Proposition “A” Funding for certificated Student Support Services Staff:
1. School site administrator for itinerant staff or SSSD Manager for central office staff approves the 18 hours of Prop “A” Professional Development hours to be used.  See Prop “A” Guidelines attached. 

· Up to 6 hours in equity-Centered Professional Learning Communities

· Up to 6 hours supporting site’s Balanced Scorecard implementation

· Up to 6 hours in District initiatives supported by APD & SSS

2. Certificated employee attends Prop “A” approved PD.  PD provider signs Passport with date and time of day, number of hours under PD Type, and short description of PD and returns to employee.  See Prop “A” Passport.
3. The site administrator (or SSSD manager for central office staff) approves and signs payment request for all PD.   Deadline for completion of PD is April 10, 2010. Employee provides copy of the Passport to their payroll staff person and the Passport will be reviewed by the employee’s SSSD Manager.  Payroll support staff will log Prop “A” hours to be paid and process payments.  
4. Payments will be processed once.  Employee turns in a copy of the Passport to payroll support staff.  Final deadline to turn in Passport is with the timesheet due May 20, 2010.  (Passport may be turned in earlier if ALL hours are completed.)
Proposition “A” Funding for classified Student Support Services Staff:

1. School site administrator for itinerant staff or SSSD Manager for central office staff approves the 18 hours of Prop “A” Professional Development hours to be used (classified staff who are not year-round and attended the SSSD orientation were paid for 6 hours the Friday before school began or 6 hours on one of the three days prior to the opening of school).  Classified central staff personnel who are year-round still have 18 hours.  See Prop “A” Guidelines attached. 

· Up to 12 hours supporting site’s Balanced Scorecard implementation and planning with teachers (6 hours before school began taken from here)
· Up to 6 hours in District initiatives supported by APD & SSS

2. Classified employee attends Prop “A” approved PD.  PD provider signs Passport with date and time of day, number of hours under PD Type, and short description of PD and returns to employee.  See Prop “A” Passport.

3. The site administrator (or SSSD manager for central office staff) approves and signs payment request for all PD.  Deadline for completion of PD is April 10, 2010.  Employee provides copy of the Passport to their payroll staff person and the Passport will be reviewed by the employee’s SSSD Manager.  Payroll support staff will log Prop “A” hours to be paid and process payments.  
4. Payments will be processed once.  Employee turns in a copy of the Passport to payroll support staff.  Final deadline to turn in Passport is with the timesheet due for the May 12-May 25 pay period.  (Passport may be turned in earlier if ALL hours are completed.)
