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INTRODUCTION

The District of Columbia Publie Schools is a $200,000,000
enterprise operated with funding provided for a base budget
through Disctriet of Columbia levied taxes, Congressional appro-
priations and funds provided from sundry fedetgl grants.

During the past several years a number of studies and
subsequent reporte have been issued which addressed specific
nerds in the area of management,

All of the reports ideatified areas of defieiency in the
managerial operation of the school system and made sweeping
recommendations for reorganization of the managerial processes in
order to provide effiecieney of operation, reliable fiscal data,
effective financial control and needed support operations for the
effective operation of the instructicnal prc_:am, the school
system in general, and a baeis for decision making.

In the Superinteadent's 120-Day Report, it was indicated
that the Deputy Superintendent of Mansgement Saorvices had under=-
taken a comprehensive review of the existing mansgement
organization with a view to realigning the limited resources
presently svailsble in order to move towerd implementing some
of the stated gesls.

Thie report is to fulfill chat obligation.



PART 1

STUDIES AND REPORTS
FOR
PROPOSED MANAGERIAL IMPROVEMENTS




THE REPORTS

The District of Columbia Public Schools have been studied
over the yeare with the area of management being given signifi-
cant attention in the Passow Report, issued in 1967; The
Executive Study Group Report, issued in 1969; the Nelsen
Commission Report, iasued in 1971; the Management Review Report,

issued ir. 1971; and the Price-Waterhouse Report, iesued in 1972.



THE PASSOW AND EXECUTIVE STUDY GROUP REPORTS

The Paaaow Study waa conducted at the invitation of the
Superintendent of Schoola and the Board of Education which
called for a comprehenaive study of the Public Schools of the
District of Columbia by the Teachers College, Columbia Univer-
aficy of New York.

The study began in the school yesr 1965~66 and the Pessow
Report wae iseued in May, 1966. The report contained many
racommandations -~ major and minor, short and long range -~ to
bring about changs throughout the system.

Its recommendations included updating personnel procedures,
improvement in teacher recruitnent, selectirn and reténtion,
separation of certification from employment, reorganization of
the central office, and the position of Execuctive Deputy Superin-
tendent of Schoole as the Superintendent's chief scaff offticer
with & span of control that would permit effective management.

The Executive Study Group Report waa iesued in 1969 as a
follow-up to the Pasaow Report. This report reviewed the recoum-
mendation of the Passow Report and re-stressed the needs for
implamentation of the recommendations of the Passow Report.

The Executive Study Greoup existed ae a result of the struc-—
ture created by the Board of Education to involve both the
professional and general communities in the evaluation of the

proposala made in the Columbia University (Passow) Reporte.



THE NELSEN REPORT

The report was commieaioned by the United Statea Congrease
in September, 1970 to review the oparation of the entire
Diatrict of Columbia Government. The report was sweeping in ita
examination of the City goverament and all of ite departments
and related agencies. '

The report igssued in Auguat, 1972 gave wide-ranging racom=-
mendations for the organisational and operational structure of
the City Government a8 well as far-reaching recommendationa for
the District of Columbia Public Schools. Within the body of
recommendations for the Public Schools, recommendations were
given for the improvement of the management functiona of the
school aystem.

The recommendations which related apecifically to the area
of management are:

» A position of Deputy Superintendent for Buginess

Management be establiahed, with status equal to
that of the Deputy Superintendent for Instruction,
to administer all peracnnel, financial, business

management, sdministrative aervices, general

support, and internal security gctivities.



A position of Comptroller be established under
the Deputy Superintendent for Business Manage=~
ment to provide: (1) effactive control over
all appropriated and Federal grant-in-aid funds,
(2) improved coordination and integration of
the budget, accounting, and management analysis
functions, and (3) automatic data processing

sarvices for the eutire school system.

Zstablish the Office of Fedeoral Programs, with
reoponsibility limiced to interfacing between the
adniniatration and the U. S. Office of Fducation

and other Federal agencies.

Estasblish the Office of Audit and Investigationa,
with responsibility for investigzating snd reporting
on & regular basia on the fiscal integrity of the
operations of the public schools organization and

ite compliance with statutory and regulatory require-
ments, and on all allegations of misconduct on the

part of employees.

The Board of Education and the Superintendent of
Schools revise the activity structure of the echools'
budget to reflect the resources invested in each

teaching activity, cthus making the budget a more



valuable tool for plsnning the ugde of resources

and measuring the rasulte achieved.

The Superintendent of Scheole, with the concurtrence
of the Board of Education, develop and follow a
timetable for the preparation of the Fiscel Year
1974 budget that will permit more meeningful
pas:icipation and deliberation in the budget
formulation process by the Board of Educetion and
the other partiés concerned, and will meet the
Mayor-Commissionet'a deadlines for the submiesion

of budget requesats.,

Design and inatall a management information aystem
that will atore and provide, upon demand, Jata
needed for: (1) cthe planning, execution and
assesament of programs, and (2) the preparastion
of replies to inquiries regarding the statua of
pupila, ataff, programs and other important achool

operationa.

If the Board of Education proceeds with ita
intention of more extensively involving local
achoola and their communitiea in the budget develop-

ment process, it will do so contingent upon any



additional costs rssulting from this approath
being absorbed within existing budget levels
and ics ability to adeinister the new aystem

effactively.

+ The Superintendent provide for a comprehensive
examination of all operations covered by ths
bage budget of the school system to: (1) examine
the need for each position, filled and vacant;
(2) determine how available resources could be
better deployed or utilized to achieve improved
education for the District's school children; and
(3) make findings and recommendations, as appro-

priate, for revisions in staffing.

. The schools' administration develop and instituts

at the earliest possible date an effective position
control system that can be maintained on a continuing
basis at a minimum cost and will afford the Superin-
tendent and the Board of Education the opportunity to:
(1) know where positions are assigned and period-
ically to review positions, authorized and vacants and
(2) wmake judsments as to the most effective potential

use of available authorized positions,




+ The Board of Education establish a separata
office with sole responsibility for handling
all teachar certification and the ac¢craditation
of oducational institutions, and that the
Superintendent of Schools assign responaibilicy
for deterwining the eligibility of cercified
applicants to the Parsonnel Department with
appropriate assistance from principals and

subject-matter apecialists.

. That the Superintendent of Schools tranafer the
Staff Development Office in tae Office of the
Deputy Superintendent to a newly e«stablished
ataff development and training unit in the
Schoole' Personnel Department which will have
responsibility for training functions currently

handled by the Recruitment Section.

« That the Superintendent of Schools establish a
separate employment office within ihe Schoola'
Personngl Department to coordinate and control the
hiring of all employees, and that newloffice space

with ready public eccegs be provided it.




. That the Associate Superintendent for Peraonnel
Services develop by December 31, 1972, a
detailed action plan for centralizing the prepara~
tion of all personnel actions, and forward the

plan to the Superintendent of Schools for epproval,

. That the Associate Superintendent for Personnel
Services, with assistance and advice from the
Associate Superintendent for Business Management,
secure suitseble office space to provide for the

consolidation of all employee hiring activities.

» That the Board ¢f Education establish an Office
of Safety Managemeni in the Personnel Department,
and that this office establish and administer a
safety management program compatible with the
program administered by the Central Personnel
Office and set forth in the District Personnel

Manual.

. That the Board of Education and the Superintendent
of Schools, in conjunction with the ‘District
Personnel Office and Corporation Counsel, develop
and submit to Congress an appropriate amendment to

the Teachers' Salary Act to provide within-grede

10




salary increases or other appropriate incentives
for teachers and school officers performing at
an outstanding level based on validated performance

measures.

+ That the Superintendent of Schools direct the
Aspociate Superintendent of Schools to develop a
performance information system for al) teachers
for implementation, on a trial basis in the 1972-~73
school year; and on the basis of preliminary
results, ag well as advice and comments from
appropriate school officials and tescher represeata-
tives, to implement a compreheusive performance

information system for the 1973-74 academic year.

. That the Board of Education, with sssistance from
the District Personnel Office and the Corporation
Counsel, submit to Congtess proposed legislation
which will more strictly define the managerial and
administrative positions to bez included in the
Teachers' Salary Act, with the objective of eliminating
positions not directly involved in the educational
process from the Teachers' Salary Act and allowing
pre-professional teaching employees to be paid under

the Teacherg’ Salary Act.

11




That the Board of Education and the Superin-
tendent of Schools revise the procedures for
the selection of achool principels go as to
replace the representative from the Board of
Education with cthe Associace Superintendent

of Personnel on the gelection pénel.

That the Board of Education and che Superin-
tendent of Schools develop and spprove new
procedures for the gelection of agsistant
principals, to provide for community input in
establighing eligible 11gte and to give a
school principal suthority to recommend hig or
her preference for the position to the

Superintendent of Schools.

That the Superintendent of Schools establish
gelection panels comprised of gchool principals
to evaluate all prospective teachers, and that
the panels be required to estsblish ranked
eligible lists to govern all appointments of

new teachers,

12



That the Board of Education, with appropriate
assistance from the pay and classification
epecialigts in the Central Personnel Office,
submit to the Congress revisions in the

Teachers' Salary Act that will eliminate specific
positions from classification under the Act and
will seek materially to reduce the number of
salary classes 3 through 14, (D. C. Code,

Sec, 31-1501).

That the Superintendent of Schools direct the
Agsociate Superintendent for Personnel Services

to develop a proposéd execut ive development
program with the objective of identifying the
executive potential of current employees, including
thoge already in executive pogitions, and on the
basis of identified needs, to develop appropriate

training opportunities.

That the Superintendent of Schools direct the
Agsociate Superintendent for Personnel Services to
develop a performance information system for school
principals and assistant principals for full

fuplementation during the 1973-74 gchool year.

13



that the Board of Education, using as its

basis the performance information system for
school principals and assistant principals to

be developed by the Adsoclate Superintendent

for Personnel Services, establish policies and
procedures to eliminate tenure in all administra-
tive positions but allow administrative employees

to retain tenure in teaching positions,

That the Associate Superintendent for Personnel
Services develop, by December 31, 1972, an out-
line of an orientatiOn course for all new
employees and submit a detailed training schedule
for the orientation to the Superintendent of

Schools for approval.

That the Associate Superintendent for Personnel
Services develop, by December 31, 1972, an
outline of an orientation course for all new
employees and submit a detailed training

schedule for the orientation to the Superintendent

of Schools for approval,

14



That the Asuociate Supsrintendent for Personnsl
Servicee iesue rules and ragulations requiring
a8ll program manggers and school principals to
document future adminietrative, professional

and clericsl manpower needa one, three, and five

years in advance.

15



THE MANAGEMENT REVIEW REPORT

The Management Review Report was issued in 1971. The Report
waa cooperatively arranged and conducted by the U, S, Office of
Education and the District of Columbia Public Schools. The primary
purpose of the management review was to aggist the Dietrict of
Coiumbia Public Schools in strengthening the management of federally
supported programa,

The following recommendations were given for the improvement
of the management of federally supported programe:

» That a mechanism be developed by the Department

of Federal Programs that will insure the coor-
dination of such related programs as ESEA,

Titles X, II, III, VI, and NDEA, Title III, so
that they become mutuslly supportive, economizing

on resources and eliminacing duplicacion.

. That an evaluation plan for all Federal Programs
be implemented on a regular basis, so cthat
projects under Federal Programs can be directed

to meet assessed needs.

» That a HMansgement Data Book be developed and

published monthly for the Superintendent and Staff.,

16




An inventory of all objecti' ! data currently
collected be prepared and analyzed on a

regular basis to determine their decision=~

making value and weaknesses or inadequacies in

the system in order to take appropriate
strengthening action. A central forms control

unit should be established to develop procedures
for coordinating and manitoring all data <olleating

efforts for the department,

The departments' information system incorporate
all existing sub-systems, both automated and manual,
into an integrated system that meets multiple

information needs from & common data bank.

A general summarized listing be prepared of all data
presently being collected and disseminated throughout

the entire department.

The agency consider ¢tonsolidating under the Division
of Personnel Services all personnel functions dealing

with the central administration staff.

Where feasible, that employees in other divisions
currently performing personnel tasks: and thereby
having acquired specialized skills in some aspect of

personnel work, be transferred to the Division of

17



Personnel Services where their strengths can be

fully ucilized.

+ The agency review the recent compllation of all
personnel policies to determine which policiea
ara adequate and which ones are obsolete, Current
policies and procedurea should be improved where
appropriate and new policies ghould be developed

in areas where policy statements are lacking.

+ The agency develop a formalized procedure for
making staffing projoctions. Planning for future
pergounel needs ahould become a part of the agency's

total planning process.

» The agency move as rapidly as it can in automating
peraonnel recorda. The study made by the Syatem
Development Corporation might be evaluated, updated,

and if desirable, implemented.

. The rulea and responsibilities of all central
administration staff members be reviewed. An agency-
wide job classification survey shouid be undertaken
to inaure proper classification of all jobs related

to central administration,

18




A study be made of salariea paid non-profesaional
employeea in the agency as compared to salariea
paid employees in similar positions in private

industry and other governmental jurisdictiona.

Written policies ba developed to strengthen
communicationsa between supervisors and employees

and among departments.

That the zesponaibility for budget formulation,
fund allocation, accounting for and controlling be
asgigned to one division, along with vosition

control and payroll.

That when Federal Program projects are initiated,
fiscal, personnel and procurement staff should be
involved, and aliould continue to be involved in
appropriate stages of project review, monitoring

and reporting. Sufficlent administrative staff should
be employed to handle the workload imposed by Federal
programs., The Federal Program Officer should restudy
the positions related to Federal programs and make
determinations concerning needed changes, in both

administrative and program positions.

19



That a fireproof vault ba constructed oy

purchased for storing comwputer reels and tapes.
A duplicate set of files and records should be
maintained at an alternate location in case of

fire or other disaster.

That a Depavtment of Teacher Education Certification
and School Accreditation, structured with cne

section for each of these areas, be eatablished,

That the agency develop policy statements on

recruitnent,

That the agency develop policy statements and

related guidelines for equal employment oppor-

tunities of central adminiatration persomnel.

That the agency continue the awards program for
non~professional employees and extend it to include

profesaional and Wape Board personnel,

That an agency-wide orientation program be
developed for all new employees on the central

adminiatration staff,

That the agency continue to work closely with the

U, S. Civil Service Commiaslon in an effort to

20



develop more effective performance-based evaluation
instruments for use with personnel in General
Service positions., Jt i8 further recommended that
the agency consider establishing an on-going
evaluation program for all central administration

personnel.

» That the Associate Superintendent for Personnel
Services be delegated responsibility for planning and
coordinating all staff development activities in the
agency, particularly those activities which relate

directly to the central administration staff.

. That a written grievance procedure bhe established to
provide central administration staff members an
opportunity to appeal to a grievance committee when

difficult problems cannot be solved informally.

+ That workshops be conducted for administrators and
supervisory personnel regarding the agency disciplinary

policy and procedures.

« The creation of a Management Analysis and Review
Section in the Division of Budget and Executive

Management.

21




. Establish & revolving account for procurement.

« Establish an sutomated equipment inventory

information systen.

« That an Internal audit function be eatablished.




THE PRICE-WATERHOUSE REPORT

Tha Price~Waterhouse Report was the result of a study
commissioned by the Board of Education for tha performance of a
study of the management support systems of the District of
Columbia Public Schools.

The study which culminated in the issuance of the report
covered major recommendations for the structuring of a management
appatatus to effectively serve the needs of the District of
Columbia Public School System.

Personnel involved in the study and implementation of some
of the recommendations wéra evperts in the business arena and
wera drawn, on loan, from industrial, management, accounting and
consulting firms of the greater Washington area.

The study proceeded under the sponsorship of the Washington

Board of Trade, resulting in the following recommendations:

. Establish a Deputy Superintendent for Manage~

ment Servicea
» Implement an automated control system

. Establieh a financial reporting unit, upgrade
financial planning and control, and recrganize

the business~related departments

23




. Revise accounting codes which identify schools,

allotments and sctivities
. Modify personnel and related object codes
« Develop coding policies and procedures

» Eatablish source document control and control

procedures

. Establish a Reconciliation Process in the Finance

Department

« Modify procedures and forms for reporting teacher

absences and gubsticute teacher sarvice

. GCentralize preparation and modify procedures for

processing personnel sction forums

. Develop a cost reduction project to find possible

alternatives for raducing costs

. Develop program charts of account and proceduzza

for budget preparation in programmatic classification

. Coordinate the development and revision of the Fund
Management System with the upgrading of the fiscal

accounting systenm

24




Review warehouse and distribution operations.
Develop alternatives for improvements, including

applicable resource requiremants

Develop standardized supplies and equipment
numberir.g system and develop procedures and

guidelines for implementation
Standardize and automate special report requirements

Develop an automsted finsncial plan reporting

capablility

Develop and implement computer scheduling and

utilization procadurei

Prepare course material for monthly orientation

course for new employces

Tmprove business operativus and mazagemant effective~

neae

Establish and enforce schedulea for ovdinary

suppliza and equipment

Implement Inventory Supply and Equipment Management

Systen

25



Develop a long-range Computer Systems Develop-

ment Plan

Improve the Automated Editing Process in the

Fiscal Accounting System

Reduce the amount of redundant recording and

review processing of source documents

Develop an accounting procedure manual for the

Finance Department

Re~design and consolidate Personnel and Payroll-

related forms

26



PART 11

STUDY RESULTS
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STUDY RESULTS

Among tha chenges set in motion es e result of the etudies
ere!
+ The Office of the Deputy Suparintendent of Manege-

ment has been established.

+ The Divigions of Automated Information Systems,
Budget, Buildings and Grounds, Employee~Employer
Relations, Finance, Federal Programs, Logistical
Support and Personnel where_the gtaff reports
directly to the Deputy Superintendent for

Management, have been eatablighed.

« A program budgset structure hea been developed to

reflect subject araas of inatruction.

« A tentative personnel control system thet will
provide total personnel accounting has been designed

and is partially operational,

. Computerizaticn of the base budget and automation
of an allotment system have become operational,
meking available financial accounting data in the
area of obligations and disbursements, payroll and

gtatus of appropriations.

28
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GOALS OF REQRGANIZATION
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GOALS OF REORGANIZATION

The goals of the Office of Management can be stated as
follows:
« Recruitment of personnel with specific

expertise for business managehent

. Expansion of the Office of the Deputy Superin~
tendent for Management to provide support
staff for operational analysis, divisional

coordination and managerial planning

. Reorganization of the Division of Personnel to
provide the division with the capability to

assume system-wide personnel responsibilities

. Complete automation of the personnel accounting
gystem to provide complete data for all classifica-
tion of personncl relative to positions filled,
vacenclies, expenditures per position and position

assignments, as well 28 position control

. Re-alignment of the responsibilities of the
Divisions of Budget and Finance 8o that full
coordination exists for the delivery of financial
reports, between budget and allotment aspects for

all gources of funding within the 8ystem

30




Development of the capability to provide fiscal
data for all sources of funding within the school

system

Increasing the computer capacity for providing
sutomated dacs or dsta~related facilicies for

inatructional usas

Development of an internal audit capability to
monitor operation practices for non-appropriated
funds, attendance reporting, and overall management

practices

Development of standard operating procedures for
all management functions for the various management

divieions and scheol unitcs

Developing cthe capability to provide management
saervices to all divisions, thus eliminacting che sub-
management units operstional ocutside the Office of

Mansgement Services

Develop the capabiiicy within the Division of Budget
to effectively mansge and budget all funds regardless

of the source of funding

il



Reorganize the Division of Buildinge and Grounds
to effectively provide for the needs of maintenance,
not only in the area of buildings but in the area

of equipment repairs as well

Establish the capability for longe-range planning in

the area of Capital Outlay

Improve the syetem of the Division of Logistical
Support gservices to provide a more reesponsive delivery

and warehousing system

Automation of purchasing processes for recurring
purchaees, order-writing and establishment of a

perpetual inventory

Reorganization of Federal Programs to provide for
coordinated management of grant awarde under one

auspices

Creation of an office service unit to provide
for system-wide clerical, space management and record-
retention needs, including the development of a

micro-film capability
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In spite of the activitiea that have been put into place as
a result of the varioua studiea, the level of management remains
at A minimum Aacceptable level,

In many araas, the improvementa can be considersd to be
eignificant; however, the efficiency of the management c¢omponent
of the achool system ia directly related to the allocation of
resources needed to provide the services and support a dynamic

and expanding educational program.

Full implementation of the recommendatiows made in the Passow,
Nelaan, Managemsnt Review and Price-Waterhouse gtudies have besn
constrained by budgetary conaiderations, staff deficiencies,
delaya in filling key poaitions, and coordination and development
of necesaary working relationships with District Government

agenciea.
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PART 1V

PROPOSED REORGANIZATION
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PROPOSED REORGANIZATION

A comprehensive review of the needs of the District of
Columbia Public Schools for adequate management support for an
expanding educational program has resulted in a determination
that the organizational structure outlined in the pages to
follow must become operational in order to properly meet the
needs of the systen, 1mprove‘the required support gervices, and
to meet the challenge of the recommendations from the Passow,

Nelsen, Management Review and Price-Waterhouse Reports.
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OFFICE OF THE

DEPUTY SUPERINTENDENT FOR MANAGEMENT
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OFFICE OF THE DEPUTY SUPERINTENDENT FOR MANAGEMENT

The veports snd atudies of the District of Columbia Public
Schools called for, in varying terminology, the establishment of
the Office of the Deputy Superintendent for Executive Management;
Deputy Superintendent for Management Services; Deputy Superintendent
for Business Administration, etc,

The Office of .the Deputy Superintendent for Management, having
been created, has never beén properly identified within the overall
operation of the system, and has to a great extent been the basis
for a continuing dichotomizing of the school system and personnel
into campa of Educational Line vs. Management Line. This dichot~-
omy has been intensified by differences in salary schedules for
Teacher Salary Act Scaff and General Schedule Staff.

To properly serve the system, it is necessary to eradicate
the concept of dual and unequal lines of responsibility. The over~
all needs of the system must be identified as needs to be addressed
to by all segments of the managerial staff, be they direct
educational functions or business management functions.

The overall needs of the educational process are served and
sustained bty the support services of a management group. The type
and quality of service rendered directly impacts on the result:

achieved in the classroom.
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In keeping with this line of thinking, the reorganization
of management services which follow are designed to put in place
the organizational structure which will best serve the system
as a whole. The physical reorganization in and of itself will
not achieve this end. Only upon full implementation of the
reorganization and the dispersion of the attitudinal concepts of
separation of "lines" will overall gsuccess be achieved.

In order to bring about the efficiency necessary, the respon-
sibilities of the Deputy Superintendent are:

+ Overall aduinistrative reaponsaibility for the

supervision and operation of the divisions
and bureaus aseigned to the Office of the

Deputy Superintendeﬁt for Management

» To asaist the Superintendent in implementing
all phases of the operation of the school

systenm

. In the name of the Superintendent, carries out
all of those functions and responsibilities as
assigned which are normally handled by the

Superintendent
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+ Works cooperatively with the Deputy Superin-
tendent for Instructional Services to
coordinate the services for greater impact upon

the regiono of the school systen

. Works ultimately with designated committees of
the Board of Education as the Superintendent's

representative

+ Provides immediate information and staff

assistance te the Superintendent on all school

matters

+ Asasists the Superintendent in the development of
plans and guidelines for the operation of the

District of Columbia Publiec Schools

+ Directs staff activities and provides supervision

and guidance to Divisional Assistant Superintendents

+ Reviews plans for facilities with Regional
Superintendents and proposcs appropriate modifi-

cations

. Approves plans for attendance units and school

facilities to be submitted to the Superintendent
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Participates in developing operating and capital
budgets, provides for consolidation of budgets
submitted by division heads and regional Superin-~
tendents, and works with subordinates te reconcile

budget demands in excess of available funds

Recommends to the Superintendent the appointment,
transfer, and reassignment of personntel reporting to

the Deputy Superintendent
Provides for teacher assignments t¢ the schools

Esctablishes administrative controls over system

expenditures

Provides input from operating staff in negotiations

with employee groups

Provides personnel security for students and staff

of the school aysten

Inplements Board of Education policy in all assigned

#reas

Develops and recommends organizational modifications

as needed
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Evaluates the effectiveness of field and staff

groups reporting to the Deputy Superintendent

Evaluates and approves applications for non-

regident students

Meets regularly with the Superintendent and
Deputy Suparintendent for Instruction to coordinata

the implementation of educational programs

Provides written reports to the Superintendent
that will be of value to her and to the Board of

Education

Meets with staff members and administrators;
additionally, issues written directives when

necessary

Meets with field administrators and department heads
vwhere appropriate to review budget items and programs

in the Disirict of Columbia Public Schools

Meets with members o»f staff individually or in

small groups, when needed

Issues written directives when necessary
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. Reviews with division heads ateps being taken
to implement Board of Education policies and

programs

« Provides guldance to division heads on operating

staff

. Visits schools periodically for on-site meetings

with Principals and Reglonal Superintendents

. Maintains close relationships with heads of

divisions on the planning staff

. Appoints and mec~ts with committees of field and
and central office gtaff assigned to work on

special projects for the school systen

. Maintains liaison with City agencies and community
organizations iIn reiation to the day-to-day

operation of the school system

. HMaintains liailson with heads of goverament, private
agencies, and other school districts in relation

to day-to-day operation of the scliool systenm
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ORGANIZATION
as of
DECEMBER, 1573

OFFICE OF MANAGEMENT SERVICES

Superincendent

Deputy Superintendent
Qffice of Management

m——— —— = e =

| |

l Division of}
Federal I

Division of
Logistical

Programs Support
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REVISED ORGANIZATION

AS OF MAY. 1974

EXHIBIT 11A
OFFICE OF MANAGEMENT SERVICES
DEPUTY SUPERLNTENDENT
DIVISION OF DIVISION OF DIVINION OF DIVISEON OF DIVISION OF MVISION OF DIVISION OF
DATA PROw SECCALTY OPERATLO FINANCIAL FACILITIES PERSONNEL CoxTRoL
CESSING AND AND SAFETY SERVICES PLAXNING AND PLANNING
SYSTEMS DESIGN BUDGET PRE-
PARATION
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REVISED ORGANIZATION AS
OF May, 1974

OFFICE OF THE DFTUTY SUPERINTENDENT

DEFUTY SUPERINTENDENT J

| MANACEMENT

|
t

EXECUTIVE ASSISTANT

3

y
¢ ANALYST ' FOR
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! CONTRACTS AND LEASES
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DIVISION OF AUTOMATED INFORMATION SYSTEMS

The progress of the District of Columbia Public Schocl
system toward a goal of effective management, to a very large
extent, depends on ite ability to produce data, retrieve data,
and furnish timely reporte in all arees, fiascal es well as
instructional, for uae by mansgement as tools for effective
decision making.

In conjunction with these needs, the Divieion of Automated
Information Systems, as presently comstituted, will be abolished
and the Division of Data Processing and Systems Design will be
established,

In order to provide the services, since this division 1is a
service~oriented division, it is necessary to provide the capability
ag indicated in Exhibit IV. The new division must be upgraded,
both in terms of staff and equipment in order to meet the demands
of an expanding and viable school system.

Based on the needs of the system and the duties which muat be

performed, the responesibilities of the divieion are:
. Provides analysis of the eystems' peeds

. Establighes and meets the systems and

procedures needs for all units
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Determines and meets data processing needs

Determines and meets non—-automated systems and

procedures needs

Develops, programs, and installs systems as

required to meat identified needs

Provides for efficient handling and operation

of data processing equipment
Evaluates data processing equipment requirements

Provides for development and dissemination of
division procedures for systems development,

documentation, and installation
Controls school system forms

Conducts in-gservice education for users of

administrative and instruction systems

Participates in the development of the departmental

budger

Supervises computer~based instruction systems, such

as data processing education programs and computer=-

asgisted instruction
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Disseminates procedures, rules, and regulations
Issues divisionsl bulletins as required

Develops, writes, publishes, and controla all

board-wide administrative procedures

Meeta on a vegular basis with the central office

and regional staff as necessary

Provides for in-service instruction by division

staff

Designs and implements systems to relieve gtaff

members of the task of msnually preparing reports

Designs and implements syatems that enable the
Division of Planning, Research, and Evaluation to
produce accurate, detailed and summary reports

routinely requeated

Provides tinmely, accurate, and relevant reports to
the operating divisions go that evaluation of
existing programs and procedures can be made

effectively

Addrasses problems in the area of personnel
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Establishes procedures to create and maintain
permanent data files which can be used to Senerate

various types of special statistical reports

Converts source docvments into wachine-

processible forms
Maintains the integrity of various files

Prepares output reports from files or from Source
data in accordance with the needs of the various user

divisions

Provides student schaduling at the school level

Conducts student scheduling workshope for in-school

administrators

Maintains a personnel position control file
Establishes and maintains a personnel)paerII file
Produces monthly fiscal reports

Proccsses student iransfers

Processes all purchascs and establish a file of

purchase orders and record of encumberances
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+ Provides for automation of inventory and

warehousing of purchasas

In order to meet the reaponsibilities outlined above, this
division more than any other, muat provide for a major acquisition

of staff,
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ORGANIZATION
as of
DECE4BER, 1973

DIVISION OF AUTOMATED INFORMATION SYSTEMS

EXHIBIT IIX

; ADMINISTRATION
!l Dpirecror
i 1 Deputy Director
b Secretary
;l Clerk
!
i E
.7 I [ ;
MASAGEMERT SYSTEMS; [ EDUCATIORAL SYS, SOFTWARE SYSTEMS COMPUTER OPERAT.: ! QUALITY CONIROL | ! POSITION CONTROL
1 Systems Analyst ][l Systems Analvst! !l Systems Analyst,jjl Chief of Op- 1 Supervisor 1 Supervisor
Suparvisory Supervisory erat ions 1 Asst. Superv.
1 Systems Analyst 5 Programmers 3 Shift Super- 4 Computer Aldes| |4 Personnel
visors 1 Tape Librarian Assistants

7 Programmers

i

5 Operators

_|

-

52

KEYPUNCH

5 Keypunch Op-

erators




REVISED ORGANIZATICN AS

OF MAY, 1974

DIVISION OF DATA PROCFSSING

AND SYSTEMS DESIGN

DEPUTY
SUPERINTENDENT

ASSISTANT SUPERINTENDENT

EXHIBIT

v

BUREAU OF BUREAL OF COMPUTER- BUREAU OF BUREAU OF DATA BUREAY OF
.\n;&;:r; “gviznﬂ&b BASED EDUCATIGNAL gf;‘r‘g‘?m PROCESSING ADMINISTRA-
NI SYSTEMS OPERATIONS TIVE RESEARCH
SYSTEMS DESIGY | procraeane N
I
— |
OPERATLONAL SYSTENS DATA COMPUTER DATA CONTROL .
= C““P"T““E-;““STS %ggg’ﬁm P"OGR:‘?;I"G PREPARAT (ONS OPERATIONS BRAKCH ADMINISTRA- —
BRANCH BRANCH BRANCH TION BRANCH
_ 1
—
GEXERAL ATTENDASCE
— ANALYSTS ALDITING o
BRANCH BRANCH
DATA PBASE ADMINI-
"= STRATION BRAXCH
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DIVISIONS OF FINANGE AND BUDGET

The Division of Financa, as presently organized, 1is not
able to provide for the achool system the needed financial data
for decigion making.

This condition axists primarily becsusa the linkages
necasaary betwaen the Diviaici of Budget and the Divieion of
Finance ara noor or do not exist in some areas.

In addition to thase factors, tha Divigion of Finance ig
structurally weak and lacks automated data from which to generate
a finiehed product; namely, timely and accurate fiscal datse in all
axpanditure areas, including the araa of Fedaral funding.

The Division of Budget should be very closely tied to the
financial operation of the school system. In this reapect, its
relationship to the Divieion of Financa is an absoluta.

In gome instances, procedures being undertaken in the Budget
Divt=4on are, in fact, procedures that are dependent on the data
generated in the Finance Division and should properly be the
responaibility of that divieion.

Additionally, the Budgat Division is in need of ra-structuring
to adaquataly provide budgetary sarvice to all facets and funding
sourcas, as well =3 be in a position to do long-range budgetary

planning, and movement io a PPB eystem for the achool systen,
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For the above reasona, the Diviaions of Finance and Budyet
will be reatructured and incorporated aa bureaus in a Diviaion
of Control as delineated in thie report. Proviaions will be

nade to provide for a unit epecifically for budget preparation

and long-range planning.
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ORGANIZATION
aa of
DECEMBER, 1973

BUDGET DIVISION

EXHIBIT ¥

Budget Director GS-1> DC
Management Analyst Gs-13 pC
Secretary GS~ 8 DC
FURCEY Yo LAY TION T_ ALLOYMENT FORMULATION CLERICAL SUPPORT
L _—
Supervisory anatyst  (G§-3J3 Allotment Centro} Officer @GS-12 IC Administrative Officer G5-11 1A
General Fund Ass't Allot. Conr. Off. Gs- 9 1A Clerk G5- 7 1A
| Budget Analyat G5-~12 DC uintt Allot. Cont. Off. G5- 9§ IA Clerx G5~ &6 1A
| Budget Analyst C5-12 e sss't Allol. Cont. Off. Cs- 9 IA Clerk ¢S~ 5 DC
Budget Analyst GS-17 la Clerk Gs- 5 1A
Budget Analysc CS-12 1A Clerk G5~ 5 IA
Budget Analyst G5-12 JA Clerk GS- 4 1A
Clerk Gs~ 4 1IA
Grant Accounts
Budgiet Analyst G5-12 Ia
Capital Qutlay
l Budget Analyst Gs~-12 IC
o
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DIVISION OF FINANCE

ORCANTZATION EXHTRIT VI
as of -
DECEMBER, 1973 Director/Controller
GS-14 I A,
[ Systems Accountant Secrecary
I GS-13 I. A. GS-5 D. C.
Deputy Direccor
Gs=-13 I. A.
Tracsaction Processing Reporc:s Control Allormenr Accounting Payroll
Operating Accountant Account:ing Officer Operating Accountanr Supervisor
GS-11 D. C. GS~12 D. C. GS=12 X. A. G5-8 D. C.
Accounting Tech. Operating Accounrant G5-11 1. A, Asst. Supv.
GS-8 D. C. ¢S=12 I. A. Accowunting Tech. GS-6 D. C.
¢S-12 I. A. G5~-7 D. C.
|
I
Document Contral Document Processing Bi-Weekly Semi-Monchly Semi-Monthly (W. A. E.)
Accounting Tech. Accounting Tech. Payroll Clerk Pzyroll Clerk Payroll Clerk
GS-7 Do C. GS-7 D. C. GS-6 D. C, GS-6 D. C. G5-6 D. C.
Voucher Examiver Voucher Examiner Payroll Clerks(2) Pavroll Clerks(3) Time & Lve. Cls. (3}
G55 D. C. GS5-6 D, C. G55 D. C. G5-5 D. C, GS~4 D. C.
Voucher Examiners{3}| { voucher Examiners(5) Payroll Clerk Time & Lve. Cls.(2}] | Time & Lve. Clerk
G5-5 I, A. Gs=5 I. A. G5-5 I. A, GS-4 D, C. GS=3 D, C.
Voucher Exmminer Time & Lve, Cls.(2) Time & Lve. C1.
GS8~5 M. D. T. GS=4 D. C, GS-4 1, C.
Time & Lve. Cls.(2) Time & Lve. Cls, (2}
GS-4 I, C. G5-3 D, C.
A —
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DIVISION OF BUILDINGS AND GROUNDS

The Division of Buildings and Grounds has, at present, wide-
range responsibilities in che areas of maintenance, custodial,
architectural building design, construction monitoring, equipment
repair, and for Capital Outlay, as well as equipment specification
evaluation.

Ian reviewing the opevation of this division, overlap with
functions that exist in other divisions existe, especially in the
area of maintenance and repair.

In addition to overlap, the division has such wide-range
diversification ¢f purposa,“aa: crzly L ghe avea of Facilities
Planning are not progerly slidressad and zivance planning suffers.

In order &4 buing 1.:0 =40 & prorer use of available
resources as well s gsriadllihing the capability that 1is needed
in the area of Faciilt¥er "l:.-1ng, th% DivigZon of Buildings
and Ground; will be abolishel, wi.n its staff and functions being
distributed to respective divisions as appropriate and as identified

in this report.
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ORGANIZATION
as of

DECEMBER, 1973

DIVISION OF BUILDINGS AND GROUNDS

DIRECTOR

Program Assistant for
Community Participation

O

G5-6 DC
]
Administracive Clerk !
- cs=5 1C !
L i
-7
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G5~-15 DC

|
]

SPECIAL ASSISTANT
! TO THE DIRECTOR

| G5-12 IC
—

Administrative Aide G5-8 DC
Administrative Clerk Gs5-6 DC
Adminiscrative Clerk §S5-5 DC

i

SUPERVISORY ARCHITECT BRANCH
G5-14 DC

ECIIBRIT vII

-

BUTLDINGS OPERATIONS BRANCH
Superintendent of Operations (5-14 DC

Innovation Research and Design

architect(educational leave)CS<13 DC

1]

SR

Architece G5-11 DC — ]
Architect {incumbent $5~9) G5-11 DC Buildings & Grounds Manager GS-13 DC
Engineer Drafcsman Gs- 7 IC
Planning and Information | — —— -
Civil Engiuneer {vacant) G5-13 DC ¢ Adminiscrative Aide (5-7 DC
General Statistician Gs-1! DC Administrarive Cleri G5-6 DC
Administrative Jlerk G5—- 6 DC Administracive Clerk ¢5-5 DC
— —— A Administracive Clerk (§5-5 DC
Project Development and Conscruccion Clerk-Typist G5-4 DC
Architect 65-13 D¢ — —
Architect GS=12 IC Buildings & Crounds
Engineer Techniclan Manager {Operarions) GS-11 C
{(P10:G5-12) Gs5-11 IC
L, Engineer Technician G5-11 DC
- —EFixed Equipment Specialist G5-11 DC
E Maintenance Design and Improvement
s General Engioeer Gs-12 DC Coordinator of Support
| Architectural Techniclan GS—- 9 DC Service G5=-11 DC
} Architectural Technician Gs5- 9 C
! Engineer Draftsman Gs=- 7 DC
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DIVISION OF EMPLOYRE-EMPLOYER RELATIONS

The basic functions of the Divieion of Employac-Emplover

Relations as it is presently constructed is 88 followa:

Develop and maintain an effective employee~
employer relations program for the D. C. Public
Schools, Qverall responsibility for all employee~
employer relations Functions as well aa the
negotiations and management adviaory functions

entailed in dealing with employee organizations

Serve as Chief Negotiator and spokesman for the
Board of Education in meetings, conferences and
bargaining gessions with organizations representing

various employee groups of the D, C, Public Schools

Serve a8 principal advisors to t'c Board of Fducation,
Superintendent of Schoola and ocher school officers

in the area of employee-employer relations

To develep Lhe Board of Education's position on all
demands submitted by emplovee organizations submitted

both during nepotiations und throughout the year

Adminigster and interpret all Agreements that are

negotiated with employer organizations, Provide

60



advice, agsistance and implementation instructions
on negotiated Agreements to school officers and

supetvisors

Serve as the Superintendent’'s designee at the
Superintendent's level of all formal grievance
procedures and make all arrangements for hearing

thegse grievances

Conduct workahops for school officers and super-
visors on negotiated Agreements and other aspects

of labor-management relationa. Visit achools and
administrative offices as required, often on an
emergency basia, to agaist in settling disputes and
problems., Receive a variety of formal and informal
complaints and grievances and strive to promote
settlements that are fair to both the employee and

the employer

Prepare and present the Board of Education's poaition

on all grievances going to final and binding arbitration

Review proposals to be submitted to the Superintendent

or the Board of Education from various school

offices to insure that such proposals are not in conflict
with any negotiated Agreements or employer-employee

principals
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« Provide advice and assiastance to State juris-
dictions and Boards of Education in employee~

employer relations

+ Research of precedents, trends, practices, laws,
regulations, decisions, contractual agreements,
development of atatistice; preparation of reports,

and analyses of factual data

The adwministration of Employee~Employer Relations is a
defined personnel function and should be properly housed within that
division. However, the division, as presently constituted, has a
high percentage of ite energiea directed toward the contract negotia~
tion process with the various unions and is acting 8s the Superintendent's
Hearing Officer in the final step of a grievance.

Although the relationship between negotiations of a contract
and the administration of Empiuyee~Employer Relations is close, it
is felt that the best possible organization structure would be for
the functions of employee relations to be absnrbed Llnio the operations
of the Division of Personnel and the Office/Position of Labor
Relations be established for the purpose of contract negotiation.

The separation of functions would leave free the principal
nogotiator to concentrate in areas of contract needs and inter-

pretation.

62




The Division of Esployes-Eaployar Ralations would be
aboliahed and a Bureau of Employes Relations would be esteblished
i{n the Division of Personnel with the eaplovee relations functions

and appropriate ateff being transferred to that division.
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ORGAN1ZATION

as of
DECEMBER, 1973 EXHIBIT VIII
DIVISION OF EMPLOYER~EMPLOYEE RELATIONS
LEVEL ) DEPUTY SUPERINTENDENT
MANAGEMENT SERVICES
LEVEL 2 DIVISION OF RMPLOYER-~EMPLOYEE RELATIONS

1 DIRECTOR .

1 DEPUTY DIRECTOR

3 LABOR-MANAGEMENT SPECIALIST
1 EMPLOYEE RELATIONS ASSISTANT
1 CLERK-TYFIST

TOTAL - 7 POSITIONS
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DIVISION OF FEDERAL PROGRAMS

The Division of Federal Programs, aa presently organized,

operates as a State Office for receipt and wanagement of

federal grant awarde.

However, as structured, it itvolves iteelf administratively

with only a small fraction of the total grants administered by

the school system.

It concentratea ite efforts in the following grant areaa:

This slantad conceatration leaves

grants:

Impact Aid

NDEBA, Title 11l
Assiatance to Children
in Institutions for
Neglected or Delinquen

ESEA, Title 1

Head Start

Fellowships for

t

Teachers of Handicapped

Follow Through

Adult Demonstration Education

Special Education

Adult Baaic¢ Education

63

ESEA, Title 111
ESEA, Title IV
ESEA, Title V
ESEA, Title VII
ESEA, Title VIII

ESEA Amendments

outside its scope the following

ESEA, Title 11
ESEA, Title VI

Educations Professions
Development Act

Vocational Education
Agriculture Act

ESAA



Since faderal funda are euch an enormous aocurce of funding,
it ia felt that the responsibilities of the Division of Federal
Programs must be broedened to include all of the areaa not
presently included under ita adminiatration and at the same
inatance, move the Divieion under the umbrella of a larger
organizational atructure aa aeveral bureaua, responsible for the
adminiatration of all the different funded programs in accordance
with the programmatic Suidelinea of the funding agenciea.

The responaibllities for the Diviaion of Federal Programs

will tranafer to the newly created Division of State Adminiatration.
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FEDERAL PROGRAMS EXBIBIT TX

ORGANIZATION
as of
DECEMBER, 1973

Administration
Asst. Supt.

Secretary I

-
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ASY

TECHNICAL ASSISTANCE ESEA TITLE I ESEA TITLE III IMPACT AID SURVEY UNIT OTHER PROGRAMS
Asst for Fed Grants Cocordinator Coordinator Prog. Analyst Ed Res & Pln
Clerk Typist Ed Res & Pln Assoc Ed Res & Pln Agsoc Admin Clerk Assoc
Ed Res & Pln Assoc Ed Res & Pln Assoc Admin Clerk Ed Res & Pla
Program Analyst Program Analyst Adain Clerk Assoc
Program Analyst Secretary Admin Clerk Prog anal
Admin Clerk Clerk Typist Admin Clerk Prog Anal
Res Asst Admin Clerk Secretary
Sec/Typ Admin C1
c1/Typ Admir C}
PL 8§9-750
Ed Res & Pln Assoc
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ORGANIZATION
as of
DECEMBER, 1973

ESEA TITLE I ORGANIZATIONAL CHART

Assistant Superintcndent

Department of Federal Programs

Coordinator

4
!
Title I State Educational Agency I

EXHIBIT IX

h | -
i Program Analyst Program & Program & I Program Analyst | Program Analyst
! ERPA Management Dissemination ERPA Follow Through
I Analyst Analyst !
1 1
Secretary Trainee Administrative
Clerk

ERIC
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ORGANIZATION PUBLIC SCHOOLS OF THE DISTRICT OF COLUMBIA EXHIBIT IX

as of DEPARTMENT OF FEDERAL PROCRAMS
DECEMBER, 1973 ESEA, TITLE 111
Vacant
ESEA, Tirle IIY Coordinatror
TSA-7
- | l
e ] - ! { i
Educational Research :: ERPA — Dissemination ERPA - Evaluation Professional Trainee
and Planniag Associare | ! TSA=10 TSA~10 Budger Analyst
T54-10 1 GS-5~7-9
A }
Yacant
Secretary Secretary
GSs-5 . GS-6
i
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ORGANIZATION
as of
DECEMBER, 1971

Special Programs Uait

Assistant Sunerintendent

Acting Assistant
for
Special Programs

EWIBIT IX

Program Analyst

Program Analyst
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DIVISION OF LOGISTICAL SUPPORT

The Diviaion of Logiatical Support preaently encompasaea
a diveraity of operationa, aa indicated by the organizational
chart, Exhibit X.

In gome casea, the operationa include {tems which properly
ahould be combined with operationa in the preaent Diviaiona
of Buildinga and Grounda, Finance, State Adminiatration and
Automated Information Servicea, Some functiona now are properly
related to the deaign of fgacilities or the adminiatration of
functiona that have local ayatem functiona and aome that have
apeclial reporting relationships with outside agenciea.

In order to properly align the functions that now rest in
the Diviaion of Logistical Support, the division will be
abolished and its sundry operations and staff tranaferred to other

divisions as outlined in this repore,
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ORGARIZATION
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DECEMBER, 1973
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ORGAIIZATION DIRECTOR
as of

DECEMBER, 1973 EXHISIT X

- l

PROCUREMENT BRANCH

GS-13 D.C. Procurement Qfficer
G5-12 D.C, Assp. Procurement Officer
G5~ 5 D.C., Procurement Clerk

: !
. ! ~ i :
GOVERNMENT CONTRACTS |= : OPEN MARKET ) TEXTBOOKS i
G5-11 1.D. Procurement Agent 1 ‘ GS-11 D.C, Procurement Agent GS-11 D.C. Procurement Agent |
;. GS-11 1.D. Procurement Agent | H GS=11 D.C. Procurement Agent GS~11 D.C. Procurement Agemt |
| G5- 7 D.C. Procurement Agent G5-11 D.C. ProCurement Agent GS-11 D.C. Procuremeént Agent !
i CS- 4 D.C. Procurement Agent GS-11 D.C. Procurement Agent GS-11 1.9. Procurement Agent i
— { 65~ 5 MDT Procurement Clerk G5~11 D.C. Procurement Agent GS- 7 I.D. Procurement Asst, !
g i_GS--— 7 D.C, Procurement Agent GS— 7 D.C, Procurement Asst. :
F ) T 1 .
3 NEW CONSTRUCTION i DOCUMENT CONTROL NEGOTIATED SERVICES CONTRACTS |
1. GS-12 D.C. Ceneral Equipment GS- 9 D.C., Procurement Agent GS=11 1.D. Contract Specialist;
i Engineer G5- 5 p.C. Procurement Clerk GS- 5 I.D. Contract Specialist |
{ GS-11 D.C. Procurement Agent GS= 3 L.D., Procurement Clerk
! GS5— 4 D.C. Procurement Clerk i
i I 1 S
FEDSTRIP ! SMALL PURCHASING FOOD SERVICE PURCHASING
I GS~-11 D.C. Procurement Agent
CS- 9 D.C, Procurement Agent GS~11 D.C. Procurement Agent G5~ 7 D.C. Procurement Asst.
i G5- 5 D.C, Procurement Clerk GS- 9 MDT Procurement Agent G5~ 5 D.C. Procurement Asst.
r GS~ 7 I.D. Procurement Agent G5~ S I.A. Procurement Asst.
{ G5~ 5 1D, Procurement Clerk GS~ 4 I.A. Procurement Clerk
| GS- 4 D.C. Procurement Clerk ¢S~ 4 1.A. Procurement Clerk
! GS— 4 I.D. Procurement Clerk E
I G5~ 4 I.A. Procurement Clerk !
! G5~ 4 I.A, Procurement Clerk |
o i ) ~ GS- 4 D.C. Procurement Clerk
ERIC 7 ,
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DLIVISION OF PERSONNEL

Pregdently, the Divieion of Personncl 16 staffed by eighty-
one pereons who perform services as indicated on the organizational
chert, Exhibit XI.

Ae presently conetituted, the Division provides minimum
services to the system dus to fragmentation of the personnel
function throughout geveral otuar divisions.

In sddition to the fragmentation of its reaponsibilities smong
several divisions, it suffers from the lsck of existence of the
proper formal structure, the proper distribution of its present
resources, as well as insufficient reaources to carry out its
reaponaibilities.

In order to correct these deficiencies, the responsibilities
of the division have been defined as follows:

+ Plans and roordinates the recruitment of

clsasgified personnel

« Plans and coordinates the recruitment snd

gelection of qualified professionsl personnel

« Provides for and supervises the maintenance of
classified and profeasional employea parsonnel

records
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+ Provides an active program of teacher recruitaent
+ Coordinatas practice tesching in the schoola

+ Maintaine 8 salsry adminiastration program, develops
and recommenda salary achedules, and advisee

administiey, 8 on salavy matters

. Interpreta peraonnel policiea to all employeesa of

the achool syastem

« Supervises the adminiatration of the grievance

procedure for all employees

. Aseista the ateff committee in collective bargaining

nagotiations

+ Evaluatea the effectivenesu of personnel policies

and procedures

. Implementa all Board of Education policies related

to pexacnnel functions

+ Serveas as the custodian of all Board of Education

personnel records

. Participates in the development of the diviaional

budget

17



Transmits procedurea, rules, and other appropriate

information to central office and field units

Provides representatives opn committees established

by other divisions or offices

Prepares or assists in the preparation of board

reports

Prepares personnel bulletins for weekly dissemination

Provides printed materials about personnel matters to
colleges, universities, and other interested

individuals or groups

Conducts city- and reglonal-wide inservice gessions

Asgists field administrators through individual
conferences, written communications apnd meetings

held in the field

Prepares follow-up correspondence recapitulating the

results of conferences

Provides liaison between divisions and non-board
agencies such as the Civil Service Commission, the
D. C. Department of Personnel and the several

union organizations
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Meets with Board of Examiners on pereonnel nesde

and staffing

To develop and maintein an effective employee
relations program for the District of Columbie
Public Schools. Overall responsibility for ell
smployae velstions functions gp well as the
negotiations and aanegement sdvisory functions

eetailed in dealing with employee organis~¢ions

Provides personnel gervices relating to the

employment and assignment of subetitute teachere

Reviews and proceesee requests for lasves of

absence

Provides assistance to parsonnel planning

retirement
Coovdinates staff servicea, including counseling

Interprets policies and procedures for tae

claseified ataff

Serves 48 the officiasl contact between the
District of Columbia Public Schools and the

Civil Service Commiseion
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« Provide for classification of classified

personnel

« Plans and implements the recruitment of
personnel and cooperates with Regional
Superintendents end the Staff Development

Office in their training
. Provides administrative services to the regions
. Maintaine eligibility lists for positions

To carry out the responsibilities delineated above, the re-
organized division willi be structured as shown in Exhibit XI.

Essentially, the reorganized Division of Personnel will
ceatralize all personnel functions now performed throughout the
school system. Personnel operating in the divisions of the achool
system who perform personnel functions will be transferred and
absorbed in the reorganized Personnel Division. Personnel presently
responsible for the handling of employee grievances will be trans-
ferred under the Assistant Superintendent, Division of Personnel,
thus separating the lower echelon grievance handling from the Labor
Negotiations functions.

The functions of certification for professional employees
will be transferred from the division and transferred to the new

1
Division of State Administration.
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ORGARIZATION DIVISION OF PERSONNEL

as of
DECEMBER, 1973 EIRIBIT XI
DIRECTOR
[ { i 1
OFFICER PERSONNEL SAFETY BOARD ADMINISTRATIVE
PROMOTIONS SUPPORT MANAGEMENT OF SERVICES
BRANCH BRANCH BRANCH EXAMINERS BRANCH
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ORCANIZATION DIVISION OF PERSONNEL

as of
DECFMBER, 1973 EXHIBIT XI

Director Secretary
GS-15 RB (Iyping)
Gs-6 RB
Employee Trainiog
Asst. Chief
Examiner TSA-8
Assistant
Director
* GS-14 REB
Personnel Personnel Clk.
Assistant (Typing)
G5-7 RB G5-5 EB




ORGANIZATION
a0 of
DECEMRER, 1973

EXILIBIT XTI,

Braninat
1HA-3

dsatacane Chiel

ARG OF EXAMINERS
Cairt Lxaminet
A-5 L] Sacrotary
AR Ciypina)
Ca-6 KD

rerrooasl Clh,
{Typing}
Ched [ ]

Peracenel Jcaff,

| + {ixem,
i

a-u"ﬂﬁi;.'m“'

A~ k3

Parsoona) Seatd. Porsonnsl Seoed.
Spat. (Exam.) Ipae, {tzam,)
¢i-9 1] [+ ] 14
Clerh-Typlok
k-4 i ]

[

|

Asstorant Chiefl Examiadr
Thi-4 tirta ¥

Suparviscry Pacsoanal
Stafiing Spacisline
G8-11 k3

= PR

fubnticuts Calling Sexvics
Supasvisor - O = 3
Canter Clovh €3 - 4
Cattor Clorh 61 - &
Contat Cloch 09 = &
Coater Clazh 08 = &
Conbar Clath 88 = &
Contor Clerh 68 = &
Contar Clorh &8 = &

ERIC
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Asstatene Chief Exminet
T4A-10

| 08-%-  Raguler Budgat

Pavscaml Stsflfing Spec.

Porsoans) Staffing Spec.
Gs- %~ Ragulat Budget

1

Peravanal 8taliing Spec. |
C5=3- Saguter Budgse
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Pacsonnsl Stalfing Spac.
£8.9 IC pet

Scotflng Assiatanst C3-§ IC

Seeltlrg Clork C5-3 k3
Porsconal Clark G4-3 RB
Forponnsl Clarh  €3-3 BB
Aduis. Clerh ¢4 B3
Cloch Typiac G54 I8

Clork Trplat (vae) C3-4 BB
Cloth Typlat (Vat) GS-4 BB
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ORGANIZATION
as of
DECEMBER, 1973

QOFFICER PROMOTIOCNS ERANCH

EMMIBIT X1
Asgistant
to the
Director
TSA-6 IA
Secretary

{Stenographer)

GS-8 RB
Personmel
Staffing
Specialist
GS-12 RB

=5




ORCANTZATTION PERSONNEL SUPPORT BRANCH EXBIBIT XI
as of
DECEMBER, 1973

Supervisory Persoanel
Management Specialist
GS-13 Regular Budget

PERUOXNNEL STAFFING POS1ITION CLASSIFICATION
Personnel Staffing P - Position Class. Spec.

Speciatist ! GS5«12 Regular Budget
G5-12 Indirect Costi

! Posicion Class. Spec. ]

" - 1 GS~12 Regular Budget
] Staffing Assistanc ! Soifiog Avsist, .
¢ G5—6 Izpact &7 ] Go-Y Ropuler Bud: o Position Class. Spec.

e GS-11 Regular Budget

Position Class. Spee.
G5-11 Regular Budget

Position Class. Speec.

G5-11 Impacc Afd

Position Class. Spec.

GS-11 Impact Aid

Positien Class. Spee.

Gs5-11 Impact Aid
Class. Class. Clk. Class. Clk. Class. Clk.
Assistant (Typing) (Tyring) (Typing)
Gs-6 RB GS-4 RE GS=4 RB GS-4 Ia
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SAFETY MANAGEMENT BRANCE

ORGANIZATION
as of
DECEMBER, 1973 EXHIBIT XTI
Safery Manager
G5-018/13
Regular Budget
Ass't Safety
Manager GS-11l
Regular Budget
Compensation Secretary
Specialist GS-6 GS-05
Regular Budget Regular Budget
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REVISED QRCANIZATION

AS OF
MAY, 1974

DIVISION OF PERSOMNFT.

EXHIRIT X11

DEPUT Y
SUPER I NTENOENT
ASSISTANT
SUPER I NTERDENT
T
[ | [ | {
IREAU BUREAY OF BREAU OF
BUREAS OF BUREAY OF ‘?émgos SALARY EUREAL OF STAFF MREAL OF
EMPLOYEE . CLASSIFIED BEVELOPMENT ADMINISTRATIVE
TEACHER AND ADMINI STRAT 108 PERSONNEL FOR i5: =
RELATIONS RECRUITMENT OFFICER AND CLASSIEIED SERVICES
PERSONNEL CLASSTFICATION EMPLOYEES
)
SURSTITUTE . : OPERATION
VORKMEN"S R ADMIXISTRATIVE Fooo CLASSIFIED
-1 COMPENSATION N -\;')SIGK.‘CE.‘G‘ ADMINISTRATION CLASSTFICATION AKD i | ] ] SERVICES RECORD
ASSIGNMENTS BRANCH TT BRANCH MAINTERANCE PRRSONNEL KETENTION
BRANCH BRANCH BRANCH PERSONNEL BRANCH ERASCH
p 1 BEANCH
EMPLOYEE ELEMENTARY SECONDARY CLERICAL EDUCATTIONAL CERTIFIED
be—mf  RELATIONS ASSIGNMENTS ASS TGNMENTS AND . | | AwoEs a0 RECORD
BRANCH RRANCH BRANCH SCHOQL ] VOLUNTEERS RETENTION
T PFERSONNE]. BRANCH BRANCH
[ [ BRANCH
REGULAR TEMPORARY TEMPORARY REGULAR
ELEMENTARY ELEME NTARY SECONDARY SECUNDARY
TEACHER TEACHER TEACHER CEACHER
ASSICNMENT ASS1IENMENT ASSICNMENT ' ASSICNMENT
SECTION SECTION SECTION | SECTION
}
5
88
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DIVISION OF FPINANCIAL PLANNING
AND BUDGET PREPARATION

In order to provide for the orderly servicing of all aources
of funding in the school aystem ag well as provide a ataff for
long-range monetary planning, it ia neceasaary to aeparate the
operational functiona from the planning functiona.

In order to provide these fiacal planning aervicea, aome
functiona previoualy identified in the Diviaion of Budget are deing
reasaigned to the Diviaion of Financial Planning and Budget Prepara-
tion.

The reaponaibilitiea of the Diviaion of Financial Planning and
Budget Preparation are defined aa! .

« Meeta with the Deputy Superintendent of Schoola to

diacuaa operational planning and procedurea of the

achool ayatem and budget preparation

+ Confera with the Deputy Super’ .tendent on major

financial mattera

+ Schedulea conferences with Regional Superintendent

on budget mattera

+ Conducta long-range financial planning for the Board
of Education and for diatiact components under the

Board of Education
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« Coordinates the implementation of Program

Budgeting and other financial plans

+ Conducts in-service seminars related to financial

planning and budget prepsration

. Develops procedures and formulss for use in

budget prepsration

. Prepares the annual tentstive and finsl line-item
school budgets, together with necessary supporting

achedules

+ Coordinstes the preparation of line ftems in the

aschool budget for federsl- and grant-funded programs

« Maintains the planning budget filea to reflect

chsnges which occur throughout the year

Continues the basic developmental work required for

a Program Budgeting System

+ Prepares comparstive and statistical financial
atudies to assist in developing legiélative proposals
and short- and long-range educational and facilities

plans
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+ Develops models to aasist in decisions concerning
the allocation of funds to programs and to better

forecast financial needs and revenues

. Prepsares an annual program budget booklet and

supporting data for the regular budget

. Prepares all supporting documente for budgetary

submission to legislative bodies

+ Confers with the Deputy Superintendent on major

financial policies

+ Coordinates with Deputy Superintendent on budget

preparation

« Distributes formal ifnstructions, guidelines, and
forms to schools, and regional and central offices,

requesting input data for use in budget preparation

+ Meets with division heads and their staffs concerning

the school budget

« Meets on a regular basis, as part of the Deputy

Superintendent's staff

+ Prepares the annual budget of the school system {n
accordance with the requirements of the District of

Columbia Government
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. Develops snd prepares the Annual Operating
Budget in accordance with an established
¢riteria of the Program, Planning, Budgeting

System for the Public Schools

« Prapares the various budgetary presentations
which must be made by the Superintendent to

the legislative bodies and the general public

+ Cootrdinates with the DPivision of Control on

all fiscal matters and reports

« Disseminates fund allocations based upon
various formulas to the school units, regional

offices, and central offices

In order to carry out these responsibilities, the Division
of Financial Planning and Budget Preparation would consist of the

bureaus and sections as detailed In Exk- ‘¢ XIII,

e ]




ORGANIZATION AS OF DIVISIOGN OF FINANCIAL PLANNING EXHIBIT XIII
MAY, 1974 AXD BUDGET PREPARATION

DEPUTY
SUPERINTENDENT

—_

ASSISTANT SUPERINTENDENT

(DIREGTOR)
BUREAU OF ' BUREAU OF
PLANNING AND DOCUMENT AND
BUDGET PREPARATION LECISLATIVE
COMPILATIONS
i FUNDED PROGRAMS REGULAR BUDGET
H AND AND
! SPECIAL GRANT LONG RANGE
| BUDGET PREPARATION PLANNING
I
- 93




DIVISION OF CONTROL

As previously stated, the need exists, as stressed throughout

the recomssndations of the varfoua studiea, for greater fiscal

control and financial integrity.

In order to bring into being a viable unit to deal with the

vaat task of properly forecasting fund raeds and controlling fund

expenditures in all areas and at all levels of expenditures, the

Division of Control ia to be created, headed by a Controller. The

responsibilitiea of this office are being defined &8s follows:

L]

Performs general accounting functions for the

District of Columbia Public Schoola

Provides for payroll functions in the achool

system
Audits the achool aystem's accounts

Establishea procedures for the reimbursement of
expended school funda from federal and local

sgenciea

Maintaine financial controla over the expenditures
of the school system's funda to ipaure that budget

expenditure limita are not exceeded
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+ Coordinates all transfers of funds in the

school budget

. Files necessary financlal reports with the
District of Columbia Board of Education, the
General Superintendent, the Deputy Superintendent,

and central office and field staff

. Prepares estimates of review for the school

budget

+ Provides payment service to all gchool system

vendors and contractors
. Participates in total budget preparation
. Prepares the divisional budget

. Confers with other divisional administrstors on

operational procedures

. Assigns divisior staff to standing and special

policy comnittees

. Provides written directives, with the approval of
the Deputy Superintendent as required in

coordinating financial policy
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Performs audit reporte on field non-appropriated

accounta

Providesa annual audit reporta to “jeld units on

achool internal accounta

Prepares monthly financial report of expenditures

for submisaion to the Board of Education

Providea monthly report of the atatus of accounts

distributed to central office and field unitas

Submite monthly report of schools audited to the
Super]ntendent. which. 1s alao included in monthly

finandial reports

Preparea financial statements and other materials
for presentation to the Board of Education, staff,

the legislature, and other groups and individuals

Analyzes actual expenditurea to provide better

information for estimating future costs
Holds meetings with all field personnel as needed
Meeta with central office and regional gtaff

Distributes division's reports to all units
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Prepares all special and regular financial

analyses 1nd veports as required

Supervises and audits all requests for reimburse~

ments as well as collections

Establishes and maintains controls over all
school funds as well as assuming responsibility
for the Annual Audit Reporta for ell schools within

the systen

Is accountable for all financial accounting

responsibilities of the schocl syatem

Maintains and process;s the various account
records and prepares the neCesaary reports and
statements In accordance with the various laws and
regulatione and requirements of the District of

Columbia Government

Supervises the preparation of monthly and periodical

journal entries for charges to accounts as raquived

Works with staff in the resolution of all financial

accounting problems

Assumes reaponsibility for all periodic and regular

intexrval audits
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Assumas responsibility for those activities
and fynctions necesaary for the processing of
payrolls in cooperation with the Central
Payroll Division of the District of Columbia

Government

Assuwmes responsibility for payroll matters

relative to all employees of the school system

Assumes responsibility for all reporta snd
other payroll processes necessary to insure the

most efficient payroll system

Works with all divisions and offices of the
school system in the establishment of budgetary

controls and spending plans
Prepares the necesssry snnusl reports

Maintains, updates, and repoits the number of
full-time equivalent positions and salsries
authorized by the budget contro) unit for each

budget activity and federal project
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« Approves or rejects all personnel authorization forms
based on the availability or lack of availability,
respectively, of authorized positiona and dollsrs

within the speclfic budget activities and projects

+ Reconciles the numbers of positions and annual
salaries on the report of filled positions and salaries

with the payroll files maintained by the City

. Notifies the payroll accounting units and the
appropriate activity managers of those inatances when
individuals are being charged to budget codes in excess

of authorized positions and/or funds

» Purnishes Regional Superintendents with periodic

reports of position control in the regiomns

+ Reports, in comparison to current authorizations, the
current gtatus of filled positions and salaries of
incumbents, and vacant positions and available salary

funds for each budget activity and federal projeci

In oxrder to carry out these responsibilities, the Division of
Control would conaist of the bureaus and sections as detailed in

Exhibie X1V,
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ORGANIZATION AS

EXHIBIT XIV

OF MAY, 1974 DIVISTION OF CONTROL,
DEPUTY SUPERINTENDENT
CONTROLLEZ
1
o BL&E.&E. OF BUDGET BUREAU OF FUNDED BUREAD OF BUREAU OF
BUREAL {?F ADMINISTRATTON PROCRAMS PAYROLLS UpITS
ACCOUNTING AND POSITION ACCOUNTING A
CONTROL
BUDGET

GENERAL ADMINISTRA- ACCOUNTING TEACHER FIELD AUDIY

ACCOUNTING PAYROLL :
BRANCH TION BRANCH BRANCH

BRANCE
BRANCH
eeeeeeeee—

REQUISITION POSITION AUDIT rmpladoct LoNCH

ACCOUNT ING CONTROL m— SRANCH — YROLL AUDIT
BRAKCH BRANCH PA o BRANCH ©

VOLUNTARY
CLAIMS AND NOK- NTERX
RECONCILIATION || ReEsipevt [ | DEDUCTIONS ;mn o
. AND
BRANCH TUITION " , BRANCH
—_
ACCOUNTS OPERATIONS PAYROLL
PAYABLE —— BRANCH AUDIT
BRANCH BRANCH
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DIVISION OF STATE ADMINISTRATION

Because of the uniqueness of the status of the city of the
District of Columbia, in its relationship to the federal govern-
ment, it becomes apparent that there¢ are certain functions
implied or delegated which causes the City and its agencies to
act as a State Agency.

There exists a need within the administrative structure to
provide for the systematic administration of these functions.

This need must be met through the establishment of this unit
which will take responsibility for administration of all federally
funded program, including agricultural funded programs, monitoring
the in-place programs; submitting required documents to the
funding agencies; and coordination of proposal development, gyb-
mission and the seeking of funds from any and all funding sources.

In addition to the need for pulling in all funded programs
under a8 central administrative urnit, as .... as providing for the

independence of the certific: .oz process, itasically the responsi-

bilities of this unit will be:
. Serves as the official lZslszon with specizl

funding agencies

Identifies sources of fund” : for all proposals

developed by gchools and administrative unite
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+ Provides technical aseistance to all units

in the development of proposals

+ Provides guidelines to units implementing
propoaala that have been approved by funding

agarcies

+« Conducts on-going program audits to ensure thst
programs approved for funding sre implemented in
sccordance with the proposal as developed, with
funding agency guidelinea, and with the rules of

the Board of Educstion

« Providea fipancial wanagement services to epsure
that funds are appropriately and efficiently
expended in compliance with the proposal as
approved, and with legislative and funding agency

directives

+ Provides administrative services to ensure timely
and appropriate {mplementation of programs by field

units

+ Provides appropriate services to assist funded

programs and to meet funding agency requirements

« Prepares budgets for funded programs
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« Works wich appropriate ataff in the dissemina-
tion of evaluation data and inlermation

concerning funded programs

. Eatabliahealatandards for the issuance of all

certificates

« Evaluatea credentials for the purpose of

certification
« Eatablishea prccedures for obtaining certificates

« TIsaues annual circularas of information, liating

rules and requirements for obtaining certificates
« Eatsblishes criteria for professional license
« Determines atatua of all non-reaident students

+ Determines basis for asseasing tuition for non=-

resident students

The bivision of State Administration will be eatablished in

the Office of the Superintendent.
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ORGANIZATLON A5

DLVISION OF STATE ADMINISTRATION

EXHIBIT XV

OF MAY, 1974
DEPUTY
SUPER ENTENDENT
ASSOCIATE
SUPERINTENDENT
I
| 1 1 |
BUREAD OF BUREAU OF BUREAG OF LUREAU OF
BOARD OF PROGRAM ELFHENTARY SUPPLEMEN- AUXILIAKY
EXAMINERS AUDTT AND AND SECOND- TARY EDU- PROCRAMS
PROPOSAL LY ACT CATION AND EXTER-
DEVELOPMENT PROGRAMS PROCRAMS NAL GRANTS
1
PROPOSAL “ﬁ;ﬂc“m IMPACT AID
PROGRAM DEVELOP~ ESEA ESEA e RAMS A
BR”C;”DIT MENT AND TITLE I TITLE II BRANCH AND NON-
REVIEW BRANCH BRANCH RESIDENT
TUITION
BRANCR RANC
SPECIAL BRANCH
- EDUCATION
PROGRAMS
BRANCH . KDEA
ESEA ESEA 1‘;&5&:11
TITLE I1I TITLE IV FOLLOW THROUGCH
BRANCH BRANCH [ | PROGRAMS BRANCH
FOUNDATLON
AGRICULTURAL GRANTS
= ACT PROGRAMS .
ESEA ESEA BRANCW BRANCH
TITLE V TITLE V1
BRANCH BRANCH
EMERGENCY SCHOOL EDUCAT1ONAL
—3  ASSISTANCE ACT PROFESFIONAL
PROGRAMS BRANCH DEVELOPMERT
ACT PROGRAMS
ESEA ESEA BRARCH
TITLE V1I TITLE VIII o
BRANCH BRANCH RESPONSE TO
= EDUCATTONAL NEEDS VOCATIONAL AND
Q PROGRAM BRANCK ADULT EDUCATION
E MC PROGRAME BRANCH
ife
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DIVISION OF SECURITY AND SAFETY

The Superintendent's 120-Day Report indicates that the short-
and long-range goals of the school security program as beilng geared
to:

. Improve the methods of preventing crime in the

District of Columbia Public School System so

that the 1locldence of crime will be reduced

. Enrich and expand the program with more community
involvement in the resclution of security-related

problems

.« Provide remedial and supportive prevention
services which will have fmpact upon those
students who either have or may become involved
in criminal and soclaliy aie.rant acts in the

learoing eavironnent

. Provide addiciona: :ccurity for students, emplovees,
and leglt. .. ate visizors 1o ol :z:hool facilities
under the Jjuridsdictis. ~%f _ta [, U, Bogrd of
Education and at athletlc CORQLe. I3, PUL,TaMS,

meetings and other events -~ -1isored by the District

of Columbia Pubiic Schools
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Encourage more in-depth community involvement in
the development and implementation of security-
ralated projects and programs by establishing a
viable Security Committee in cach schonl which will
include in its memborship three representatives
from the etudent body, three teachers, one
administrator, three community representatives,

and the school compunity aide

Improve the communicetion among school persrinnel,
law enforcement authoritiea, community leaders, snd
other District and Federal government agencies
regarding security matters by scheduling regular
meetings with representatiyes from each liéison
area to discuas problems of mutual concern and ways

to alleviate thea

Provide alternatives to the arrest of marginal
juvenile offenders by counseling of the youths
ans veferral to service agencies by the investigator-

coungelora or para-professional personnel
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+ Establish a communicatiens syatem thac will
aid in quicker responses to requests for
security services by establishing a base station,
using two-way mobile communication trucks, hiriong
ten additional night patrolmen, cwo shift super-
visors and one supervisor to provide closer
security surveillance of achool property during the

hours the schools and offices are unoccupled

Based on the identified goals, the responsibilities of this
office are as follows:
« To develop, in cooperation with Regicnal Superin-
tendents, principals, and heads of divisions
security plans for approvdl by the Deputy

Superintendent

« To develop, in cooperation with the Staff Develop-
ment Office, in-service training programs for
regional personnel, principals, teachers and

custodial staff

To develop, in cooperation with the Staff Develop-
ment Office, in-service training programs for

security personnel
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+ To work closely with building principsls in

coordinating security programs
+ To provide reports, ss necessary

¢+ To make recommendations, in cooperation with
Regional Superintendents, Principsls, and
heads of diviaions to the Deputy Superintendent
for Mansgement concerning the purchase of
security equipment appropriate to the needs of

the schools
+ To protect staff and pupils in the achools
« To protect the school property

« To advise the Superintendent, through the Deputy
Superintendent for Mansgement, on sll security

matters

« To provide security for meetings and school

activities as required
. To implement emergency action as necéaaary

« To counsel atudents with respect to security

matters
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To maintain liaison with the Police Departament,

as required

To plan and establiah an in-service program

for students

To provide mobility for security aides

Operate a night surveillance crew responsible

for the security of unoccupied buildings

In addicion to reaponsibilities of peraonnel security, the

responsibilities related to school safety sre being joined with

those of peraonnel securiy as 8 part of this division.

The identified safety responsibilities are:

Perform occupationsl safety and health audits in

8ll Board of Education-operated facilities

Investigate all reports of vehicular accidents

Review and analyze all job~incurred injuries

Counsel and advise ewployees regarding

rehabilitation and Job rights
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+ Conduct meetings with variocus scaff levels as
needed to provide background information on
the functions and gervices being rendered by

the Safety Administration Section

+ Conduct safety awareness training gessions for

gtaff at all levels

« Design and distribute safety policy and

procedures as deemed necessaty

» Develop and approve emergency evacuation plans
for all Board of Education facilities to assure
that they are in compliance with the Fire

Prevention Bureau's regulations

. Analyze all pupil injury reports for the school

systen

+ Perform follow-up inspections to the Industrial
Safety Board's inspections of District of

Columbia Pubiic School facilities

. Participate in system-wide committees on safety

The organizational structure to implement che security and

safety goals in set forth in Exhibic XVI.
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ORGANIZATION
as of

DECEMBER, 1973

SECURITY OFFICE

EXHIBIT XVI

Assistant Director (2)
GS=12 1.A.

Iovestigators (11)
GS-7 I.A. (2)
GS-9 I.A. (9)

DIRECTOR
G513 1.A.
1k.Typist ¢S-5 I.A.
Clk.Typist GS-4 L.Ad
v 111

Community Alde Coordinator
GS~11 L.A.

EEA Commnity Aides (32)
GS=4

Community Aides (835)
GS=4 Regular Budget
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ORGANLZATION AS OF
MAY, 1974

DIVISION

OF SECURITY AND SAFETY

ZEPUTY
SUPERINTENDENT

DIRECTQR

|

EXHIRLIT XVI-A

}

BUREAU OF
SAFETY ADMINISTRATION

PHYSLCAL PLANT
INSPECTLON
ERANCH

EQUIPMENT
INSPECTION
BRANCH
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BUREAU OF
LABOR RELATIONS

It ig proposed that Labor Relations be separated from
Employee-Employer Relations as indicated in the statement on
Employee-Employer Relations.

Since contract negotiations covers the full range of concerns
in the system, it is felt that this function should be related
directly to the Superintendent/Vice Superintendent, as opposed to
an in-between reporting agent,

The recommendation is that the position of Special Assistant
or Executive Assistant for Labor Relations be established in the
Office of the Superintendent/Vice Superintendent, with support
ataff as shown in Exhibit -XVII.

The major responsibilities of the position would be as
follows:

Overall responsibility for the negotiations and
management advisory functions in the area of

labor relations

« Serve as Chief Negotiator and spokesman for the
Board of Education in meetings, conferences and
bargaining sessions with orsanizatiéns
repraesenting various employee groups of the

Districtlof Columbia Public Schools
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To develop the Board of Education's position
on all demands submitted by employee organizations
submitted both during negotiations and during the

year

Administer and interpret all agreements that are
negotiated with employer organizations. Provide
advice, assistance and implementing instructions
on negotiated agreements te school officers and

supervisors

Conduct workshops for school officers and super=~
visors on negotiated agreements and other agpects

of labor-management relations

Review proposals to be submitted to the Superintendent
or the Board of Education from various school

offices to insure that asuch proposals are not in
conflict with any negotiated agreements or employer-

employee principles

Research of precedenta, trends, praéticea, lava,
regulations, decisions, contractual agreements;
development of atatistics; preparation of reports

and analyses of factual data
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Represents tha Board of Education and the
Ganeral Superintendent of Schools in collective
nagotiations with recognized employee groupa,
and implements, in conjunction with appropriate
otaff, the collective negotiations agreements

which are in effect with employee groups

Asgists in the administration of the griavance

procedures

Assists in the resolution of all employee relations

problems

Acts as the Superintendent's representative in

final steps of grievance aad arbitration procedures

Assiasta the General Supsrintendent of Schools in the

discharge of selected administrative activities
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SUPERINTENDENT

VICE SUPERINTENDENT

| SPECIAL ASSISTANT ‘
FOR
LABOR RELATIONS

{
!
1

RESEARCH
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DIVISION OF QOPERATION SERVICES

The need to bring together those functions which concern
themselves with the day-to=-day operational aspects of the school
system dictate the creation of a replacement division for the
former Division of Buildings and Grounds and Division of Logistical
Support.

The supporting organizational structure of the Diviazion of
Operational Services is shown in Exhibit XVIII with the responsibi-
lities of the division being:

. Directs all custodial, heating, and grounds

operations

« Plans a comprehensive grounds and buildings

maintenance program
. Insures that facilities are kept in good repair

. Develops and operates a routine maintenance

program and a preventative maintenance program
. Develops landscape projects for facilities

« Works cooperatively with the Safety Section in
the development of safe practices and training

sessions for safety purposes
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Reviewa engineering reporta and makea

recommendations to the Diviaion of Paciliciea

Planning

Provides for diapoaal of trash

Providea ror peat control

Provides for landscaping of grounda

Reaearchea and develops nuteriale and methods

pertaining to the maintenance of phyaical facilities

Eatablishea and maiatains 3 centrally located repair

facilicvy

Pruvidea repalr sexrvices that will minimize

disruption to the educational program

Providea routine maintemance of equipment on a

sclieduled basis

Establishes and pnaintains contact with the authorized

service agencies to assure service for major repairs

Participates in in-gservice training seminars provided

by manufacturers



« Works cooperatively with the Diviaion of
Pacilities Planning in evaluating new equipment

based on repair experiences

. Works cooperatively with the educational staff

in standsidizing equipment to lower repalr coata

. Maintains inventories of repair parta and

aericing equipment

. Providea for procurement of educational suppliea

and equipment

. Prepares apecifications and determinea items to

be purchaaed

« Worka cooperatively with the Staff Development

Office in conducting workahopa for office ataff

+ Preparas procedures and c¢irculates Annual
Requisitions instructions neceasary for procurement

of instructional materiala and equipment

« Works cooperatively with the Divieion of Data
Procesaing to establish automated systems for

purchesing and inventory needa
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Administera and monitors the warehouaing and

distribution of materiala and equipment

Maintains proper inventories of instructional

materials and equipment

Evaluates new equipuent and recommenda standard-

izing of equipment

Plans and manages the school lunch and breakfast

programs

Preparea menua 8nd ordera food and supplies

Stores and distributqs fooda

Evaluatea fooda by conducting laboratory testa

Providea for training programs for ataff in all

offices under the Division of Operations

Works cooperatively with Regional Superintendents
and the Director of the Diviaion of Facilitiea
Planning in deaigning and equipping cafeteriaa or

dining areas and new facilities

Worka cooperatively with the Controller in all
matters involving the acquisition and use of funda

and in accounting for them
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Administers and monitors the school bus program

Provides transportation services for handicapped

children

Provides fransportation for athletic teams,

cultural enrichment and for other special programs

Establishes bus routes for regularly gcheduled

services

Assigns and monitors the use of vehicles owned by

the school systen
Registers and licenses vehicles

Provides for training for drivers as required by the

District of Columbia Codes

Works cooperatively with the Staff Director of the
Safety Section in providing safety training and safe

practices procedures
Evaluates drivers on a regular basis

Takes appropriate action in relation to accident

records and other traffic violations
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Operates, equips, and gtaffs vehicle repair

facilities

Maintains service recoxds of vehicles for periodic

scheduling of preventive ma2intenance

Makes mechanical vehicle repalrs as required

Maintaine an inventory of parts and equipment needed

for repairs of vehicles

Makes racommendations for replacement of vehicles

Detarmines need and requisition of equipment and

vehicles

Provides for the distribution of food as required
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BUREAU OF OFFICE SERVICES

There 18 a need for a combined Office Services Unit to
support the many clerical needs that ara presently scattered through-
out the bullding.

Presently, specialized functions tiat are needed for many
divisions cannot be performed due to the limited amoung of funds for
specialized equipment. Yet some specialized eguipment that has been
gecured by single divisions sits idle for long periods.

Additionally, because of fragmentation and proliferation of
equipment throughout the building, excess costs are being paid for
duplicate reproduction facilities -- an example being the amount paid
for xerox machines.

There are needs in the following areas:

. mnmicro-filming « duplicating
. printing and publications « inventory records
control

+« microfiche

. expanded mail service
« word processing

« photographic
« Xeroxing reproductions
The central office is a high volume producer of printed
information which must be circulated to the field or fowarded to
funding agencies, This creates an inequity of work during peak output
periods, causing an inefficient use of staff and perhaps excess staff

time in individual sessions.

124




To egtablish an organization to meet the clerical needs of the
central administration and the Board of Education, equipment and
peraonnel now scattered throughout the central office that is
marginally used would be gathered under a single auspices, thus
expanding the capacity of the present unit.

The unit would become reaponaible for the overall clerical
support needs of the central staff, including final preparation of
proposals, voluminous reports, curriculum guide reproduction, budget
production and distribution.

To assure efficiency of the operation, production requests
would be managed and scheduled in order to assure delivery of a
product in order to meet time requirementa,

Due to the close relationship of produced materials and
distribution, an expanded mail gervice will be part of the overall
Office Services Operation. The organizational atructure is detailed

in Exhibit XIX.
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ORGANIZATION AS OF BUREAU OF OFFICE SERVICES EXHIBIT XIX

MAY, 1974
DEPUTY
SUPERINTENDENT
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DIVISION OF PACILITIES PLANNING

There has been demonstrated 8 continuing need for short- and
long-range planning in the Capital Outlay eres, 8s well 83 the need
to produce accurate demographic data for the District of Columbie
so that adequate planning takes place in order to asssure providing
adequate facilities.

Aside from the need to provide a facility, fecilities have to
be provided on the basis of planned educationsl use. 1In order to
bring sbout the marrisge of educational program plenning, hardwsre
to be used, buildings to be provided, snd sll of the related needs
to put the planned educationsl program into operstion, a Division of
Facilities Planning is to be orgsnized, pertislly from new funds
requested in the FY 1975 budget and drawing appropriate staff from
the former Division of Buildings and Grounds.

The new division will be structured as shown in Exhibit XX.

The responsibilities of the Division of Pacilities Planning
are:

+ Evaluates and researches on a continuing basis

the besic facilities requirements of the District

of Columbia

. Develops detailed area studies which provide
the basis for short- and long-range facilities

planning
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Works with the Reégional Superintendents to

establish and adjust school attendance boundaries

Coordinates with and interprets the recommendations
for short- and long-range facilities programs from
the Department of Planning of the District of

Columbia Government and other related units

Coordinates long-range, middle-range, and short-
range facilities plans wicth plans developed in the
Diviaion of Research, Planning and Evaluation to
insure that facilitiee are available to implement

educational programs

Coordinates the development of educational specifica-

tions to meet the educational needs of each local

comuunity in the city

Providea furniture and equipment specifications for

new building facilities and others when required

Establishes procedures for the development of site

specifications, selection, and purchase

Evaluates the effectiveness of facilicies planning

activitiea for the schools
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+ Provides up-to-date computerized facilities

inventory reports

« Develops demographic data and information pertinent

to enrollment projects

+ Asglists in the selection of architects,

architectural supervision, and construction

supervision

. Evaluates facilities sites recommendations of the
Reglonal Superintendents for consistency with long-

range plang; based on this evaluation, recommends

facility sites

. Provides professional assistance to staff members

in developing new facilities programs
. Participates in the development of the budget

. Meets with and provides information to appropriate

District of Columbia agencles

. Meets with regional staff and their community

representatives
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Meets with local committees for discussion of

facilities, attendance areas, needed relocaticns,

and finance

Provides administrative and technical services

to other divieions

Providea facilities planning information to the

Board of Education

Attends community meetingsd to discuse mattera

related to facilities and boundariea

Disseminales reports on basic facilities require-
ments, detailed area etudies, school attendance

boundaries, and demographic data to sechool etaff and

the public

Meets with the Department of General Services
Administration of the District of Columbia to

coordinate architectural and construction supervision

Prepares furniture and equipment epecifications for

submiseion to building contractor
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Betermines, in cooperation with the biviasion
of Planning, Research and Evaluation, the

long~range facilities needs

Translates educational goals into facility

programs

Communicates with the community with respect

to planning sci.ools and related facilities

Ensures skilled site~evaluation

Coordinates activities required for site

acquisition

Prepares analyses and recommendations for the

selection of architects

Directs programmatic reviews of architectural

drawings and specifications

Coordinates ana monitors the activity of the
architect through tle varisus design phases in

planning a project

Provides the architect with technical assistance
in developing plans and specifications for

school projects
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Coordinates and monitors the construction phase

of the'project

Periodically inspects buildings to enaure

compliance with plans and specifications

Evaluates completed projects in cooperation with
the Department of General Services Administration

of the District of Columbia Government

Provides technical reviews of architectural

gubmittals

Conducts the final inspection of each completed

facility before acceptance
Serves as liaison to sgencies as required

Ensures that design and construction is in

compliance with local codes
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THE PACILITIES PLANNING PROCESS

The basic sssumption upon which the development of the
facilities planning process proceeds is that the effective
plaaning, completion, and evaluation of educational facilities
by the District of Columbia Public Schools muat be based upon
identified requirementa of educational and technical gtaff and
the meating of these specified requirements within the resulting
facility,

The development of a facilities planning process must
create the fremework within which effective educational facilities
are designed, conatructed and put into use. The major functions

of the facilities planaing process are:

« to provide procedures through which the
elements of an educational program for a
particular situation are communicated to
the facilities planning division for
determination of the technical implicetions

of accommodating 68 planned program

« to provide the procedures through which
educational gtaff delineatea the educational

program to be accommodated in a facility

134



. to provide the procedures for interaction for
the purpose of evsluvation of prnposed
educationsl progroms and related facilicy
designs by educational resesrch and facilities

plenning sfsff

. to provide the procedures through which
technical analysis of the physical properties
can be evslusted to accommodste the described

educational programs

. to provide the procedure for transmitetsl of
accumilated city demographic data; school
population studies information; and up-to-date

facilitiens design and equipment standards

As a result of the functione performed by the facilities

plenning process

., new facilities will te built to z:cor.:cdate

anticipated educational programs

., buildings will be designed, constructed and
rehabilitated based upon regquirements for

proposed educational programs
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« the short-range goala of the school system
can be met vhile simultaneoualy advancing
toward accomplishing the achool syatem's long-

range goals
To implement the facilities planning procese

« an educational component will be eatablished
within the Office of Educational Programe and

Servicea

+ & facilities planning division will be

established in the Office of Management Servicea

« staff will be designated within the Office of

Planning, Reaearch and Evaluation

The facilities planning process relies on the systematic inter~

acti~n of all of the above components and

+ depends upon the development presentation, and
response by appropriate participants within the
process in relation to the information required

for completion of a particular project
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In order to carry out these reaponsibilities, tha
educational component is required to provide an Rducational
Program Qutline which consista of an explination of the details
of the educational program for which a new facility is to be
developed.

The Division of Pacilities Planning would review the
educational specifications and detail the physical implications
for accommodating the proposed educational program in a new or
redesigned facility.

The staff of the Office of Planning, Research gpnd BEvaluation
will

+ 1interact with educational staff and Facilities

Planning Staff at each step of the planning

process

. participate in the decisions of the facilities
pla:iuing process to ingure cor.atability with

the educational goals of the school systea

« participate in revisions of the decisions of the
facilities planning process ag determined by the
results of the joint agsesgsments of proposed and

planned facilities
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EXHIBIT XXI.

THE EDUCATIONAL

FACILITIES PLANNING
PROCESS

OFFICE OF
EDUCATIONAL

PROGRAMS AND
SERVICES

OFFICE OF
PLANNING
RESEARCH ANO

EQUCATIONAL

FACILITIES PLANNING

PROCESS
DIVISIGNOF )
FACILITIEA
PLANNING
OFFICE OF
MANAGEMEN
SERVICES OUCATIONAL

SUPPORT
SERVICES

SCHEMATIC DIAGRAM OF THE NECESSARY
INTERAGTION BETWEEN COMPONENTS OF
THE SCHOOL SYSTEM
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PART VI

IMPLEMENTATION AND CONCLUSION
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IMPLEMENTATION ~ CONCLUSION

The implementation of the reorganization of Mansgewent
Services ia intended to streamline the total aupport structure
for the efficient delivery of services to the entire school
system,

The reorganization structure presented as part of this
package defines the basic organizational structures needed in
each area from which services emanate.

In order to become an effective and viable unit, additional
work and planning ie needed to further delineate to the lowest
level, position responaibilitiea and apecific staffing needs for
each division, bureau, branch and section.

The implementation of this organizational gtructure is
neant to cut the red tape and reduce reaction time; provide service
wvhere none preaently exiata; eliminate manual operations which can
be automated; and provide for syestem growth in the area of providing
pertinent data base and basis for decision making.

Movement into the organizational structure as outlined must
occur in phases,

Phase I will consist of physical realigning of existing staff.
Phase 11 and aubsequent phases will provide for job reclassification

and personnel retraining to assume new identified responsibilities,
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as well @3 the transfer of noti~management pervonnel performing
wanagesent functions in operating divisions.

It 18 expected that one immediate result of physical re-
organization will mean the elimination of excess positions in
some areas, and creation or trangfer of those positions to other
divigsions where personnel, based on background, can be retrained
to asgume different functions. Additionslly, massive reclassifica-
tion of existing positions which are improperly classified will
be reviewed and retitled.

The major areas of ifmmediate personmel additions are for the
Division of Data Processing and Systems Deaignt and the Division
of Control. Both of these divisions have need of 8specialized
persounel which may not be available in poaitions that will no
longer be needad as the system moves to modernization 8nd auto-
mation.

All of the reports cited -- the Passow Report, the Nelsen
Committee Report, the Price-Waterhouse Report, the Management
Review Report -- identified areas of deficiency in the managerial
operation of the school system and made sweﬁpins recomsendations
for reorganization as listed within the body of this submission.

The comprehensive agsessment that has been undertaken by

the Deputy Superintendent of Mansgement Services has resulted in
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the preparation of this realignment and reorganization for the
management offices in order to provide for an effective and
efficient management operation,

However, as it 1s well known, available Board of Education
resources are not presently sufficient to bring about awift
implementation of the ultimate goals set forch here. For this
reason, in addicion to reprioritizing some internal resources,
the resources of outside business and civic organizations are
needed to assist in the implementation of a revised management
operation.

Specifically, a need exists for the application of expertise
in:

. the design of data systems and procedures

. the area of automation of warehousing and

purchasing processes

. the automation of the financial monitoring

and report preparationa

. the design and implementation of a personnel/

payroll accounting system

. development of operating procedures for the

Diviaions of Budget, Finance, Personnel and

all management~related departments
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. development of job deacriptions and work-flow

procedures

« evaluating, recommending and aasisting the
Deputy to put into place the initial operation

of the ney procedures

. assisting in staff evaluation and helping to
conduct aearches for new permanent staff as

required by the revised organizational atructure

A prolonged study with the issuance of the rveport is not
required. The need is more for a study-implementation type of
assistance. For thie reason, the Deputy Superintendent enviaions
that manpower with technical skills in the area of accounting,
systems asnalysia, syatems deaign, and managerial planning as
being the key personnel needed to asajat in putting the District
of Columbia Schools management operation on a sound and modern
footing, pending addition of permanent ataff to maintain on an
on-going basis developments in these areas.

The needs can be generalized in terms of the feeling of a
vaat obligation to bring the Diastrict of Columbia Public Schools
to & modern operating level, utilizing the latest techniques

available. It is the feeling of the Deputy Superintendent that
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the key to tho updating and improvement of management lies in
the improved uee and the development of expanded computer
technology and technical know-how within the managerial offfices

of the school system.
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