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“If the mind thinks with a believing 
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PERSONNEL SUPPORT  

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

greater knowledge of your students’ 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 will… 

 Provide and collect student attendance sheets. 

 Provide the Payroll Attendance Log. 

 Accepts discipline referrals. 

 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 restrooms—one 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 



 

 

BEHAVIOR MANAGEMENT 

Teach rules and routines immediately and repetitively. 
 Don’t assume students know or will remember the rules. 

Reinforce good behavior specifically and plentifully. 
 Give specific verbal praise and behavior rewards. 

Be consistent and work as a team. 
 Check with other teachers for site-specific rules. 

Set students up for success. 
 Be prepared with material to ensure smooth transitions. 

Use time-outs between discipline steps. 
 Establish a partnership with another teacher to give yourself and 

the student a timeout from each other. 

Write referrals for severe, not petty behavior. 
 Provide clear and compelling facts for the Recreational Supervisor 

or the District Lead Teacher. 

Expect the best.  Prepare for the worst. 
 Be positive, act calmly, engage students, and follow the steps. 



 

 

The 5 Step Behavior Referral Process 
(referral steps may vary depending on lead teacher discretion) 

DISCIPLINE 

Step 1: Follow Daily Procedures 
 

I.  Verbal warning 

II.  Name on the board 

III.  Check next to name 

IV.  Two checks next to name 

V.  Write behavior on note and 

 send to Recreational 

 Supervisor (see step 2 for 

 completing form) 

Step 2: Complete Form 
 

I.  Write student information at the 

 top of paper (name, grade, date) 

II.  Describe the incident. 

III.  Send note with student to ASES 

 room. 

Step 3: Send to your Recreational 

Supervisor 
 

I.  Call Recreational Supervisor to let 

 them know you are sending a 

 student. 

II.  Send student and discipline note to 

 Recreational Supervisor.  

III.  District Lead Teacher will be 

 contacted, if needed. 

First Referral Verbal Warning: parent is notified and incident is documented. 

Second Referral Written Warning: parent is notified and incident is documented. 

Third Referral Student suspended: Parent is notified. 1-3 school days from the 

AIP program and  incident is documented. Suspension days can 

differ depending on offense. 

Fourth Referral Student suspended: Parent is notified. 1-3 school days from the 

AIP program and incident is documented. Suspension days can 

differ depending on offense. 

Fifth Referral Student removed: Parent is notified and student is removed for 

the remainder of the AIP year. If they are removed from AIP 

they will be removed from ASES . 



 

 

STUDENT ATTENDANCE SHEETS 

Collect your student attendance sheet daily from your Recreational       

Supervisor, complete it, and return it to him/her before the end of the day. 



 

 

INFINITE CAMPUS ATTENDANCE 

Step 1: Log in 
 

 

 

 

 

 

 

 

 

Step 2:  Change the “Year” to “17-18” 

Step 3: Change the “School” to “Ed Options After  School Program”  

Step 4: Check that the “Calendar” is your AIP Site 

 

Step 5: Select the Tool Set 

 

Step 6: Select “Campus Instruction”  



 

 

INFINITE CAMPUS ATTENDANCE (CONT.) 

Note: All attendance must be entered into Infinite Campus 

within the first 30 minutes of class. 

Step 7: Select “Attendance”  
 

 

 

 

 

 

 

 

 

Step 8: Select the radio button under “A” for all students who are Attending.    

  Students that are not present are left as “P”. We do not track tardies.          

  A student is either present or not present. 

 

 

 

 

 

 

Step 9: Select “Save” 
 

 

 

Step 10: If a student cannot be found in Infinite Campus, email Mar ilyn 

Lozano.  

 Provide the student’s full name, grade and teacher (it would be even  

       more helpful if you get the student’s I.D. #). 

 Once the student is registered the student will appear in Infinite      

       Campus and you will be able to take her/his attendance the following 

       day (she will input attendance for the current day).  



 

 

PAYROLL ATTENDANCE LOG 

This is how you get paid!   
Sign-in every day that you work, see your ASES Recreational 

Supervisor for the sign-in sheet.  

Payday is on the 10th of each month. 



 

 

If you need a substitute… 

 

Employee that works at one site: 

Report your absence into AESOP. Here are the 

steps to enter your absence into AESOP: 

1. Enter start and end date of absence 

2. Select your absence reason 

3. Select if a sub is required 

4. Select start and end times of absence 

 

Employee that works at two sites: 

1. Switch to Advance Mode. 

2. Enter start and end date of absence 

3. Select your first site that you work at 

4. Select your absence reason 

5. Select if a sub is required 

6. Select start and end times of absence 

 

If you are an employee who works at two sites 

enter your sites and custom hours in the section 

titled “notes to the substitute”.   

 

The AESOP system will find a sub for you or… 

 

If you have already pre-arranged a substitute 

verbally with someone, then you need to do two 

things: 

 

1. Report your absence into AESOP.  

 Select “No Sub Required.”  

2. Enter the name of your sub in the “Notes to 

Administrator.” 

If you pre-arrange a sub and forget to put “No 

Sub Required” the sub that is picked by Aesop 

will be placed in the assignment and the person 

you arranged to sub will be sent home. 

OBTAINING A SUBSTITUTE 

New teachers will receive a 

letter in the mail with  

information pertaining to the 

Aesop program. 

EXAMPLE 

Page  15 

Absences must be reported at least 

ONE HOUR before your day starts.  
 

Call Yesenia Louis 209-556-1510 x1067 

to obtain a substitute in an  emergency. 



 

 

CURRICULUM 

 Educational Options will provide student workbooks. 

 Code for www.educeri.com will be emailed to your Ceres Outlook email. 

 Educeri will allow you to use both math and reading curriculum. 

 Pacing guides will be provided online (https://dataworks-ed.com/ceres/). 

 The curriculum will focus on 2 weeks of ELA followed by 2 weeks of 

Math. 

 

CORE: 

 

ELD: 

 Educational Options will provide ELD student work-

books. 

 Code for www.educeri.com will be emailed to your 

Ceres Outlook email. 

 Educeri will have plenty of activities for each lesson.  

If copies are needed please keep in mind that they will need to 

match the standards being covered. Each teacher will be limited to 

200 copies. They must be emailed or sent to Rosa Ruiz. 

 
Please plan ahead and expect a 2-week turn around. 



 

 

SUPPLY BOX CONTENTS 

Items: Quantity: 

Pencils 4 dozen 

Pencil Erasers 20 pcs 

Lined Paper 1 ream 

Crayons 12 boxes 

Whiteboards Set of 20 

Expo Markers Set of 20 + Teacher set 

Expo Eraser 1 eraser 

Tissue 1 box 

Scissors Set of 6 

Random Selection Sticks Set of 20 

Discipline Note Pad 1 pad 

Headphones 2 sets 

*Note: If you need more supplies please fill out the Google AIP Order form 

located on the Ceres website. The form will also be emailed to your Ceres email 

(example@ceres.k12.ca.us). 

 

If you need help accessing it please contact Rosa Ruiz at roruiz@ceres.k12.ca.us 

for assistance. 

Please expect a 2-week turn around. 

mailto:roruiz@ceres.k12.ca.us


 

 


