
 
 
 
 
 
 

TITLE: 
 

SCHOOL SITE CHANGES IN ASSIGNMENT 
HOURS OF SPECIAL EDUCATION 
ASSISTANTS/TRAINEES  
 

NUMBER: 
 

REF-752 

ISSUER: 
 

Donnalyn Jaque-Antón, Associate Superintendent 
Division of Special Education 
 

DATE: February 2, 2004 
 

PURPOSE: 
 

The purpose of this Reference Guide is to provide procedures for school site 
administrators to follow when requesting a change in assignment hours of a 
special education assistant or trainee at a school site.   
 

MAJOR 
CHANGES: 
 

None 
 

BACKGROUND: Special education assistant/trainee positions include: (1) baseline assistant/trainee 
positions assigned to a special day class (SDC); (2) baseline assistant/trainee 
positions assigned to the resource specialist program (RSP); and (3) assistant/ 
trainee positions assigned as additional adult assistance for instructional program 
support (i.e., temporary support assistant, health care assistant, etc.). 
 
Special education assistants/trainees are assigned on the basis of one of two 
categories:  
 
(1) “Status 1” (which includes permanent and probationary employees); or  
 
(2) “Substitute Status.” 
 

INSTRUCTIONS: School site administrators need to remember all of the following information 
when considering a change in the assignment hours of an assistant or trainee: 
 

 Assistants/trainees in Substitute Status may be bumped at anytime when a 
Status 1 employee is available to work; 

 
 The RSP baseline assistant/trainee position is assigned for five (5) hours 

unless the RSP position is split half-time between two schools, in which case 
the assignment is for six (6) hours; 

 
 SDC baseline assistant/trainee positions are assigned for six (6) hours (except 

for PSI classes, which are five [5] hours) regardless of the level or calendar 
schedule; and 

 
 Additional adult assistance positions are assigned according to the hours 

indicated in the Individualized Education Program (IEP). 
 

Reference Guide No. REF-752 
Division of Special Education 

 
Page 1 of 2 February 2, 2004

LOS ANGELES UNIFIED SCHOOL DISTRICT 
REFERENCE GUIDE 

ROUTING 
All Locations 
Local District  
   Superintendents 
Local District Directors 
Local District Special  
   Education Coordinators
Principals 
Teachers 



 
 
 
 
 

INSTRUCTIONS: 
 

Due to contractual agreements and seniority policies, assignments for the 
following employees may not be changed at the school site level: 
 

 Employees assigned to seven (7) or eight (8) hour positions may not have 
their hours reduced to four (4), five (5) or six (6) hours at the school level. 

 
 Employees assigned to four (4), five (5) or six (6) hour positions may not 

have their hours increased to seven (7) or eight (8) hours at the school level. 
 

 Employees who are in Substitute Status may not be changed to Status 1 at the 
school level. 

 
 Status 1 employees may not be changed to Substitute Status at the school 

level. 
 
When an administrator needs to change the assignment hours of an 
assistant/trainee at a school site, the following procedures must be followed: 
 
1.  Contact Classified Assignments Branch at (213) 241-3900 to determine the 

current status of the employee(s) involved in the assignment change. 
 
2.  Complete Form SE-65 (Attachment A) to request approval for a change in 

assignment hours and fax it to the Classified Assignments Branch at         
(213) 241-6805. 

 

APPROVAL 
PROCESS: 
 

1. If Classified Assignments Branch approves the request for a change in 
assignment hours for a special education assistant/trainee, the request will be 
forwarded to the Division of Special Education for approval by the Associate 
Superintendent.  

 
2. If the request is approved by the Division of Special Education, a final copy 

of the approved request will be faxed to Classified Assignments Branch, the 
school site administrator and the Local District Special Education 
Coordinator. 

 
3. The effective date of the approved change of assignment hours is the date the 

SE-65 form is received at the school site with all the required approval 
signatures. 

 
RELATED 
RESOURCES 
 

None 

ATTACHMENTS Attachment A: “School Site Special Education Assistant/Trainee Assignment  
                          Hour Change Request” form. 
 

ASSISTANCE For assistance or further information, please contact Chieko Rupp, Director, 
Program/Fiscal Accountability, Division of Special Education at (213) 241-6701 
or chieko.rupp@lausd.net. 
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TO:      Classified Assignment Branch                                           DATE:________________________ 

 
FROM:    ___________________________________, Principal     SCHOOL:_________________________________  LOCAL DISTRICT:______ 

 
CONTACT PERSON:____________________________________________, POSITION:____________________________ 

 
TELEPHONE #: (_______)________________________________________ E-MAIL ADDRESS:______________________________ 
 
I would like to request a change of the following employee assignments.  My staff and I aware that the information on this form must be complete and accurate 
in order for the request to be processed and that the change may take place only after we have received the form with Associate Superintendent’s signature. 
 

 Change FROM: TO: 

Assistant/Trainee Name(s)/ 
Employee # 

Status / # of Hours 
Assigned 

Position: 
TSA , SDC Baseline or 

RSP Baseline 
If TSA, Indicate Student 

Name and Program 
Status / # of Hours 

Assigned 
Position: 

TSA , SDC Baseline 
or RSP Baseline 

If TSA, Indicate Student Name 
and Program 

       

       

       

       

  
 
Reviewed and approved by: __________________________________________________    Date: __________________ 
                     School’s Administrator’s Signature 
 
  
Approved by: _______________________________________       Date: ____________         Approved by: ___________________________________________    Date: ________________ 
  Classified Assignments Branch                                    Donnalyn Jaque-Antón, Associate Superintendent 

SE65 FORM 
 

SCHOOL SITE SPECIAL EDUCATION ASSISTANT/TRAINEE ASSIGNMENT HOUR CHANGE REQUEST 

Los Angeles Unified School District 
DIVISION OF SPECIAL EDUCATION 

Please print or type all 
information except for signatures. 

R
eference G

uide N
o. R

E
F-752 

February 2, 2004 
A

T
T

A
C

H
M

E
N

T
 A

 


