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PERSONNEL SUPPORT  

*Note: Communicating frequently with the Regular-Day Teachers will give you 

greater knowledge of your studentsô needs.  

District Lead Teachers will make weekly rounds to classrooms, assist with 

discipline, make personnel decisions, and provide curriculum/instruction 

support. 

District Lead Teachers 

The Educational Options office staff is ready to assist you: 
 Dallas Plaa: 
 Coordinator Ext. 1554 

 Alma Ayala: 
 Administrative Assistant Ext. 1263 

 Tera Bennett:  
 Personnel Ext. 1556 

 Marilyn Lozano: 
 Attendance Ext.1252 

 Rosa Ruiz: 
 Curriculum/Supplies Ext.1260 

Maria Cuevas 

CF, CAS, LUC 

209-485-3371 

Emily Bryan 

ADK, DP, VP 

209-380-1009 

Dean Dewing 

LR, SNC, SV 

209-872-3326 

Shannon Baca 

JH, WW, WP 

209-484-3758 

    



 

 

ASES  

What do Recreational Supervisors do?? 
 

Your Recreational Supervisor willé 

ß Provide and collect student attendance sheets. 

ß Provide the Payroll Attendance Log. 

ß Accepts discipline referrals. 

ß Assist with curriculum crate check-out and check-in. 

What do Recreation Leaders do?? 
 

Recreational Leaders are sometimes available to aide in 

classrooms, as directed through the Recreational Supervisor.  

ASES ADMINISTRATIVE ASSISTANTS 

ASES Administrative Assistants manage the ASES program and oversee the 

Recreational Supervisors along with all ASES staff. They also assist District 

Lead Teachers when they are preoccupied with site situations. 

Amy Hamill Shelly Madrigal Lorenzo Armendariz 

   



 

 

School Starts Ends 

Adkison 2:55 4:25 

Beaver 3:25 4:55 

Carroll Fowler 3:15 4:35 

Caswell 3:05 4:35 

Don Pedro 3:30 5:00 

Hidahl 3:05 4:35 

La Rosa 3:05 4:35 

Lucas 3:15 4:45 

Sam Vaughn 2:55 4:25 

Sinclear 2:55 4:25 

Virginia Parks 3:15 4:45 

Walter White 3:25 4:55 

Westport 3:40 4:35 

AIP START AND END TIMES 



 

 

AIP FIRST WEEK SCHEDULE 

SECOND DAY 

Segment Time Description 

AIP Start On time 1. Arrive on time. 

2. Meet students on the yard. 

3. Lead class to your classroom. 

Instructional 

Time 

45 min. 1. Take attendance; review rules and procedures. 

2. Follow curriculum pacing guide. 

Homework Time 35 min. Assist students with their regular-day homework. 

Clean-up/Dismiss 10 min. 1. Review proper clean-up procedures. 

2. Clean-up room. 

3. Walk students to the cafeteria. 

Prep Time 30 min Your prep time will start after AIP ends. 

Segment Time Description 

AIP Start On time 1. Assist ASES with dividing students into grade levels . 

2. Lead students to the meeting area for the assembly. 

Assembly 30 min. Help students sit by grade level (principal will conduct    

assembly). 

Class Creation  30 min. Lead your class to classroom. 

 

Goal:  AIP site average minimum of 10 per class. 

Class Time 35 min. 1. Take attendance; review rules and procedures. 

2. Assist with homework. 

3. Review proper clean-up procedures. 

Clean-up/Dismiss 10 min. 1.  Clean room. 

2.  Walk students to the cafeteria for check-out. 

Prep Time 30 min Normally the last 30 minutes of the day will be prep time,  

in this case, this time should be  utilized to pick up           

curriculum and supplies. 

FIRST DAY 



 

 

DAILY TEACHER RESPONSIBILITIES 

Segment Time Description 

Preparation 5 min. prior Arrive on time (5 minutes prior to AIP starting) 

AIP Start Start Time Take attendance during the first 15 minutes. 

Instruction 45 minutes  ELA or Math (Educeri) 

Tuesdays, Wednesdays, & Thursdays 

Homework 40 minutes Assist with homework. 

Clean-up/

Dismiss 

5 min. before 

End Time 

¶ Clean room. 

¶ Turn in your signed attendance sheets. 

¶ Walk students to the cafeteria. 

Prep Time 25 min. after  

Instructional 
¶ Teach the curriculum  

¶ Utilize student engagement strategies. (see CUSD Instructional Norms, pg. 8) 

¶ Classes are 90 minutes: 45 minutes of instruction followed by 45 minutes of 

homework assistance. (Please do not deviate without authorization) 

***HAVE DAILY OBJECTIVE VISIBLE.*** 

Facilities 
¶ Maintain room environment, keep clean, monitor students, and store supply 

box appropriately. 

¶ Care for site facilities (monitor restroomsðone visit before class begins). 

Paperwork 
¶ Pick up student attendance sheets, complete and return to your Recreational 

Supervisor. 

¶ Sign the Payroll Attendance Log through your Recreational Supervisor.  

Communication 
¶ It is important that you check your example@ceres.k12.ca.us email frequently. 

Any information related to AIP will be sent to this email. If you have any   

questions please contact us.  



 

 

INSTRUCTIONAL NORMS 


