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GENERAL INFORMATION

The Community

Beverly Hills, with a population of 34,000 residents, is bounded on all sides by
the City of Los Angeles. It is eight miles west of the Los Angeles Civic Center
and six miles from the Pacific Ocean. Although noted for its many celebrity
residents, the city has a population that primarily consists of the professional
and business people.

Many residents have been attracted to Beverly Hills because of their high
regard for the school district's educational program. Because of strong
cultural, artistic and educational backgrounds parents expect an outstanding
instructional program and are committed to excellence in education.

The District

The Beverly Hills Unified School District consists of three TK-5 Elementary
Schools, one 6-8 Middle School and one 9-12 High School. The TK-12
enrollment is approximately 3,300 students.

The district employs approximately 320 certificated and 234 classified
personnel. The staff is extremely dedicated and highly qualified.

BHUSD is recognized nationally as a leader in education. Students have
consistently scored far above national averages on standardized achievement
tests.

A five member Board of Education is elected by voters to staggered, four-year
terms. The Superintendent serves as the District's chief administrative officer
and as secretary to the Board of Education.

Board of Education

Noah Margo, President
Dr. Amanda Stern, Vice President
Rachelle Marcus, Member
Judy Manouchehri, Member
Mary Wells, Member

District Administration

Dr. Michael Bregy, Superintendent
Laura Collins-Williams, Assistant Superintendent, Student Services
Raphael Guzman, Assistant Superintendent, Business Services
Dustin Seemann, Assistant Superintendent, Education Services
Dr. Matthew Horvath, Assistant Superintendent, Personnel Services
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Dear Substitute Teacher,

Welcome to the Beverly Hills Unified School District. As a substitute teacher
you are a valuable member of our educational team. Without you, we could
not fulfill our mission of providing a positive and challenging learning
environment for our young people. The information contained in this
handbook is intended to assist you in performing your duties.

Substitute teacher pay for the 2022-2023 school year is $221.43 per day for
short term (less than 16 days in one assignment) and $286.76 per day for long
term (after reaching the 16'" consecutive day in same assignment).

Again, on behalf of our staff and students, thank you for joining our
educational team, and the best of luck to you in your professional service to
our district.

Sincerely,

/? < A
Matthew Horvath, Ed.D.
Assistant Superintendent, Personnel Services

e



BEVERLY HILLS UNIFIED SCHOOL DISTRICT

255 South Lasky Drive
Beverly Hills, CA 90212

(310) 551-5100

http://bhusd.or

SCHOOLS AND PRINCIPALS

Hawthorne School

624 N. Rexford Drive, 90210
(310) 229-3675

Fax: (310) 276-5023

Horace Mann School

8701 Charleville Boulevard, 90211
(310) 229-3680

Fax: (310) 652-8841

Beverly Vista Middle School
200 S. Elm Drive, 90212

(310) 229-3669

Fax: (310) 275-3532

Beverly Hills High School
241 Moreno Drive, 90212
(310) 229-3685

Fax: (310) 286-7446

Moreno Continuation High School
255 South Lasky Drive, 90212

(310) 229-3685 ext. 8100
Fax: (310) 286-7446

Sarah Kaber, Principal
Kevin Painter, Assistant Principal

Craig Bugbee, Principal
Molly Hwang, Assistant Principal
Christopher Regan, Assistant Principal

Dr. Kelly Skon, Principal

Sarah Perkins, Assistant Principal-6t
Joseph Little, Assistant Principal-7th
Richard Waters, Assistant Principal-8th

Kim Decatrel, Co-Principal

Drew Stewart, Co-Principal

Phil Chang, Assistant Principal
Samantha Jung, Assistant Principal

Dustin Seemann, Asst. Supt., Education
Services
Loren Newman, Program Coordinator



Beverly Hills Unified School District
255 South Lasky Drive

Beverly Hills, CA 90212

(310) 551-5100

BURTON WAY

Four Elementary Schools

A. Beverly Vista School
200° S, Elm Drive 90212
(310)229-3669

B, ElRodeo School -

605 Whittier Drive 90210
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(310)220.3675
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Beverly Hills High School
241 Moreno Drive 90212
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This map is copyrighted 1988 and reproduced with
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BEVERLY HILLS UNIFIED SCHOOL DISTRICT

Child Abuse Mandated Reporter Acknowledgement Form

All Beverly Hills Unified School District employees must acknowledge that they are aware of the
provisions of section 11166 of the California Penal Code and that they are mandated child
abuse reporters under California Penal Code section 11165.7. California Penal code section
11166 requires that:

§ 11166. Report; duty; time

(a) Except as provided in subdivision (d), and in Section 11166.05, a mandated reporter
shall make a report to an agency specified in Section 11165.9 whenever the mandated reporter,
in his or her professional capacity or within the scope of his or her employment, has knowledge
of or observes a child whom the mandated reporter knows or reasonably suspects has been the
victim of child abuse or neglect. The mandated reporter shall make an initial report to the
agency immediately or as soon as is practicably possible by telephone and the mandated
reporter shall prepare and send, fax, or electronically transmit a written follow-up report thereof
within 36 hours of receiving the information concerning the incident. The mandated reporter may
include with the report any nonprivileged documentary evidence the mandated reporter
possesses relating to the incident.

(1) For the purposes of this article, "reasonable suspicion" means that it is
objectively reasonable for a person to entertain a suspicion, based upon facts
that could cause a reasonable person in a like position, drawing, when
appropriate, on his or her training and experience, to suspect child abuse or
neglect. For the purpose of this article, the pregnancy of a minor does not, in and
of itself, constitute a basis for a reasonable suspicion of sexual abuse.

(2) The agency shall be notified and a report shall be prepared and sent, faxed, or
electronically transmitted even if the child has expired, regardless of whether or
not the possible abuse was a factor contributing to the death, and even if
suspected child abuse was discovered during an autopsy.

3) Ary report made by a mandated reporter pursuant to this section shall be known
as a mandated report.

(b) If after reasonable efforts a mandated reporter is unable to submit an initial report by
telephone, he or she shall immediately or as soon as is practicably possible, by fax or
electronic transmission, make a one-time automated written report on the form
prescribed by the Department of Justice, and shall also be available to respond to a
telephone follow-up call by the agency with which he or she filed the report. A mandated
reporter who files a one-time automated written report because he or she was unable to
submit an;initial report by telephone is not required to submit a written follow-up report.

* k k % %k k% %k % %

) Any mancated reporter who knows or reasonably suspects that the home or institution in
which a child resides is unsuitable for the child because of abuse or neglect of the child
shall bring the condition to the attention of the agency to which, and at the same time as,
he or she makes a report of the abuse or neglect pursuant to subdivision (a).

(9) Any other person who has knowledge of or observes a child whom he or she knows or
reasonably suspects has been a victim of child abuse or neglect may report the known
or suspected instance of child abuse or neglect to an agency specified in Section
11165.9.

* k k k k Kk k Kk %

(i) (1) The reporting duties under this section are individual, and no supervisor or
administrator may impede or inhibit the reporting duties, and no person making a




report shall be subject to any sanction for making the report. However, internal
procedures to facilitate reporting and apprise supervisors and administrators of
reports may be established provided that they are not inconsistent with this
article.

The internal procedures shall not require any employee required to make reports
pursuant to this article to disclose his or her identity to the employer.

Reporting the information regarding a case of possible child abuse or neglect to
an employer, supervisor, school principal, school counselor, coworker, or other
person shall not be a substitute for making a mandated report to an agency
specified in Section 11165.9.

California Penal Code section defines a mandated reporter as:

§ 11165.7. Mandated reporter

(a) As used in this article, "mandated reporter" is defined as any of the following:

(©)

(10)

(11)
(12)

(13)
(14)

(13)
(16)
(17)

(18)

A teacher.

An instructional aide.

A i;'eacher's aide or teacher's assistant employed by any public or private school.
A classified employee of any public school.

An administrative officer or supervisor of child welfare and attendance, or a
certificated pupil personnel employee of any public or private school.

An administrator of a public or private day camp.

An administrator or employee of a public or private youth center, youth recreation
program, or youth organization.

An administrator or employee of a public or private organization whose duties
require direct contact and supervision of children.

Any employee of a county office of education or the California Department of
Education, whose duties bring the employee into contact with children on a
regular basis.

A licensee, an administrator, or an employee of a licensed community care or
child day care facility.

A Head Start program teacher.

A licensing worker or licensing evaluator employed by a licensing agency as
defined in Section 11165.11.

A public assistance worker.

An employee of a child care institution, including, but not limited to, foster
parents, group home personnel, and personnel of residential care facilities.

A social worker, probation officer, or parole officer.

An employee of a school district police or security department.

Any person who is an administrator or presenter of, or a counselor in, a child
abuse prevention program in any public or private school.

Any person who coaches or is a walk on-coach.

Training in the df;ties imposed by this article shall include training in child abuse identification
and training is child abuse reporting. As part of that training, school districts shall provide to all
employees being trained a written copy of the reporting requirements and a written disclosure of
the employees’ confidentiality rights.

School Districts that do not train the employees specified in subdivision (a) in the duties of child
care custodians under the child abuse reporting laws shall report to the State Department of
Education the reasons why this training is not provided.



The absence of training shall not excuse a mandated reporter from the duties imposed by this
article.

While the legal obligation to report applies to the aforementioned employees only, it shall be the
policy of Beverly. Hills Unified School District that all employees shall comply with the law’s
reporting procedures whenever thy have knowledge of or observe a child in the course of their
employment who they know or reasonably suspect to have been the victim of child abuse. The
District will defend any employees who make a report consistent with this policy in the course of
their employment against any actions or claims that may be made as a result of said report and
will pay all expenses associated with such defense. Any failure to comply with this policy may
subject an employee to disciplinary action.

The Child Protection Hotline telephone number is 1 (800) 540-4000. This is a toll free number
within the state of California. The telephone number for the Telecommunication Device for the
Deaf (T.D.D.) is 1 (800) 272-6699. To reach the Child Protection Hotline from outside the state
of California dial 1 (213) 639-4500. A message will be taken and a Children's Social Worker will
return your call in 24 hrs. Our address is 1933 S Broadway, 5th Floor, Los Angeles, CA 90007.

For general information, please call the DCFS Public Inquiry section at (213) 351-5825 and 351-
5607.

While the legal obligation to report applies to the aforementioned employees only, it shall be the
policy of Beverly Hills Unified School District that all employees shall comply with the law’s
reporting procedures whenever thy have knowledge of or observe a child in the course of their
employment who they know or reasonably suspect to have been the victim of child abuse. The
District will defend any employees who make a report consistent with this policy in the course of
their employment against any actions or claims that may be made as a result of said report and
will pay all expenses associated with such defense. Any failure to comply with this policy may
subject an employee to disciplinary action.

Your signature below acknowledges that you have knowledge of the foregoing provisions
concerning child abuse reporting and that you will comply with them.

Print Name j Signature

Site Date
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Success for Substitutes

First of all, arrive on time, which probably means at least one-
half hour before the first class is scheduled to begin. You should
check in with the principal or secretary (main office) and sign in
on the sign-in sheet that is available at many schools.

Second, always dress professionally. A Phoenix teacher says, ‘|
dress to the “T" as a substitute teacher. The kids hold the door for
me. One on each side! That's pretty scary and wonderful that
they are influenced so easily by appearance. My daughter's been
on her job for only two weeks and she says they hold the door for
her, also.”

Third, follow the teacher’s lesson plan as given to you. All
teachers are responsible and want their students to learn. You
are expected to carry on with the academic program.

Fourth, always have a backup plan. This is your way to engage
students in meaningful learning activities just in case no lesson
plans have been left for you.

10
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P 310-551-5100

Frontline AESOP Memo

Dear Substitute Employee,

The Beverly Hills Unified School District is using an automated service that greatly
simplifies and streamlines the process of recording and managing absences and
finding substitutes. This service is called Frontline AESOP. The Frontline AESOP
service will be available to you 24 hours a day, 7 days a week (800-942-3767) and can
be accessed via internet and telephone.

How do | interact with Frontline AESOP?

Substitute Employees The Human Resources department will take care of the
registration. You will receive an Email Invite through the email address that
reflects on the employment application. When you open the email invite,
follow the prompts to create your Frontline ID Substitute Account. After you
create an ID account, you may access the Frontline Aesop website by
accessing it through the official BHUSD website at www.bhusd.org under the
Human Resources (tab) Aesop link (on the right side). Here you will be able to
view available assignments, enter non-available dates and update your phone
number.,

Substitutes may also call Frontline AESOP toll free at 1-800-942-3767 to shop
for available jobs. Simply follow the voice menu to listen for available
assignments.

Your |D and PIN numbers for accessing Frontline AESOP via telephone (*) are
as follows:;

* D Number (Phone Number):

*PIN Number:

When accepting an assignment via telephone, please wait until you receive a
confirmation.number before you terminate the phone call or close your internet
browser window.

Your transaction is not complete until you receive a confirmation number.
If you have questions, please contact Dinora Diaz, Administrative Assistant Il, Human
Resources Department, 310-551-5100, ext. 2237.
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Memo

To:  Substitute Teachers
From: Human Resources Department

Re:Substitute Teachers' Payment

Substitutes are hired on a daily basis, and substitutes should accept assignments
knowing that the school site will expect them to follow the teaching schedule of the
teacher for whom, they are substituting and may in addition assign them to cover
additional teaching periods during conference and preparation periods. School sites
understand that they are responsible for providing for an appropriate lunch period and
that if there is not a need for substitutes to cover additional teaching periods, conference
and preparation periods can be regarded as break time (though we would appreciate it if
you would ensure that the office is able to contact you during these times, in case
unexpected circumstances arise).

Substitutes accepting full day assignments should in general expect to be on campus for
approximately 7.5 hours. Substitutes who work more or less time than this will be paid
accordingly, as follows:

e Substitutes whose assignments are for 4 hours and 45 minutes or less will be paid
at 3/5 of the daily rate.

¢ Substitutes whose assignments are for between 4 hours and 45 minutes and 6
hours and 30 minutes will be paid at 4/5 of the daily rate.

o Substitutes whose assignments are for the full duration of a regular full time
teacher's schedule, or whose assignments are for more than 6 hours and 30
minutes and less than 8 hours will be paid at 5/5 of the daily rate. (Note thatifa
substitute is hired to fill a kindergarten assignment, the substitute should be aware
that they may be needed beyond the 2:00 dismissal time and should be prepared
to check in'with the office at 2:00 and to remain on campus if hecessary.)

e Substitutes whose assighnments are for more than 8 hours will be paid at 6/5 of the
daily rate.

If you have questions regarding expectations for or computation of time worked, please
contact the Human Resources Department.

HRD 5/2013

12



SUBSTITUTE TEACHER

PAY SCHEDULE
PAY PERIOD | TIMESHEET |ISSUE DATE
DUE
1 8/10 - 8/18 8/18th 9/2
2 8/19 -9/18 9h6th 10/5
3 9/19 -10/18 10/18th /4
4 1019 - 11/18 1/18th 12/5
5 1/21-1216 12/16th 15
6 1219 -1/18 118th 2/3
7 119 - 217 2N17th 3/3
8 2/20 - 3717 3N7th 4/5
9 3/20 - 4/18 4/18th 5/5
10 4019 - 5/18 5/18th 6/5
n 5M19 - 6/2 6/2nd 7/5

¢ Time sheets are due into the payroll office on the due date indicated
above (chart).

e Checks are issued on the due date indicated above (chart).

¢ Direct Deposits are made on the pay date.

¢ When mailing in your timesheet to Payroll Department, please note
on your addressed envelope “TIMESHEET ENCLOSED”.

SUBSTITUTE SALARY SCHEDULE 2022-2023
Effective July 1, 2022

TEP] Daily Substitute Teachers $221.43/day

TEP 2 - Long-term Substitute Teachers $286.76/day
- (After reaching the 16" consecutive day in the same assignment)

13



CLASS EVALUATION FORM
’ FOR SUBSTITUTE TEACHER

Subbing for: Date: Per/Grade/Subj: School:

Substitute Name: Sub #:

In order to better evaluate how classes are behaving when the classroom teacher is absent, to ensure that students are
held accountable for their behavior, and to help establish a positive teaching environment for substitute teachers,
please complete this form,

Rate the following questions on a scale of (1) All Perl | Per2 | Per3 | Per4 | Per5 | Per6 | Per?
Completely, (2) Mostly, (3) Somewhat, or (4) Not at All Day

1 five(5) minutes of class: students came into the
classroom quietly and got ready for class to begin

Students were on task

Noise level in classroom was appropriate

Students followed directions the first time they were
given

Students did not wander around the classroom and
stayed where they were supposed to

Comments:
Infraction Codes Please list helpful students below.
Use the codes below for discipline problems
A — Argumentative N — Not following directions DR — Disrespectful )
NS — No supplies NW — Not working productively CH — Cheating Helpful Students:
T —Tardy R — Referral sent to the Office  PC— Parent phone call
Problem Students: 1.
2,
1.
Name Infraction/s  Action Taken 3.
2. 4,
Name Infraction/s  Action Taken
5.
3
Name Infraction/s  Action Taken 6.
4, Vi
Name Infraction/s  Action Taken

Additional feedback:

PLEASE RETURN THIS FORM TO THE OFFICE WHEN YOU CHECK OUT! Thank Youl

14



CLASS EVALUATION FORM
FOR CLASSROOM TEACHER

Teacher Name: Date: Per/Grade/Subj: School:

Substitute Name: Sub #:

In order to better evaluate how classes are behaving when the classroom teacher is absent, to ensure that students are
held accountable for their behavior, and to help establish a positive teaching environment for substitute teachers,
please complete this form.

Rate the following questions on a scale of (1) All Perl | Per2 | Per3 | Per4 | Per5 | Per6 | Per7
Completely, (2) Mostly, (3) Somewhat, or (4) Not at All Day

Lesson plans were followed as directed

Procedures for correcting papers were followed

Classroom discipline/management plans were followed

Classroom desk, books, papers, etc., were left in order

Comments by the classroom teacher:

Signature: Date:

Comments by the Principal/Assistant Principal:

Signature: Date:

NOTE: This form may be forwarded to the Human Resources department and is available for inspection by substitute
upon request. Conferences may be arranged with Principal/Assistant Principal if desired.

15



BEVERLY HILLS BEVERLY HILLS, CA 90212
UNIFIED SCHOOL DISTRICT

BHUSD.ORG
EDUCATION REIMAGINED

P 310-551-5100

Memo

To: Substitute Teachers
From: Claudia Grover, Credential Analyst
Re:  CREDENTIAL RENEWAL

Your continued employment with Beverly Hills Unified School District and
active status in the substitute teacher pool is contingent upon keeping your
credential active and registered with the District. Please keep the following in
mind:

o Know the expiration date of your credential.

e Apply for renewal of your credential at least six months before the
expiration date.

o Apply for renewal on-line using the following CTC homepage at
www.ctc.ca.gov

16



How to Renew Your Documents

1. From the Commission's Home page www.ctc.ca.gov, click the Credentialing Information
navigation button

Search for Credentialing | Onine Services for Out o State Educator
an Educator Information Agencies Applicants Misconduct

2. Select the Educator Login button to begin your application.

e

ConMaussIon on
"GOV TEACHER CREDENTIALING

Appiicaions, | eafiels, Forms & Manuak | Quck Help

Homa -» Educzts -» Current and Prospective Educators

Application Sfatus

Currentand Prospective Educators 0 N e
processng apphoetons
> i reteved before”
S [ 0 — 6/23/2015
T v / S— Rloee Informaton
Contact Us v I\
I Se ¥ Educator Login
3 Distiping Sta
-+ Repod Educator Misconduct Appty for a New Document Complete Your Program’s Renew Your Docurnent View'Print Documant
Recommendation
# Repotar Mala Condila :
C
\/ O |||* |
Clear Your Credential Explore Credential Requirements Extend Your Credential
[Sexrch Credertial o |

3. Log in to your personal profile on the secure Educator Page. The next screen will ask you
to enter your User ID and Password.

NOTE: Effective 02/16/2017, you will not be able to access your file online directly with
a Social Security number and Date of Birth. All users will be required to create a User
ID and password first before accessing their CTC Online file.

Users who have not yet completed this process must use the link “Create User ID and
Password” (highlighted yellow in the sample below) to link to their online profile.
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COMMESSION ON
TeAc u.n(n:n\uur\r

——T—

ot ety e bkind ot 3 mineten sflor 3 e sntod bpin sttt Ues Pt oot Prveed” ok befrre the 44 pttrmmpt
ot 0 ¢

prasamord ¢

=i

fopet oot P imsmord?
Forget Your Une D
e e ]

ke Tha re st Uvar 1D god Fpmsmerd” lok sbere i bor § darabory ol

4. Enter your SSN and Date of Birth to begin creating your User ID and Password. Click OK. Do
not use the “Enter” key on your device as it will not advance you to the next step.

[l o

fPieass do pot w52 your beowser's back batton during this process.

Comssion ox
Tm:.:a CREDENTIALING

Ersurg Bty Boederce

ocial Secrdty Nemder (#44842242):

Dtz of Brth (JO4/00/11VT):4

]

5. Enter your personal information including your selection of a User ID and Password, and
create 3 Challenge Questions and Answers that can be used to verify your account if
your ID or Password should be lost. You must include a current valid email address
in your profile as this is how password recovery information and other important
correspondence regarding your file will be distributed.

Renewal-Tips  2/2017 Page 2



i % I COMMISSION ON
GOV TEACHER CREDENTIALING o | ¥ag | Glassary |
Erarrg Evats B eiave

o Teoa]

v Uset Regot o

Create New Educator
e Bagind Feld

Fheate provie yoor 1 detats o that yeu
Firw Name + Adbren Lisa ]
Mskste Nume AbbrvaLine 2
Lot Xasma Ciey o

Eead s Sum t  Sala v|

Tak Plane Ty Cete s
Meme Fhose d Comvery & Satecs w|

Enter User 10 and Passwond

CuerID » Passward requirements are as followy:
® hiine Characters of mace
Pasward » & Capinal and bower Case Letters
® Alleast ena pember
Verdy Pasward ¢ Iusl.!n!ﬂ‘h‘l(lrll“lazci, TInes%tat() v 0)

+ User 10 canach ba part of s

nter Challenging Quastions aed Answers (10 b wiad whea pou forgat yoer password)

ClaSeage Quessiaal & Chalengs Questions roquierments wre
mmu-hh—-s&umnm
Cnateage Anrver ] + + Answers Pt be msleem 5 chasactens keagth,
+ Questioes asg answers must 3l ba dffereat.
ChlaZeage Quessien & + Aarwer cansct ba part of guestica.

Chaleage Aarvert &

6. After creating your User ID and Password you will be directed back to the login screen
to use your new User ID and Password. After logging in, you will be shown the
Commission’s Personal Information legal disclaimer. Click Next in the upper right corner
to proceed.

2> Login | search |

Welcome Back .Educator Today is Tuesday, January 24, 2017

Personal Information

Tou are required to complete all the partinent spaces in the Personal Information section, induding your full legal name, 3l fermer names, and your maiden name, if applicable, Addtionally, you are required to provide your full
Sadial Security Number (SSN) or Indridual Tax Identification Number (ITIN) on your appication pursuant ta 42 USC §666 and Calfornia Family Code §17520, If this information is not furnished, your application will be returned to you
for compls 5& Coded Corri d 13-14 on the C¢ 's website for more Information.

Yeu are req-jled to notify the Commission of any 2ddress change pursuant to 5 CCR §50412, Address changes can be completed during the cnline applcation process.

The Calfornia Infarmation Practices Act and the Federal Privacy Act provide that 2gendies requesting information indicate the prindpal purposes for which that information is used. Your name, fermer names, SSN, date of blth,

address, email address, and teephone numbers are used to provide proper Identification and to contact yeu. Other infermation is used to determine your elfigiblity, When completing your application you will be required to answer

six professional fitness questions 2nd disdose any and all information regarding any arrests, convictions, 2nd changes in education emp!avmant status as a result of 2¥egations of misconduct ¢r while allegations of miscenduct were
pending regarding your tnd'mg credenba[ and/or dycuments issued by the Commission or any other Ecense issued to you by any oth agency. The C will evaluate your fitness to hold a credential based on your
answers to the prof | fitness prior Commi reviews, and any other reports of misconduct received from, but not h'nled to, complainants, schoals, districts, county office of education and the Naticnzl Assaciation

o State Directars of Teacher Education and Certfication.

Tha information is necessary for the Commission to perform its duty under Education Code Sections 4420044439, which zuthorizes this work. If not furnished, your application may be denied, delayed, or retumed for completisn,

You must provide the Commission with 3 vafid email address en your application form to receive the automated emails tht wil notify you of your appbcation and credzntizl status.

Vyith the exception of your SSH and heme address, infermation displayed on the documents you held or have held is pubkic information and may ba disdosed.

Yeu chouMd not previde persanal infermation that is not requested.

Infermatien displayed onine regarding the decuments you hold or have held is public infermation and may be dsdosed. In addition, pursuant to Education Code section 44230 the Commission may disdose to the agency that submited tha
apptcation 2l information provided with applicaticns submitted by you through that agency. Information may also ba disdasad to other State or Federal agendies as authorized by law. Personal information may be disclesed to the public
enly with your permissien of in accordance with the law, The informaticn s necessary for the Cemmission to perform its duty under Education Code sections 44200-44439,

You have a right to review persana information maintained on you by cur agency unless access Is exempted by law, 2nd contest its accuracy or completeness. To review your infermation, contact the Director of the Cerbification Dadsion
at, 1900 Capitel Avenue, Saaamento, Calfernia 95811. The Commission’s privacy palicy is found here (http:/fwww.cte.ca.gov/privacy. html},

Notice to Applicants for Issuance or Renewal of Credentials

The Commission s prohibited from Bsuing to or reneaing the aedential of any person convicted of any sex coffense kisted under Education Coda Section 44010, any narcotics offense listed under Education Code Sactian 44011, or who has
been d d to be a mentally disordered sex offender, Also, if 2 person that holds a aredential has been convicted of any offense Eisted in Education Code 44424, such credential must be revoked.

Each applicatien for a credential shzll contain netice that the infermation previded by the applicant is subject to investigation for, and verification of, the appficant’s moral character and true identity by means of review of information,
records, reports, and cther data from any agency or department of the state or any poltical subdivisien of the state, whether chartered by the state or nat, secured by the Commissicn for these purposes.
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7. Use the screen below to verify the information on your personal profile page. Click the
“Add or Change Personal Information” button or the “Add or change Address” button to
update your file as needed.

e S

COMMESSION ON
Ta«cm Criﬂ:h\mmd Home | 14 | oy |

rSuTg Edcaty Exelece

LMMMM

v vesyrravy

=

| Add or Change Persomal Information | * = Required Fiehd

Mote: If you have questions dbot B¢ inform dhon dspliyed below, plezse ik hest for 2 lsting of Coamision ovtas.

Last Kngw Couaty of Employment: ILAMED (CUNTY OFFICE OF EDUCATION

Adiress e L PO BICETS) Sate 4
Minssliea X Provinee:
Gy SO0 Coomtry LSt
Tp Code®: 353114759

First Nama *:TRADDVG Fingerprist Stabws:  Compiete: Mg Action Faquied
Hiddle Kame: SFPUCATIN
Last Mame *:THREEL
Emald tedtiira g
Work Phoses (45) 35 9554
Bome Phooe: (395) 399 5938

——

When you are fin

8. Your persona

ished, click Next.

| Educator Page provides a view of your document history. Under the heading

“‘Renew Your Document,” documents currently eligible for renewal will appear.

/
COMMSSION ON
cov aic | 4 Teschmm CREDEVILANG
¥ Ersuryg Edres Evelece
i\"m""‘ Sewch  Hdoratu P
Tk |
Bote: ¥ you baot questony ot e afornaton deglepd beom, e dt hevt fir ¢ bswg of Commnt gortaty
List Rame: THFEEL last Kagwn County of Eoployment: KA COUTY OFFEE OF E0GATIN Nst Faza vy Coonty o Epioyet s st
First Rame: TRATOG * Adverse and Commission Actines Inficater © Bate: Momwon on et ord Cammesen ke i patbie b s edooer £ 2 g s dgoed.
e Kame: SR Fngarprint Process Complete 1 Mot ¥ rgeorrt proces doas et Cipy 57Corpie's’, B ' b ¢ Frgepis Iefimarer o e
Docwmest  Appicwioe  Adwrss pod (ommisser Aoers
C1-40f6)»
Docoment Busber Cocument Tl Tem St boweDatey,  Dxpiration bate Origied lssuance Date rade Spectil Crate Recommending Agency
> aump Corewr Scbsiinta Teadng Femit Ereyeg  VAd 510 BV 5120
) ot bty SAaLE Tadog Fent Emgg Ve ESLT LRG3 11Ul
) Ity santaTudegfent Bt VO g L1Hn nu
) mmNe smeaaba Sevos Gl Felrery  VHe 10 KL 1T ALRT NTRMITRAL DSEETY
Completa Your Program's Recommendation
Rrﬂnm-iarmuz:lmdcmmm-:cm‘u:mhmmmdﬂqummg
Ay Ok B Dozt Toe' b Tithe ind L8 *Completa’, &1 Metharzed Agescy” 4 No Records »
(ot Y5 18 (o plete Rox et atalion Dorsmmeat Titie Term Appleation States v Data Frtern Rasta
Renew Your Document
pticrs bted bere are for Vs whv sheady hobd 3 docurert and ave renewery.
Fick Agpiet Document Tt Term - Statws | Tson Date - Expiration bate - Original kessance Date Fick Base Credential Specid Grade
} B . iy Shaite Teahog Fend Erergtagy ald Avan LI6 1] e o
Apply for & Certificate of Clearance or Activity Supervisor Clearance Certificate
Fhis oxion s ONLY for Bhene sccking dewaee.
| Crmste Bew | <ot Ok " esa hem® ke et B appcabie § s “ren® met s B D ot Tie b ek Com pete” s Corvinae 41-2ef2

YOU CANNOT CREATE A NEW WEB APPLICATION TO RENEW AN EXISTING CREDENTIAL

OR PERMIT! This process is only for persons seeking fingerprint clearance.

NOTE: If you hold a document eligible for renewal that does not appear under the “Renew Your

Document” head

ing, stop here and promptly contact the Commission for assistance.
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9. Under the heading “Renew Your Document,” click the small blue-gray arrow on the left to
highlight yellow the row of the document you wish to renew. Click the drop down and select
“Yes.” If you have more than one eligible document you wish to renew, you must repeat this
step for each one.

% ( I COMMESSION ON
(10| 1 TEACHER CREDENTIALING

|
'GOV Ereurg Bt Beelane

/E Agency ser | Search | [decalod Page |
Humber = Tith: Teim * Status - Issve Date Explration Date - Original Issuance Date Grade Special Grade
> enzens Carear Substhuta Teachng Permit Emergency Vol 5172013 6/1/2014 5/1/2013
> o2 30-Day Substtute Teaching Farmt Emargency  Veid 4372012 512013 3172010
> ®=zownn 30-Day Subsitute Teaching Fermt Emargancy | Vold 12011 4/1/2012 37172010
> 1200910 30-Day Substtute Teaching Fermt Emargancy Vaid 312010 /12011 32010
Recommends
C ste | Pt Apploaten to el fzsiny Cudkthe "Document Trk' Lo view detaded information. Select "Yes” ned 1 the Document TR'e aad elher "Complete”, or "Return Applcation b Authorized Agercy” vith the Return Resson. Ho Recorés
\ Selact Document Titka Teim Applcation Status - Issue Date - Return Reason =
Renew Your Document
SEACT 185 T 1 8 UotuTment Tids ard dick "Renew® 1-1cf1
Selact Document Tithe - Term = Status = Issue Date Expiration Date = ‘Original Issuance Date " Pick Base Credential - Special Grade
> !_N_o_ v] 30-D24 Subsivate Teachrg Fermt Emergiecy  Vold 3 5/1/2013 iy [f - - - ]_;1
<t Ohek™Create N to st I appleeble, s2lect ™Ves” nént Lo the Document Teds 2nd cick ™ Complate” to contnua. 1-3cf3
Document Ttk Applcation Status

If the additional document you are seeking to renew is dependent on holding a valid basic
credential (such as an Administrative Services Credential), see steps 10 and 11; if it is not a
dependent document, go directly to step 12.

10. (Dependent documents only)
When renewing a dependent document, you will be required to identify your basic credential.
Use the pick applet on the right of the “Pick Base Credential” box to choose your basic
credential from a popup list.

% p I COMMSSION O
CTC | | TEACHER CREDENTIALING
'GOV EreurgEdesiy prelane

i\ hgecy User Search | Edoaator Page |
Humber Tithe - Term © Status . Issve DIve, Explration Date * Orighal Issuance Date - Grade = Spedal Grade ©.
> BOR10013 Cereer Substtute Teaching Fermt Emergency  Veld 5172013 &1/2014 5/1/2013
> b 30-Day Substhuts Teaching Fermat Emergenty | Veld 432012 13 312010
> 1 30-Day Substhita Texching Permit Erergandy vald 412011 417201, 32010
> a2 33-Day Substhuta Teacking Permit Erergeacy | Vald ¥2010 412011 3172010
Recommends
£t o Ok the 'Documast TR to view detaled information. Select "Yes” ned b Bre Dooument T2 ard ether "Complele’, or "Retum Ppgication b Authorized Azeacy” with the Retum Rezson. N3 Records
Select | Docursent Titha - Term . Application Status Issue Date - Retumn Reasoa
Renew Your Document
© SERCUTES D10 T Dicument T2 end dick ‘Rendv’ 1-1¢f1
Select Documant Titke = Term . Status . Issue Date . Expiration Date Orighal Issuance Date ., Pick Base Credentlal = Spechl Grade .
>  [to v 30-DaySubstbe Teaching Fermit Emergency  Vald 432012 5/1/2013 312010 ] = i
Web Ap[y,s s
Createlizn | (0 . iic Oick"Cresta liew” to start. I appiicable, select "Yes™ rat to the Document Tl and chek "Complets™ to continue. 1-30f3
Select Docursent Tithe . Appication Status
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11.(Dependent documents only [cont.])

A pop up window should display showing which documents are eligible to serve as your basic
credential. If more than one document is eligible to serve as the basic credential, click on the
small blue arrow at the left of the row to select the one with the latest expiration date.

Select OK to populate the “pick base credential” field. You should now be able to continue the

renewal process.

) Documeat .. Docurent . Document o
Te 7 Tem S 7

RetmncJ WigeShist

: ) Ty Cer i g
(rederta

Select

Renewals

g1

on -~ ssue

Document

Date

Document

e Orgoal = ml;t::
Issue 1

Date

g

[Res | T T O T

12. Once you have selected “Yes” on each document to be renewed, click on the “Complete”

4 COoMMISSION ON
GOV CTC | TEACHER CREDENTIALING
¢ Ersrrg Educaia Exelerce
/_L'\ Agencyser | Search | Edcalor Page
(=t}
Bote: ¥ yruhous questons sont Pe Ismanes dgfeyed biiow, s Ik vem for 1 Ieng of Cenmeson s
Last Kame: TVFEEL Last Ksown Coanty of Enployment: SLFE OOURTY OFFICE CF EZUCATEN
Frst ame: TRATON, Adverse and Commission Atioas Taficator ;
bl Name: AFPIATIN Fingerpeint Process Complete: ¥
Oocwsest | Appicatios  Adetrse and Conmeson Adons
Docunent Busder Document Tk Tem Sttes Bsud Dute Expiration Date -
>  exuamn Carver Submaas Teachng Frenit Eragnay v s &0
> e 3oy Sitettute Teahig Pemit Eagng WM 1 RSEHH
> 812000 0wy Sibsthure Tenchrg Pt Erepnry uM p Rl M2 L1
> BN Afnrisnah Sinios Cedertal Filnery vt S FRLY
Recommends
Cos tora Agphcation 1o Astherced Ag
Pk Ajplet  Docment Tl © Ter Appication States Issme Date - Retorn Reason
> W+ SrgeSitdTesdng Sefetd Frémitey  Resmwerdel W
\ Renew Your Document
| Conplete | Solect Yer' mat b the Coomart Tife i &k "Carglen’®
Fick Agglet Doaumast T Term Stahs.© IcsweDate Dation Cate
> Yes 30Dy b Tepdurg Femit Enegegy Vel Lunl Lumn

13. Read the entire Disclosure page for the Professional Fitness questions.

the last part before continuing:
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L
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Mcrs: Waaton 01 Adarse 1T Comres A § Reatie for the puet £ Fg 5 doet.
Reate F B Snjegart proces doas rot {aplay i "Corpieta’, pleast o' B Fingeent Irformatien o out webiste

©y Od Be Dioret THe' & vew fdx'ed rformeton Stled es” red b fe Docanart TH: ard e "Corpety’, or Rt Apicaton b Asthored Agency” with the Fetra Fausn,
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|
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|
|
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|
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|
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Warning:

You will be required to certify (or declare) that

the forgoing statements in this application are

true and correct, by doing so, you are also stating that you
understand:

» That the information you provide is true and correct;

+ Any and all instructions related to your application;

* Failure to disclose any information requested is falsification of your
application and the Commission may reject or deny

your application or take disciplinary action against your credential.

» The Commission may reject your application if it is incomplete and it will
be delayed; and

« Fees are nonrefundable and earned upon receipt.

If you have any questions, you can contact the Commission anytime by
email at ctc-pfqquestions@ctc.ca.gov

Click Next

14. Answer each of the Professional Fitness Questions. If you need assistance completing the
Professional Fitness Questions, click on this link for help

Complete all required fields of the Oath and Affidavit, and click Submit Payment. Click

Submit Payment only once!

* Required Field

Reporting Act and the Oath and Affidavit

Child Abuse and Neglect Reporting Act

suspected to have occurred to a chid with whom I have professional contact

State of California that all the for ing st b Ti

in this

State/Province/Region (or NfA)*: Bl

Before you proceed to payment, you must indicate (by selecting the box) that you agree and understand the duties required of the Child Abuse and Neglect and

"As a document holder suthorized to work with children, itis part of my professional and ethical duty to report every instance of child abuse or neglect known or
I understand that I must report immediately, or as soon as practicably possible, by telephone to a law mfor:emantagencyoradid protective agency, and will send
a written report and any evidence relating to the incdent within 36 hours of becoming aware of the abuse or neglect of the

I understand that reporting the information regarding a case of possible chid abuse or neglect to an employer, supervisor, school prindpal, school counselor, coworker,
or other person is not a substitute for making a mandated report to a law enforcement agency or a chid protective agency.

I understand that the reporting duties are individual and no supervisor or administrator may impede or inhibit my reporting duties,
[ understand that once I submit a report, T am not required to disdose my identity to my employer,

[ understand that my falure to report an instance of suspected chid abuse or neglect as required by the Chid Abuse and Neglect Reporting Act under Section 11166
of the Penal Code is a misdemeanor punishable by up to sbx months in jal or by a fine of one thousand dollars ($1,000), or by both that imprisonment and fine.

[ admowledge and certify that as a document holder, I wil fulfil a1 the duties required of a mandated reporter.”

I have read and understand my required duties under the Child Abuse and Neglect Reporting Act [ ]
(Penal Code §11164ff) *

I solemnly swear (or affirm) that I will support the Constitution of the United States of America, the Constitution of the State of California,
and the laws of the United States and the State of California. I hereby certify (or declare) under penalty of perjury under the laws of the
tion are true and correct.

Oath and Affidavit*: []
Date: 12/01/2014

City*:
County (or HJA) *: o

Country*: -Select- -

l Back |

Cancel ” Submit Payment 1

Renewal-Tips 2/2017
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15.  On the next page, click the Process Payment button to move forward.

i&_ Agency User| Seardll Educator Page

Please do not use the BACK or REFRESH buttons.
Click the button below to Process your Payment.

Process Payment

16. The display shows the document applied for and the amount to pay. Click the Continue button.

B arive b Lot aen fayert S

G0 3w Fepe SAn- Teve e

| Crnnassan on
X

ore

v YT

17. Complete the billing verification information for LexisNexis. Choose to pay with credit card (can
also use debit card with Visa or MasterCard logo). Click Continue button when finished.

d
g‘ %OMMISS!D(I:\I ON
EACHER CREDENTIALING
GOV

Erswing Educator Excellence

Total Amount:

rBilling Add

rAddress Type:
@ Domestic (US and Puerto Rico)

ayment Type

2 ré Credtt Card
& Mitary (APO/FPO)

2> Intemnational (including Canada, Mexico)

Carcholder First Name: =

Cardholder Last Name: =

Zp Code: * We've provided this sample aredit card to assist you in finding the
D
i i MasterCard, Visa, Discover
Address Continued: - N
Gity: = 153 digit
" = security
Stater = & = - - b e
Emal Address: =
Phone: = (593-959-9559)
Csiiiiagy
) . .
@’ LexisNexis®
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NOTE: The application fee is earned upon receipt and is not refundable. (Reference: Title 5,

California Code of Regulations, Section 80487)

18. Verify all the payment information is correct, including email address. Click Complete Payment
button. Do not click the Complete Payment button more than once! After clicking
Complete Payment, do not use the Back button in the web browser. Wait for the
Confirmation page to be displayed.

COMMISSION ON
TEACHER CREDENTIALING
Ernsuring Educaior Excellence

‘ j.GOV

Total Amount:

102550

-Billing Address: rPa
Cardholder FrstHame: pancy
Cardholder Last Hame:  passaretti ey e /
e Expraton Date:  01/2015
Address: 1900 capitol avenue EBV T T T e /rz
Address Continusd;
Gty: scemento
State: CA
Country : Unked States of Ameria
Emal Address: npassaretti@ctc.ca.gov
Phons: 999-069-9999
@' LexisNexis+

19. On the Confirmation page, use the 1%t link provided to obtain a printable receipt for your

reference. After printing your receipt, you can return to CTC Online with the 2™ link “please
click HERE.” '

(' Online Payments - Les: s+
€ | B bips//demo paymentsolutions ledsneis.com ‘pages/biltng info_confirmstion_unskinned ahtml ) | B~ Gaogle P 2+ A
Receipt
Payment Date: 12/01/201402:92 PMPST Payment Status: AUTHORIZED
Confirmation Humber: $0024320
Payment Hethod: Credit Card (MASTERCARD) ==========v; 0243
Bill To: nancy passarety
1500 caprtol avenve
sacramento, CA - 99599 United States of America 102,50
Payment Towards Amount mn
CTC Document $72.50 1-2FISIX
Activity Supervisor Clearance
Certificate
Agency Amount,
| Total Amount 102.50
| Chckhere for a printer friendy recept
| 102.50
To return to the CTC application, please click HERE.
Your payment was made through 2 one of tha L v 10250 | wtals.
For payment support, please send en emal to par
For CTC Assistance, please send an emal to CTCOnine Ecte.ca.gav
. : iy Home | Paymant Sofutions | 3 TRUSTe
@' LexisNexis PR, .55 IR [GU TRUSTe
Copyrght © 2008-2014 Leatiscs Rak Solton. A3 rghts reserved.
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The final landing page provides directions back to the Educator page or to log out of CTC Online.

: CoMpassion o el
( ;GOi v & ITE.‘.CI-ER CREDENTILING Tk :
v Ersury Edcery Eveleyd

qu!‘rms Seach  Fluator Page

Your payment has been accepled and your appication has been electronkaly subaitted to the Comalssion.
You will recedee (1) 3 payment recelpt emal; and (2) aa apphcation receipt emall (with a confimation coversheet attachment if your applcation requires additional documentation).

The status of your appleation b avalibhs to you by chcking o the [ducator Page tab above, and to employers from the Comakison’s Search Page.
The Commission”s website B the offickal record for Educator (redenthiks,

Help ks avaiable at the Commlssions vrebsite at Mip [/ wiw et ca gov] belp/ dedanh hisd
U you have addithonal questions regarding the coline system, emal C1Conkiedcte cagoy

For questions regarding credentiolng requin of your applcation, emal credentiobdatcoa gov

To ensure the highest kevel of security, hck on the *Home® ok at the top right of your sareen and then exR your web browser,

Core

S Tnnted s e Limw -

Note: If you answered “yes” to any of the Personal and Professional Fitness questions you
must send the required supporting materials to the Commission as per the instructions
provided.
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