Our Vision for Expanding LAUSD’s On-Boarding Process

* Providing a formal one to two-hour New Hire Introduction at the
new hire appointment (either virtually or in-person).

* Providing both new employees and supervisors with the tools to
effectively integrate new employees into the organization.

* Introducing a “Buddy Program” for newly hired executives.




Our Vision for Expanding LAUSD’s On-Boarding Process —
Introducing resources for new employees on our new website
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We are an innovative and diverse team that is committed to ensuring that LAUSD students receive the highest quality Pre hire
education. As a new employee, your talent and skills are essential to strengthen our business practices and to keep » Overview
standards worthy of our students. We invite you to explore this site to learn more about where we are today, and 3 Processi ng
where we are going tomorrow. We encourage you to view our “Welcome Presentation” and read valuable information » OnBoarding I f t.
accessible from the links on the right side of the screen. » Find Key Information nrormation
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Pre-Hire Processing

Befaore you can start your new job, you will need to be processed for employment. New Employee Processing is 3
personal appaintment during which you will visit one of cur Employment Offices ta complete all of your new-employee
dacuments and fingerprinting. Review the steps below for a description of the process.

Step | - T.B. Testing Step 2 - Schedule Processing | Step 3 - Prepare for Processing| Step 4 - Attending Processing
Appointment Appointment Appointment
Schedule TB Test/Receive Results

Before your processing appointment, you will need a Tuberculosis test.
You must schedule an appointmentto take the Mantoux TB Skin Test. (Payment for testing will be at your
expense.) The test results will be read 48—72 hours after the initial test If the test reads positive, you MUST have

ional Assistants | Bilingual A ent | Contact
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On Boarding
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achest X-ray. Please note that vou must provide documentation that your skin test read positive

T.B. skin tests and chest x-rays must be taken and read within 50 days prior to your processing appointment.
IMake sure that you receive an original document shewing the NEGATIVE TB results, you will need to submitthe
results atthe processing appointment.

New 7

Employee
Checklists

L o g

—— Information

» FAQ's

» Employee Benefits

me | MyLAUSD Career | WeAre LAUSD | Instructional Assistants

Salaarie
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Congratulations! You've been selected to join the LAUSD team!

You should have received a conditional offer of employment from either our Classified Employee Services Branch
(CESB) or from your School Site Administrator. Your employment offer is subject to a fingerprint clearance and
completion of your new hire appointment. Upon receiving the conditional offer, you will be scheduled for a new hire
pi . Once your clear, you will be notified of your start date. Now is a good time for
you to prepare for your new role at LAUSD.

Find Key Information:
Pre-Hire Processing Information

Expect a Phone Call From LAUSD
Get Acquainted with LAUSD
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Find Key Information:
Pre-Hire Processing Information
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New Employee Checklist: Pre-Arrival

Congratulations, you've selected a new employee for your department or school site.

The Employee Services Branch (ESB) will now call the new employee to offer a conditional offer of employment
(based on clearance of fingerprinting) and to schedule a processing date. ESB will be contacted when the
fingerprints clear and will then notify you that the employee is able to begin work. A start date will then be
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ON-BOARDING

Our Vision for Expanding LAUSD’s On-Boarding Process —
Introducing resources for supervisors to re-orient employees
who are re-assigned due to a Reduction in Force.
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Guide for Reorienting Reassigned Employees —
Checklist for Developing a Reorientation Plan
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Through training, you help new and current
employees acquire the knowledge and skills they
need to perform their jobs. Employees who
enhance their skills through training are more
likely to engage fully in their work, because they
derive satisfaction from mastering new tasks.
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Training is important for the individual employees
as well as the long-term health of an
organization. It's proven that employee
productivity and morale increase as employees
are assured that their employer is investing in
them and striving for a better work environment.
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LAUSD has four interconnected strategies that will help us meet \
our goals and ensure all students are college-prepared and
career-ready; one being “supporting all employees”.
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TRAINING & STAFF DE

VELOPMENT SERVICES FOR CLASSIFIED EMPLOYEES

Commitment of LAUSD’s Training Program

Provide staff development and retraining, to

« enhance the performance capacity of Classified employees to serve with

excellence in their existing roles.

* create a ready talent pool to fill critical higher level and future roles.
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Retraining for Reassigned Employees

Program that includes providing school office technical procedures
training for employees who are reassigned to schools and find
themselves serving in new capacities that they are unfamiliar with or

have not performed in many years.
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Outplacement Services

* Rapid Response — Partnership with the City of L.A.
» Career Bootcamp

 Career Counseling

* Web Resources

» Continuing Outreach




On-site Degree and Certificate Programs

« PACE AA Degree Program

*  Public Sector Management Bachelors Degree Program
 MPA Masters Degree Program

* School Business Certificate Program




DISTANCE LEARNING
PROGRAM

Distance Learning Strategy =
* Webcasts

* Web Modules

* Video Training

 Portal Pages
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JUST-IN-TIME LEARNING PORTAL PAGES

File Edit View History Bookmarks Tools Help

@) Just-n-Time Training Support | Workforce M... | ==

€ )9 A | C || @ dsssifiedtraining.lausd.net/resources/just_in_time_training_support -
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\ [Google Seavch]
only search Workforce Management Classified Training

» Career Resources

» Outplacement
Resources Just-in-Time Training Support (by topic)

Please click on the following links for additional information about our learning topics.
» Retirement g
Cumulative Records for Secondary Schools

Resources
Elementary Cumulative Records
» Learning Elementary Enroliment Procedures
Resources

Policies & Procedures for IFS GUI Purchase Orders
Other topics

TRAINING & STAFF DEVELOPMENT SERVICES FOR CLASSIFIED EMPLOYEES
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JUST-IN-TIME LEARNING PORTAL PAGES

Personnel Commission
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7Cufnu|ative Records for Sécondary Schools

Resources
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[ | [Google Search]
» Career Resources
only search Woddoroe Management Classified
Training
» Outplacement )
C Records for Secondary Schools
» Retirement A i
Rebaiiss nnouncement
» Leaming FAQs
Resources

Documents / Downloads / Forms

# Click here for a list of bulletins and procedures
# Click here for frequently asked questions

Critical Links

* Leamning Zone
# Click here for the Secondary Cumulative Record Handbook
If you would like to create a shortcut of this document to your desktop

o Right click on this link
o Select "copy shortcut”
© Right click on your desktop
© Select "paste shortcut”
o Click here to send me an email if you have a problem

® Click here for Secondary Student Information Systems Training Information

"How To" (Job Aides and Reference Handbooks)
# Click here to see a sample of a cumulative record envelope

* Click here to see a checklist for cumulative record
« Click here to see a completed cumulative record

Email to: Martha Morinaka
Return to Just-in-Time Training Support
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LAUSD Classified Employee
Recognition Program

EMPLOYEE RECOGNITION
PROGRAM

The LAUSD Everyday Heroes
Recognition Program honors Classified
Employees who demonstrate excellence
in work performance, school and
community involvement, and leadership
and commitment to our District and
students.




Effective Performance Management practices |
also can enhance employee engagement and "

commitment by providing:

» Goals and Expectations that align with the organization’s
strategic objectives.

» Positive feedback and recognition for employee
accomplishments.

» Recognition and appreciation for excellence on the job.

« |dentification of training plans to support career goals.




Building a succession plan for when an employee
leaves the organization by planning ahead of time
to fill potential vacancies, especially critical
vacancies, give opportunities for current staff.

Succession plans can include aspects such as a
mentoring program, a formal staff development
program, and cross-training opportunities.




