted into Step
Advancement credit hours on the following basis:

1. Preparation Type — One (1) point for each 15 hours of ingtruction which hasa
requirement of two (2) or more hours of outside preparation for each hour of instruction.

2. Non-preparation Type — One (1) point for each 30 hours of ingruction which hasa
requirement of less than two (2) hours of outside preparation for each hour of ingtruction.

Both types are equivaent to 30 hours of Step Advancement credit. For further
information, please call the Professiona Support Branch directly at (213) 241-6596. The office
islocated at 333 South Beaudry Avenue on the 25" floor.

Coursework for a Clear Credential or Certificate

For coursework pursued toward a clear credentia or certificate, the employee shal
provide verification thet the classisincluded in the credentid program and that gheis officidly
enrolled in that program, if gpplicable. Upon completion, verification shal be submitted to the
Adult and Career Sdary Allocation Unit in the form of origind official transcripts at the time
Step Advancement credit is requested.  See the sample of the CW form on page 58.

Repeated Coursework

Step Advancement credit for repeated coursework shall not be alowed unlessfive (5)
years have passed since the origind course was teken. The employee must submit an officid
course description or catalog of the repeated coursawork and transcript to the Adult and Career
Sday Allocation Unit.

16



Grades for Accredited Coursework

To receive Step Advancement credit for coursework from an accredited college or
universty the origind officid transcript must verify one of the following:

A letter grade of “C” or better

A number grade equivaent to C or better
Show “ credit”

Show “satidfactory”

Show “pass’

agrLODE

Grades for Non-Accredited Coursework

To receive Step Advancement credit for coursework from a non-accredited college or
universty the origina officid transcript must reved one of the following:

A letter grade of “C” or better

A number grade equivaent to C or better
Show “credit”

Show “ stisfactory”

Show “pass’

agkrwpdE
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Units and Hours
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Prorated Contact Hours

Coursawork that is completed at accredited colleges or universties but that do not meet
the minimum standard requirements for contact hours with the ingructor will be prorated for
Step Advancement purposes. These include but are not limited to:

Extenson Colleges and Universties

Seminars a Accredited Colleges and Universties

Week-End coursework at Accredited Colleges and Universities
Non-Credentid Programs at Accredited Colleges and Universties
Non-Degree Programs at Accredited Colleges and Universties

gagbkhwbdpE

For example, a course for which the university awards one (1) semester unit but which
has only twelve (12) contact hours with the ingtructor of the class will be credited as eight tenths
(.8) of asemester unit for Step Advancement credit.

Excess Units

Any surplus units and/or hoursin excess of the number needed for the required 30 hours
of Staff Development for the one and/or two year options may not be carried over to gpply for
any further Step Advancement credit nor will they be carried over to use a another time.

Unused Coursework Hours and/or Units

The candidate may not carry over coursework hours and/or units from year one (1) if
Step Advancement is not accomplished in the one (1) or declared two (2) consecutive school
years. Any surplus hours and/or units in excess of the number needed for the one (1) and two (2)
year aggregate of 734 hours may not be combined or carried over to apply for any further Step
Advancement credit.

20



No Credit During Paid Time

Teachers cannot be in a paid status for any observations, demongtrations or study
undertaken for Step Advancement credit. If the employee received tuition or any other
reimbursement from the Didtrict for the observations, demonstrations or study, Step
Advancement credit shall not be granted. Observations and/or sudy undertaken must be
performed during unpaid unassigned time.

The exception to theruleis: Step Advancement credit may be granted for study
undertaken during apaid holiday or during the winter/spring recess periods only.

Note: Teachers being observed by other teachers may receive Step Advancement credit during
paid time.

21



Credentials

22



Clear Credential or Certificate

For coursework pursued toward a clear credentia or certificate for which the employee
plans to apply for Step Advancement credit, the employee shdl provide verification that the class
isofficaly included in the credentid program and that sheis officidly enrolled in thet program
if goplicable. Upon completion, verification shal be submitted to the Adult and Career Sdary
Allocation Unit in the form of origind officid transcripts a the time Step Advancement credit is
requested.

Preliminary Adult Designated or Adult Vocational Credential

Teachers holding apreliminary Adult Designated or Adult VVocationd Credentid must
complete the Level | and Leve |1 coursework in order to obtain aclear credentid. All of the
Leve | and Levd Il coursework may be applied toward Step Advancement credit.

Credit may aso be earned through the activities listed below:

Attendance at Conferences

Attendance at Workshops

Attendance at Seminars

Development of Course Outlines

Evduation of Educationa Materids

Presentation of a Demondration Lesson for New Teachers
Presentation of a Workshop

NooakrwbdpE

Professional Growth Activities to Renew the Clear Credentials

Individuas who must complete Professonal Growth activities to renew their credentid
every five years may use those activities toward Step Advancement.

Note: Step Advance credit should not be confused with Professiond Growth activities.

23



Clear Adult Designated or Adult Vocational Credential

Teachers holding a clear Adult Designated or Adult Vocationd Credentid may receive

Step Advancement credit by taking college coursework in the teacher’s subject area or related
area. Step Advancement credit may be granted for the following on an hour for hour basis:

NoobkwdpE

Attendance at Conferences

Attendance at Workshops

Attendance at Seminars

Development of Course Outlines

Evduation of Educationa Materids

Presentation of aDemondration Lesson for New Teachers
Presentation of a Workshop

24



Staff Development
Activities
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Creditable Staff Development Activities

Staff Development activitiesindude but are not limited to the following:

Attendance at Conferences

Attendance at Workshops

Attendance a Seminars

Level | Coursework

Leve 1l Coursework

Development of Course Outlines
Evduaion of Educationa Maerids
Presentation of a Demongtration Lesson for New Teachers
Peer Observations for Teacherson Step A
10 Peer Observations for Teachers on Step B
11. Presentation of a Workshop

12. Co-Presentation of a Workshop

WoNo~wWNE

All other Staff Development activities, such as grant writing, research, innovation of
technology, et cetera, must be pre-gpproved by the Divison Superintendent or hishher designee.

Conference, Workshop and Seminar Attendance

Teachers may receive Step Advancement credit for attendance at a conference, workshop
or seminar on an hour-for-hour basis with pre-gpprova from the principa. See the sample of the
CA form on page 54.

Conference and Workshop Presentations

Teachers may receive Step Advancement credit for a presentation at a conference or
workshop. Ore (1) presentation, regardless of length, is equivaent to ten hours of Step
Advancement credit. See the sample of the CP Form on page 56.

Co-Presentations at a Conference or Workshop

Teachers may receive Step Advancement credit for a co-presentation at a conference or
workshop. The maximum number of co-presenters at one presentation isfive (5). One (1)
presentation, regardless of length, is equivaent to ten (10) hours of Step Advancement credit per
presenter. See the sample of the CP Form on page 56.

26



Teacher Demonstrations

Teachers may receive Step Advancement credit for demonstration lessons on an hour-for-
hour basis with prior gpprova of the principal. See the sample of the D Form on page 60.

Peer Observations

Teachers on Step A may use up to ten (10) of the required 30 hours for peer observation
with pre-gpprova from the Principal. Teachers on Step B may use up to five (5) of the required
30 hoursfor peer observation with pre-gpprova from the principa. See the sample of the O
Form on page 62.

Division Level Staff Development Activities

The Divison levd of Staff Deveopment-related-activities shal be pre-approved by the
Subject Area Supervisors and conducted under their sponsorship. These include but are not
limited to the following Staff Development activities

Curriculum Development

Workshop Presentations

Textbook Evauations

Technology Innovation

LAUSD Professiond Development Classes
Teacher Orientation

Sk whNpE

The Subject Area Supervisorsin the following areas are authorized to pre-approve the
following Staff Development activities conducted under their sponsorship and must issue a
Certificate of Completion to the participant on an hour-for-hour basis, if gpplicable:

English as a Second Language/Citizenship

Adult Basc Xills

Academic Ingruction

Career Technicd Education (Vocationd Education)
Programs for Adults with Disabilities

Programsfor Older Adults

Parent Education

Home Economics

Hedth Occupations

©CoOoNO O~ WNE

Candidates for Step Advancement must submit certificates by June 15 to the Adult and
Career Sdary Allocation Unit. Samples of the Certificates of Completion are on page 70.

27



LAUSD's Professional Support Branch

Teachers paid on the Teachers Hourly Rate (THR) sdary table may aso receive Step
Advancement credit through LAUSD’ s Professiona Support Branch. The salmon colored NA-
Approved and green P Forms are another way to earn and/or request Step Advancement credit.
The NA-Approved Form is used for slary point credit for courses offered and taught by
cooperating organizations outsde LAUSD, including but not limited to museums, zoos, and
music centers. The P Form is used for Point Project Classes taught by LAUSD teachers.

Each available classis given a specid course or project number for identification. The
courses, projects and classes are updated periodicaly in conjunction with DACE and the
Professional Support Branch. The top portion of the NA-Approved and P Formswill be sent to
the Professiona Support Branch by the Ingtructor of the class after satisfactory completion of the
course.

The Professiond Support Branch will approve and forward the NA-Approved and P
Forms to the Adult and Career Sdlary Allocation Unit by June 151" of each school year. The NA-
Approved and P Forms cannot be processed without the appropriate approval and/or course
information. Each NA-Approved and P Form will have the following information on it
gpplicable for Step Advancement credit:

The employee s name

Thetitle of the course

The course number

The number of hours and/or units to be granted
The date of the course

Signature of instructor

The date the ingtructor sgned the form

NouhkowbdE

The NA-Approved and P Forms are used by the Professional Support Branch and are
obtained soldy through that office or its designee. They may not be downloaded from the
internet. See the sample of the NA-Approved Form on page 66 and the sample of the P Form on

page 68.

For more information, see Memorandum Number M-5 entitled Staff Devel opment Point
Project Classes on page 76.

28



To receive Step Advancement credit for classes taken through the Professona Support
Branch, dl of the following will apply:

o

The class must be in the employee’ s subject area or arelated area

2. Credit for classes that require outside study or preparation shdl be allowed on the basis
of one (1) sdary point for each 15 hours with the instructor plus 30 hours or more of
outside study or preparation

3. Credit for classesthat do not require outside study or preparation shall be dlowed on the
bas's of one sdlary point for each 30 hours of satisfactory completion

4. Onesday pointisequivaent to 30 hours of Step Advancement credit

5. Participants may be asked to purchase class materias

We encourage dl teachers paid on the THR Saary Table to take advantage of
Professona Development opportunities. For additiona information including acomplete ligt of
available classes that qudify for Step Advancement credit, please call the Professona Support
Branch office at (213) 241-6596 or vist their website at www.lausdsalary.net and click on
Professional Devel opment.

Certificate of Completion for 30 or More Hours

Certain vocationa and/or other subjects may require periodic updates for skills and/or
information to keep current. The Professional Support Branch sponsors many of these activities
and may offer a Certificate of Completion for satisfactory completion of the course. Usudly, the
certificates are for 30 or more hours instead of points because the classes do not meet the
requirements as stated previoudy for semester units, quarter units or Continuing Education
Units, et cetera. The certificates for these types of activities are acceptable for Step
Advancement credit only when the following applies

1. Thecdassmug beinthe employee s subject areaor arelated areato the current
assgnment

2. Theorigind cetificate is submitted to the Adult and Career Sdary Allocation Unit for
Step Advancement Credit

3. Theorigind cetificate isfor 30 or more hours

4. The certificate is earned during the current school year or two (2) consecutive school
yearsinitidly requested

5. Theemployeeispad on the THR sdary table for 734 hoursin the previous one or two

(2) consecutive school years

The origind certificate is submitted by June 151" for Step Advancement credit

The origind certificate is accompanied by an gpproved coursework (CW) Form.

No

See the sample of the Certificates of Completion on page 70.
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Certificates of Completion for Less than 30 Hours

Certain Staff Development activities sponsored by the Divison of Adult and Career
Education (DACE) and many of those offered by Professona Support Branch are for less than
30 hours for which the participant will receive a Certificate of Completion. Each certificateis
gpplicable towards Step Advancement credit. The employee should hold certificates until She
has an accumulated total of 30 or more hours in certificates and/or other activities that tota 30
hours or more. Once the employee has earned 30 hours worth of Staff Development activities,
s’he may submit the certificates, appropriate forms and documents with the Application for Step
Advancement credit to the Adult and Career Sdary Allocation Unit by June 157, Seethe
samples of the Certificates of Completion on page 70.

Certificate of Completion for NA-Approved Classes

A Certificate of Completion may aso be awarded for participants of certain NA-
Approved classes, however, the employee should not submit the Certificate of Completion with a
CW Formiif they have received the bottom portion of saimon NA-Approved Form or if they
know that the NA-Approved Form is being submitted to the Adult and Career Sdary Allocation
Unit by the Professona Support Branch.

Under no circumgtances is the employee digible to receive Step Advancement credit
twice for the same coursawork.

Certificate of Completion

Before the Adult and Career Sdlary Allocation Unit can grant Step Advancement credit,
the origind Certificate of Completion must accompany the appropriate form and include the
following informatiorn

Employeg' s name

Title of class or activity

Tota number of hours

Ending date of the class or activity

Instructor’s or Subject Area Supervisor's/Advisor’s Sgnature and date

Professiona Support Branch designee’s or DACE adminigrator’ s Sgnature and date
DACE Superintendent’s signature and date (if applicable)

Nouk~kwdpE

See the samples of the Certificates of Completion on page 70. Origind Certificates of
Completion will be returned to the employee upon written request.

30



No Credit During Paid Time

Teachers cannot be in apaid status for any observations, demongtrations or study
undertaken for Step Advancement credit. If the employee received tuition or any other
reimbursement from the Didtrict for observations, demongtrations or study, Step Advancement
credit shal not be granted. Observations and/or study undertaken must be performed during
unpad unassgned time.

The exception to theruleis: Step Advancement credit may be granted for study
undertaken during apaid holiday or during the winter/spring recess periods only.

Note: Teachers being observed by other teachers may receive Step Advancement credit during
paid time.

Staff Development Activities Completed Prior to July 1, 2003

Step Advancement credit shdl not be granted for any Staff Development activities
completed prior to July 1, 2003.

Teaching Professional Support Branch Classes

Teachers paid on the THR sdary table may be digible to receive double Step
Advancement credit for teaching the Professona Support Branch classes. Employeeswho are
interested in teaching classes for the Professiona Support Branch office should contact them
directly at (213) 241-6596 for more detalls.
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Step Advancing from Step “A to Step “B”

To advancefrom Step “A” to Step “B”, the candidate must have been paid on the (THR)
sdary table for 734 hours and completed 30 hours of Staff Development activities within the
current school year. Up to ten (10) hours of the 30 hours required may be used for teacher
observation.

Step Advancing from Step “B” to Step “C”

To advance from Step “B” to Step “C”, the candidate must have been paid on the (THR)
sdary table for 734 hours and completed 30 hours of Staff Development activities within the
current school year. Up to five (5) hours of the 30 hours required may be used for teacher
observation.

Step Advancing from Step “C” to Step “1”

To advancefrom Step “C” to Step “1”, the candidate must have been paid on the (THR)
sdary table for 734 hours and completed 30 hours of Staff Development activities within the
current school year.

Step Advancing from Step “1” to Step “2”

To advance from Step “1"to Step “2”, the candidate must have been paid on the (THR)
sdary table for 734 hours and completed 30 hours of Staff Development activities within the
current school year.

Step Advancing from Step “2" to Step “3”

To advancefrom Step “2” to Step “3”, the candidate must have been paid on the (THR)
sdary table for 734 hours and completed 30 hours of Staff Development activities within the
current school year.
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Step Advancing from Step “3” to Step “4”

To advance from Step “3” to Step “4”, the candidate must have been paid on the (THR)
sdary table for ten consecutive years as described in Article XXI, Section 4.7b (1).

The candidate must have dso completed 30 hours of Staff Development within the five
(5) yearsimmediately preceding the school yeer in which the 4™ Step is to become effective.

Skipping Over THR Salary Steps

Teachers paid on the THR sdary table may advance only one step per year or one step
per two (2) consecutive years.

Applying for Step Advancement Credit

Applications for Step Advancement credit for Staff Development activities, training, or
coursework:

1. Must be submitted on the gppropriate Didrict form. See the Forms section beginning on
page 39.

2. Must meet dl established requirements specified in the LAUSD/UTLA Agreement.

3. Must be reated to the employee’ s current assignment.

4. Must be rdated to the curriculum subjects commonly taught in the Divison of Adult and

Career Education

May lead to an advanced degree in the subject(s) currently taught

Must meet the renewa requirements for the acquisition of a current teaching credentia or

certificate.

o u

When 30 hours of Staff Development have been accumulated, the employee can submit
the origina sgned document/s dong with the Application for Step Advancement to the Adult
and Career Sdary Allocation Unit. All documents verifying completion of 30 hours of Staff
Development must be submitted at one time by June 15 for Step Advance to go into effect on
Jduly 1.

The employee must aso meet the required 734 hours applicable for the one (1) or two (2)
consecutive school year option. Step Advancement credit will be granted upon filing provided
that al requirements are met.



Candidates who are paid on the THR salary table and assigned less than 18 hours per
week may complete the requirements in two (2) consecutive years. The candidate for Step
Advancement must declare by April 157 in year one which two (2) consecutive school yearswill
be used. To do this, the candidate must:

1. Complete the Application for Step Advancement by April 157 and declare which two (2)
consecutive school years to use for Step Advancement purposes. See the sample of the
Application for Step Advancement on page 64. Theforms are avallable online. Go to
personnd .adultingtruction.org from any browser. Click Step Advance Guides, and then
click Forms

2. Accrue 734 hours, including hours paid as a Day to Day Subgtitute Adult Teacher

3. Complete the required 30 hours of Staff Development activitiesin two (2) years.

4. Submit the original supporting documents by June 15" to the Adult and Career Sdlary
Allocation Unit in person or by mall.
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Dates to Remember
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Important Dates

April 15" - Teachers paid on the THR salary schedule assigned less than 18 hours per
week who are candidates for Step Advancement must declare which two (2) consecutive yearsto
use to Step Advance. Candidates may complete the requirements by using the two (2)
consecutive year option.  Effective with the 2003/2004 school year, the candidate for Step
Advancement must declare by April 157 in year one which two (2) consecutive school years will
be used. To do this, the candidate must:

1. Complete the Application for Step Advancement by April 15" and declare which two (2)
consecutive school years to use for Step Advancement purposes. See the sample of the
Application for Step Advancement on page 64. The forms are available online. Go to
personnel .adultingruction.org from any browser. Click Step Advance Guides, and then
click Forms.

2. Accrue 734 hours, including hours paid as a Day to Day Subgstitute Adult Teacher

3. Complete the required 30 hours of Staff Development activities in two (2) years.

4. Submit by June 15™ the origina supporting documents to the Adult and Career Sdary
Allocation Unit in person or by mail.

June 15" - Teachers paid on the THR sdary schedule who are candidates for Step
Advancement may apply by completing the Application for Step Advancement by June 15",
Candidates must also submit al officid and/or origind documentsin one (1) packet to the Adult
and Caregr Sdary Allocation Unit a that time. If a Step Advance is merited, it will be effective
onJduly 1°.

Coursework Completion Date

All coursework and/or Staff Development activities for Step Advancement credit must be
concluded by June 15™" of the same school year in which it was pre-approved.

Due Date for Staff Development Documents

All required documerts for Step Advancement credit must be received by the Adult and
Career Sadary Allocation Unit no later than June 15", If the candidate qudifies for a Step
Advance, the effective date will be July 1%,
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Filing Date

The filing date of the Step Advancement gpplication isthe date that it is received in the
Adult and Career Sdary Allocation Unit or the date that it is postmarked if sent by United States
mail. Candidateswill be notified in writing viaU. S. mail of acceptance or denid of Step
Advance credit.

Protest Period

A protest of any Step Advance credit or lack thereof must be filed in writing with the
Adult and Career Sdary Allocation Unit no later than 30 days from the date on the Step Advance
receipt. Falureto file such a protest will congtitute acceptance or lack of the Step Advancement
credit.
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General Information

The following forms were created to be used by the Adult and Career Sdary Allocation
Unit for processing the Step Advancements for employees paid on the THR sdary table. All of
these forms may be downloaded from the internet. For additional information, please visit the
website at personnel.adultingruction.org from any browser. Click Step Advance Guides then
cick Forms

Step Advance Application

The Step Advance Application is used by candidates requesting a Step Advance and/or to
designate the two (2) consecutive years to be consdered towards a Step Advance. It should be
submitted by April 15 of the first school year for those candidates requesting to aggregate two
(2) consecutive school years for Step Advancement credit. Otherwise, submit the gpplication
and supporting documents by June 15 of the current school year to the Adult and Career Sdary
Allocation Unit. See the sample of the Applicationfor Step Advance on page 64.

Conference or Workshop Attendance (CA) Form

The Conference/Workshop/Seminar Attendance (CA) Form mis used to apply the
attendance at certain conferences, workshops or seminars toward Step Advancement credit.
Submit the CA Form and supporting documents by June 15 of the current school year to the
Adult and Career Sdary Allocation Unit. See the sample of the CA Form on page 54.

Conference or Workshop Presentation (CP) Form

The Conference/Workshop Presentation (CP) Form is used to gpply a
Conference/Workshop Presentation toward Step Advancement credit. Submit the CA Form and
supporting documents by June 15 of the current school year to the Adult and Career Sdary
Allocation Unit. See the sample of the CP Form on page 56.

Coursework (CW) Form

The Coursework (CW) Form is used to apply coursework toward Step Advancement
credit. Submit the CW Form and supporting documents by June 15 of the current school year to
the Adult and Career Sdary Allocation Unit. . See the sample of the CW Form on page 58.
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Demonstration (D) Form

The Demondration (D) Form is used to gpply demonstrations toward Step Advancement
credit. Submit the D Form and supporting documents by June 15 of the current school year to
the Adult and Career Sdary Allocation Unit. See the sample of the D Form on page 60.

Observation (O) Form

The Observation (O) Form is used to gpply observations toward Step Advancement
credit. Submit the O Form and supporting documents by June 15 of the current school year to
the Adult and Career Sdary Allocation Unit. See the sample of the O Form on page 62.

Professional Support Branch General Information

Thesdmon NA-Approved Forms and the green P Forms are only used by the ingtructors
for the Professond Support Branch of the Los Angeles Unified School Didrict. The NA-
Approved Form is used for salary point credit for courses offered by cooperating organizations
outsde LAUSD. The P Formisused for Point Project Classes.

Effective July 1, 2003, these forms can aso be used to meet the Professiona
Development requirement for Step Advancement credit to teachers paid on the THR Sdary
Table. The sadary point credits will be converted into hours for Step Advancement credit. The
sample of the NA-Approved Form ison page 66 and the sample of the P Form is on page 68.

For more information, please read and refer to the pink Memorandum No. M-5, entitled
‘ Saff Development Point Project Classes,” dated August 23, 2002, found on page 76.

Where to Obtain Forms

The formslisted at the top of the following chart were dl created by the Adult and Career
Sdary Allocation Unit to be used for processing Step Advances for teachers paid onthe THR
sdary table.
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Chart of Forms

Theformslisted on the chart below that are identified with this symbol (*), are submitted
by the ingtructors for the Professona Support Branch

Name of Form

Reason for Form

Where to Obtain the Form

Application for Step Advance Step Advancement Adult Sdary Allocation
Iwebsite
Conference/Workshop/Seminar | Conference/Workshop/Seminar Adult Sdary
Attendance(CA) Form Attendance Allocation/webste
Conference/Workshop Conference/Workshop Adult Sdary
Presentation (CP) Form Presentation Allocation/webste
Coursawork (CW) Form College Coursework Adult Sdary

Allocation/webste

Demondration (D) Form Demondtration Lesson Adult Sdary
Allocation/website
Observation (O) Form) Observation of a Teacher or Adult Sdary
Class Allocation/website
Non-Accredited-Approved LAUSD Non Accredited Instructor, Prof. Support Br.
(NA-A) Fornv Classes

Point Projects Class (P) Form*

LAUSD Point Project Class

Instructor, Prof. Support Br.

The Adult and Career Sdary Allocation Unit forms can be downloaded from the internet.
Vigt the website at personne.adultingruction.org from any browser. Click Sep Advance

Guides, then, dick Formsor cdl the Adult and Career Sdary Allocation Unit office directly at
(213) 241-3178 for more information

The forms used by the ingtructors of the Professond Support Branch can not be
downloaded from the internet. For more information, please call the Professiona Support

Branch at (213) 241-6596.
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Pre-Approval Process

The Staff Development reated activities that qualify for Step Advancement credit must
be pre-approved by the principa assgned to the ste. These include but are not limited to the
following Staff Development activities

College Coursework

Conducting a Demondration Lesson
Conference/Workshop/Seminar Attendance
Conference/Workshop Presentation
Classroom Observation

Co-Presentation a a Conference or Workshop
LAUSD Professond Development Classes
New Teacher Orientation

ONoO~WNE

All coursework and/or Staff Development activities for Step Advancement credit must be
concluded by June 15" of the same school year in which it was pre-approved.

Pre-Approval at the Division Level

The Divison leve of Staff Development rdated activities must be pre-approved by the
Subject Area Supervisors and conducted under their sponsorship. Theseinclude but are not
limited to the following Staff Development activities:

Curriculum Development
Workshop Presentations
Textbook Evauations
Technology Innovation
Course Outline Devel opment

gagbkhwbdpE



Approval from the Subject Area Supervisors

The Subject Area Supervisorsin the following areas are authorized to pre-approve the
following Staff Development activities conducted under their sponsorship:

English as a Second Language/Citizenship

Adult Basc ills

Academic Ingtruction

Career Technical Education (Vocationa Education)
Programs for Adults with Disabilities

Programsfor Older Adults

Parent Education

Home Economics

Hedth Occupations

CooNoO~ WNE

Post Approval

Upon completion of Professond Development activities, the principd or the subject area
supervisor or Divison adminigirator must Sign the appropriate Staff Devel opment form before
Step Advancement credit shdl be granted by the Adult and Career Sdary Allocation Unit.
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Supporting Documents

All supporting documents for Step Advancement credit must be origind with the origind
sgnature/son it. Copies of supporting documents are not acceptable and will be returned to the
sender. Documents must be in English or accompanied by an English trandation/eva uation.

Original Official Transcript/s

Transcripts that are submitted to the Adult and Career Sdary Allocation Unit for Step
Advancement credit must be the origind officia documents with the sedl and officid sgnature
from the college or universty. There are no exceptions. The officid envelope may be opened
by the applicant to verify the coursework. Documents must bein English or accompanied by an
English trandaion/evauation.

Submission of Documents

The Application for Step Advancement and dl origina and or officid documents
verifying completion of 30 hours of Staff Development must be submitted in one packet no later
than June 151" for the Step Advance to go into effect on thefollowing July 1.

Applicable forms and origina officid supporting documents may be received by the
Adult and Career Sdary Allocation Unit in three (3) convenient ways. All are acceptable. They
are asfollows

1. Origina and/or officid gpplications, forms and supporting documents may be delivered
in person to the Adult and Career Salary Allocation Unit. The office is on the 18" floor
of the Beaudry building which is on the corner of Beaudry Avenue and West Third Street
near the Harbor Freaway (#110). The addressis 333 South Beaudry, Los Angeles,
Cdifornia 90017. When you step out of the elevator on the 18" floor, please cometo the
counter and ask for the Adult and Career Sdlary Allocation Unit and sign-in on the dip
board.

2. Addressthe envelope via school mail to: Adult and Career Personnel Services, Adult and
Career Sdary Allocation Unit, Beaudry Building 18" Floor. No postageis required.
Place envelopesin the schodl Site mail bag

3. Some employess like to place documents and formsinto the U.S. mal. If so, please
address the envelope as follows: LAUSD, Divison of Adult and Career Education
(DACE), Adult and Career Personndl Services, Adult and Career Sdlary Allocation Unit,
18™ Floor, Post Office Box 3307, Los Angeles, Cdifornia 90051. Please remember to
affix the appropriate amount of postage.
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Late Documents

Step Advancement packets received after the deadline will be returned to the sender.

Incomplete Packets

Incomplete Step Advancement packets will be returned to the sender for possible
resubmission

Missing Information

Step Advancement packets with missng information, i.e. pre-approval, sgnaturel's, post-
approvd, et ceterawill be returned to the sender for possible resubmission
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Address of the
Adult and Career
Salary Allocation Unit
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Adult and Career Salary Allocation Unit Address:

The Adult and Career Sdlary Allocation Unit’s addressis 333 South Beaudry Avenue on
the 18™ floor in the city of Los Angeles, Cdlifornia. It is on the south west corner of Beaudry
Avenue and West Third Street near downtown Los Angeles. We are one block west of the
Harbor (#110) Freeway and just a couple of blocks east of the old Third Street Annex. To get to
the new facility, please follow either of the directions below.

Northbound Directions

Travel north on the Harbor (#110) Freeway:

Exit at West Third Street

Turninto the left lane

Come up the hill one block to Beaudry Avenue

Turn left onto Beaudry Avenue

The building is on the southwest corner of Beaudry Avenue and West Third Street on the
right sde of the street.

Sk whNpE

Southbound Directions

Travel south on the Harbor (#110) Freeway:

Exit on Third Street

At thetraffic dgnd, turn left onto Beaudry Avenue

Trave south up the hill %2 block to the traffic Sgndl

Cross the dreet a the traffic Sgnd.

The building is on the southwest corner of Beaudry Avenue and West Third Street on the
right Sde of the street.

ouhhwbdpE

Parking

Thereare no vidtors parking privilegesingde the Beaudry building. 1t ishighly
recommended that al visitors to the new headquarters facility use the Boylston Street parking lot
to park their vehicles. The Boylston Street parking lot isidentified asan LAUSD vistor's
parking lot. It islocated on the northwest corner of Boylston Street between West Third Street
and Miramar. See the map on page 51.
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Petrons should enter from the Miramar side of the parking lot. The Boylston Street lot
opens at 6:00 o' clock am. and closes at 6:00 o’ clock p.m. Monday through Friday. Vdidetion
for parking in the LAUSD Boylston Street Iot will be provided upon request by going to the
counter located on the 18™ floor.

There are other parking lotsin the area but we do not vaidate for them. Thereisaso
plenty of convenient parking in the immediate vicinity surrounding our new facility such as
metered parking and free curbside parking. If thisisyour choice, please remember to read the
posted signsto avoid being cited.

Map

The map below isfor your convenience. The star represents the Beaudry building. The
car represents the Boylston Street parking lot.

i
——=———1000 it

@007 Yahoo! Inc
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Website Address

The Adult and Career Sdary Allocation Unit informetion is available online a
personnd .adultingruction.org.

Telephone Number

The telephone number to the Adult and Career Salary Allocation Unit is (213) 241-3870.
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Notes on Staff Development Activities

Date

Activity

Number of Hours
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