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ARTICLE 6.02: MASTER SCHEDULE DEVELOPMENT 
 
 
 
 
 

A)  The following procedures will establish the staffing for the instructional program. All 
"Forms" can be found in Appendix H: 

 
 

1) Principal consults with department chairs and counselors and then determines 
which classes will be printed in the registration materials. 

 
2) Principal collects a "wish list" (Form A) of courses/departments/rooms/prep 

periods/etc. from each teacher and distributes to chairs for their use in 
developing a tentative master schedule for discussion at the upcoming 
mandatory department meeting. 

 

 

3) Student registration/enrollment information is collected by the counseling office. 
 

 

4) Registration sign-ups by department for individual courses will be reviewed by 
Principal and Department Chair, with the understanding that courses with limited 
enrollment may be removed by principal. Principal will notify appropriate teachers 
of any changes to course offerings. Updated registration sign-up by department 
will be published and distributed (by email) to all staff via the Course Request 
Tally sheet (Form B). 

 

 

5) Sections will be allocated to departments based on the following criteria: 
 
 

a) Course Considerations 
1. Required/Core subjects 

2. Work station/facility capability 
3. Academic support courses (CAHSEE, STAR, etc.) 
4. Special funded (EL, Sheltered, GATE/Honors) 
5. Elective 
6. Pilot program 

7. Curriculum innovation/implementation 
 
 

b) Student Considerations 
1. Special Education 

2. GATE/Honors 
3. EL I Sheltered 
4. Academic Support 

 
 

c) Teacher Considerations 
1. Credential(s) held 
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2.  Number of teaching preparations 

3. Multi-site assignment 

4. Individual teacher request(s) 

5. Master schedule implications (i.e. prep periods, part-time teachers) 
 

 

6) After sites receive staffing allocations from Human Resources, the principal will 
distribute to all department chairs the formula and non-formula staffing 

allocations (Form C) and the number of sections allocated for each department 

(Form D - as an example) based on the criteria cited above. Department chairs 
will share this information with all department members. 

 

 

7) Prior to the mandatory department meetings the principal will share any 

credential concerns/limitations with each department chair.  Department chairs 

will develop a preliminary tentative schedule of individual assignments (Form E 

example) for discussion at mandatory department meeting. Department Chairs 

will conduct a mandatory department meeting (see sample agenda Form F) to 

develop a tentative department master schedule. After developing the tentative 

department master schedule, the department will vote by simple majority and 

submit the approved tentative department master schedule and the Report of 

Mandatory Department Meeting Form (Form G) to the principal. For purposes of 

department votes covered by this section, each department member shall have 

one vote for each section taught in the department.  If department cannot reach 

agreement on a tentative department master schedule, then the principal will 

make the assignments within the 10% student load equity band as per contract. 

No department member will be given a teaching assignment that is outside of the 

10% student load equity band without teacher agreement. 
 

 

8) The principal will develop and distribute an administrative master schedule 

(Form H) no later than three days prior to the end of the school year. Within each 

department, no teacher will have a total student contact load above or below 

10% of the average department load without the teacher's agreement as 

identified on the Mandatory Department Meeting Form. The only exception to the 

equity band are special education courses. 
 

 

If, by unanimous vote, the department members do not agree with the course 

assignments, as ultimately determined by the principal, the department may then 

appeal to the Associate Superintendent/Human Resources. 

 
9) If a master schedule change is necessary after the tentative schedule has been 

submitted, the principal will contact the teacher affected by the change and the 

department chair by email, telephone or letter. The teacher will then be given the 

new assignment and the rationale for the change. 
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10) The principal will balance overall student loads by the end of the add/drop period. Until 

such balancing, students may not be turned away.  By the end of the add/drop period 

(per Board Policy) the principal will distribute actual class enrollment numbers to SOFA 

Building Representatives  and Department'Chairs. 
 

 

11) If a department or individual teacher is determined to be out of compliance with the 

original department agreement, SOFA and the District will mutually agree as to the 

course of action to be taken. 
 

 

12)  Exceptions to formula staffing may include: 
 
 

a) Special Education 

b)  ELD 

c)  Categorically-funded classes 

d) Non-classroom teaching unit members 
 
 

13)  In the event the District receives money from the state specifically designated for class 

size reduction, the District agrees to meet and negotiate with the Association on issues 

within the scope regarding the implementation of the state's class size reduction plan 

that are not covered by this contract. 
 


