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Appendix K: Letter to Families Regarding Student Assignment (Oakland) 
This is a letter written by Oakland Unified School District to parents and caregivers with details 
regarding the re-assignment process.  It was sent one week after the formal decision was made 
to close Sherman School.  
 

 

Oakland Unified School District 
1025 Second Avenue, Room 301 
Oakland, CA 94606 

 
March 5, 2007 
 
Dear Sherman parent/caregiver: 
 
As you are likely aware, Dr. Statham has made the decision to close Sherman school at the end 
of this school year. 
 
We recognize that this will be a very difficult transition for you and your student.  We are 
committed to working with each individual family  to ensure that your student is enrolled in a 
high quality educational option for the 2007-2008 school year.  To work with you through these 
transitions, we have the following meetings scheduled:  
 

• Thursday, March 15th at 7:30 AM 
• Thursday, March 15th at 6:30 PM 
• Monday, March 19th at 7:30 AM 
• Monday, March 19th at 6:30 PM 

 
All meetings will be held in the Sherman Elementary School Auditorium.  We strongly 
encourage you to attend one of these important meetings so that we can support you to select a 
high quality elementary school for your student. 
 
In addition to these scheduled meetings, we are enclosing an options form which you can fill 
out and send directly to: 
 
 Student Assignment Office 
 1098 Second Avenue, Portable 18 
 Oakland, CA 94606  
 
Options forms will also be available in the Sherman main office for your convenience.  Please 
feel free to contact me anytime at (510) 879-2923.  I am committed to helping each and every 
family through this difficult transition time. 
 
Regards, 



  72 

Appendix L: Boundary Adjustment Memo (Oakland) 
This is a sample board memo regarding attendance boundary adjustments from Oakland 
Unified School District. 
 
OAKLAND UNIFIED SCHOOL DISTRICT 
Office of Community Accountability 
 
 
TO:              Kimberly Statham, State Administrator 
 Board of Education 
 
FROM: Kirsten Vital, Chief of Community Accountability 
  
SUBJECT:   Maxwell Park Attendance Boundary 

  
 
ACTION REQUESTED 
Approval by State Administrator of Resolution No. 0607-0156 for the expansion of the 
Maxwell Park attendance area to include the current Sherman Elementary School attendance 
area. 
 
DISCUSSION 
On February 28th, the State Administrator made the decision to close Sherman Elementary 
School, effective June 30, 2006.  As such, there is an identified need for the area currently 
comprising the Sherman attendance area to be absorbed into another attendance area. 
 
Maxwell Park is located in close proximity to Sherman elementary – approximately one mile 
away.  The Maxwell Park facility has capacity to hold approximately 460 students.  Based on 
2006-2007 data, the number of elementary school students living in the current Sherman 
attendance area who attend OUSD schools is 190 students.  Based on 2006-2007 data, the 
number of elementary school students living in the current Maxwell Park attendance who 
attend OUSD schools is 251.  The facility capacity at Maxwell Park (460 seats) is sufficient to 
hold the number of students living in both the Sherman and Maxwell Park neighborhoods 
(190+251 = 441 students).  Elementary school attendance is projected to decline in both 
neighborhoods over the next five years. 
 
The addresses identified in Table 1 will be moved from the current Sherman attendance 
boundary to the Maxwell Park attendance boundary.  The addresses indicated are provided for 
informational purposes only and are based upon the most current information available to the 
District as of this resolution.  Any new addresses in the area within Sherman’s current 
attendance area, either through corrected information or new development, will be considered 
part of the new Maxwell Park attendance area. 
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Table 1 – Addresses To Be Moved From Sherman To Maxwell Park Attendance Areas 
 
Address Range Street Name Side(s) of Street 
2461-2499 55th Ave Odd only (*) 
2500-3099 55th Ave Even and Odd 
2600-3099 56th Ave Even and Odd 
2600-3099 57th Ave Even and Odd 
2900-3099 58th Ave Even and Odd 
2600-3099 60th Ave Even and Odd 
2700-3099 61st Ave Even and Odd 
2800-3099 62nd Ave Even and Odd 
2600-2699 Beal Ave Even and Odd 
2800-3199 Birdsall Ave Odd only 
5300-6199 Brann St Even and Odd 
5351-5499 Brookdale Ave Odd only (*) 
5500-5700 Brookdale Ave Even and Odd 
5000-5198 Camden St Even only (**) 
5200-5499 Camden St Even and Odd 
5900-6198 Camden St Even only 
5300-5499 El Camile Ave Even and Odd 
1-13 Faculty Rd Even and Odd 
5200-5655 Fleming Ave Even and Odd 
5700-6199 Foothill Blvd Even only 
5200-5499 Hillen Dr Even and Odd 
2601-2623 Kingsland Ave Odd only (*) 
5700-5899 Kingsley Cir Even and Odd 
5501-5699 La Verne Ave Odd 
5000-5839 Macarthur Blvd Even and Odd 
5841-5899 Macarthur Blvd Odd only 
2701-3099 Madera Ave Odd only (*) 
3100-3199 Madera Ave Even and Odd 
3201-3351 Madera Ave Odd only (*) 
2500-2599 Mason St Even and Odd 
2900-3099 Millsbrae Ave Even and Odd 
3200-3299 Millsview Ave Even and Odd 
2800-3349 Morcom Ave Even and Odd 
5526-6099 Morse Dr Even and Odd 
5518-5729 N Picardy Dr Even and Odd 
5300-5499 Normandie Ave Even and Odd 
5500-5899 Picardy Dr Even and Odd 
3301-3599 Pierson St Odd only (*) 
5400-5899 Roberts Ave Even and Odd 
5518-5724 S Picardy Dr Even and Odd 
2601-3099 Seminary Ave Even and Odd 
3320-3620 Seminary Ave Even only 
5950-6248 Seminary Ave Even only 
3300-3599 Simmons St Even and Odd 
5300-5899 Walnut St Even and Odd 
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1-99 Wyman Pl Even and Odd 
3200-3499 Wyman St Even and Odd 
5300-5499 Yuba Ave Even and Odd 

 
(*) The even side of the street is already in the Maxwell Park attendance area 
(**) The odd side of the street is already in the Maxwell Park attendance area 
 
Refer to Figure 1 for a map of the proposed new Maxwell Park attendance area. 
 
Figure 1 – Map Of Proposed New Maxwell Park Attendance Area 
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RECOMMENDATION 
Approval by State Administrator of Resolution No. 0607-0156 for the expansion of the 
Maxwell Park attendance area to include the current Sherman Elementary School attendance 
area. 
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Appendix M: Staffing FAQ (Boston) 
This is a FAQ that Boston Public Schools used to help address questions that school staff might 
have in response to school closures. 
 
Frequently Asked Questions – Staffing 
 
I am a school principal/headmaster and my school is being impacted. What should I do 
with regard to staffing for next year? 
First off, constant communication with your Staffing Manager will help guide you through this 
process. HR representatives will be at the impacted schools throughout October to help work 
with you and your staff. We also plan to be out again in December, when more clarity around 
each school’s staffing is known. Each school is in a slightly different situation, and so there is 
no standard answer. We plan to work with you and your staff individually to get the answers 
that you need. In some cases, clarity around the staffing implications for your staff may not be 
known until after the budgeting and staffing processes for all schools have been completed in 
January. 
 
What does it mean if I am excessed? 
Permanent, tenured teachers in some affected schools will be excessed as the teaching positions 
at these schools have been eliminated. In schools where only some positions have been 
eliminated, teachers are excessed in reverse seniority order. An excess status means that, as a 
permanent BTU member, you are entitled to another position in your program area elsewhere 
in the district if one is available. The questions below further outline this assignment process.  
 
How do the Transfer and Excess processes work? 
The permanent teacher Transfer Posting will be available in February 2009. This posting will 
be open for 10 school days online at the BPS Career Center, and will enable permanent BTU 
teachers to apply to openings in their program areas. Following this application period, school 
leaders and their school site council will interview applicants and select the best one for the job. 
If two or more qualified applicants apply for the position through the Transfer Posting, one 
must be selected by the building principal or headmaster.  
 
Excess pools will be held in March 2009. The excess pools allow each unassigned permanent 
teacher an opportunity to bid, in seniority order, on three positions within his or her program 
area. School leaders will have an opportunity to describe their position at the pool before 
bidding. It will be important for all excessed staff to attend these meetings. Afterwards, 
principals will be provided with the names of those who have bid on each opening and will 
meet with each candidate, rank them, and submit those preferences to HR, who will ultimately 
confirm all assignments. Permanent teachers are guaranteed one of the three choices that they 
have bid on in the excess process.  
 
What if, after the excess pools, not all permanent teachers are assigned? 
Human Resources will offer any newly-identified vacancies to excessed permanent teachers 
until all in a given program area are assigned.   
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I am at a school building that is being taken over by a pilot school, am I considered 
excessed? 
Yes. You should follow the procedure outlined above to look for another position in the district. 
Teachers in this situation will of course have the opportunity to apply for the vacant positions at 
the pilot school. 
 
What is a program area? 
A program area is the subject area(s) in which you are qualified to teach. It is a way of 
grouping similar teachers together for the purposes of re-assignment. At the school-level 
meetings with staff, a Human Resources representative will be able to confirm your program 
area for you. If you would like to apply for additional areas, called alternate program areas, the 
procedure for doing so will also be outlined for you in a Superintendent’s Circular to be 
released later this year. 
 
Will my new school continue to have the same programs (after-school programs, electives, 
etc.)? 
These decisions are largely school-based, and will be decided on by the school leader and 
School Site Council. 
 
What about other staff in the affected schools? 
If you have questions and are not a paraprofessional or teacher, please attend the school-level 
meeting or contact the Staffing Manager for the applicable school. Their contact information is 
below. In addition, we will be meeting with representatives of all collective bargaining units 
that represent school-based employees to discuss these school re-programming proposals and 
the affect on their members.  
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Appendix N: Communication to teachers (Washington, D.C.) 
This is a communication that was sent by DC Public Schools to teachers whose schools were 
being closed to describe the approach that would be taken regarding teacher re-assignment. 
 
April 30, 2008 
 
Dear [insert name]: 
 
As you know, your current school, [insert school name], will be closing at the end of this 
school year. As a teacher at a closing school, you are officially identified as an excessed teacher, 
and guaranteed an involuntary transfer and placement in a teaching position for which you are 
certified.   
 
It is our strong desire that DCPS teachers work with principals and school communities to find 
mutually beneficial placements for the upcoming school year.  We know that many of our 
teachers at closing schools are effective educators and have a great deal to offer our students.  
We expect that each of you will be able to find a placement in your area of certification that fits 
your interests and abilities.   
 
On May 10, 2008, from 10 a.m. to 3 p.m., DCPS will hold the first transfer fair of the year at 
Eastern High School.  Only teachers at closing and restructuring schools will be eligible to 
attend this fair.  All DCPS schools will be represented and school hiring teams are eager to 
hire for the upcoming school year.  The enclosed flier provides additional information about 
this and other upcoming fairs.  Please plan to attend at least one of these events.  At the fair, 
you will need a copy of your current certification and multiple copies of your resume to 
distribute to principals. 
 
I look forward to seeing you at the May 10 fair, and to your continued work on behalf of DC 
Public Schools students during the upcoming school year. 
 
If you have any questions, please contact Jasmine Jose, Director of Staffing or Richard 
Shackell, Director of Instructional Staffing at 202-442-4090. 
 
Sincerely, 
 
Kaya Henderson 
Deputy Chancellor 
District of Columbia Public Schools 
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Appendix O: MOA with teachers union (Washington, D.C.) 
This is a memorandum of agreement between DC public schools and the teachers’ union.  It 
describes the rules that would apply to teacher re-assignment in closing and receiving schools.   
 
MEMORANDUM OF AGREEMENT 
 
Between the District of Columbia Public Schools (DCPS) and the Washington Teachers’ Union 
(WTU) regarding the placement of teachers impacted by school closure, school restructuring 
and school consolidation.   
 
All references to ‘‘teacher” in this Memorandum of Agreement shall be inclusive of all WTU 
bargaining unit members.     
 
  CLOSING AND RECEIVING SCHOOLS  
  

1. The Chancellor shall identify for the Union the name of each closing school and 
the corresponding receiving school(s) in a timely manner for the purpose of 
implementing these procedures. 

 
2. All teachers in closed schools shall be identified as excessed teachers and are 

guaranteed an involuntary transfer and placement in a teaching position for which 
he/she is certified at another DC Public School. 

                                  . 
3. Teachers from a closed school shall have first right of interview with the  

         Personnel committee of the receiving school (s) for any vacancies at the 
                   corresponding receiving school for which the teachers are certified.       

  
4. The personnel committee of the receiving school(s) shall interview interested 

teachers from the corresponding closed school and make recommendations to the 
principal or Chancellor’s designee prior to interviewing other candidates. 

 
5. On or before May 15, the vacancy list shall be posted on the DCPS website and 

provided to each teacher affected by school closings, consolidations, restructuring 
and excessing. 

 
6. DCPS shall conduct a series of job fairs for all teachers affected by school closings, 

consolidations, restructuring and excessing.  DCPS and WTU shall consult on the 
format and scheduling of the job fairs. 

 
TRANSITION TEAMS  
 

The Chancellor shall establish local school transition teams to develop and implement a 
plan to ensure effective collaboration between closing and receiving schools’ personnel 
to address potential challenges, including but not limited to, school culture/climate, 
programs, personnel, materials/resources and other issues as defined by the transition 
team.  
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1. The team shall consist of the following representatives from both the closing and 
receiving schools:  WTU building representative or designee, principal or designee, 
PTA president or designee, Local School Restructuring Team (LSRT) chairperson 
or designee, and two teachers from each school’s LSRT.   

 
2. The transition team shall remain in existence until a duly elected LSRT assumes 

the responsibilities of the transition team and determines through a consensus that 
the transition team is no longer needed.  

 
3.  The Chancellor shall provide an appropriate budget and training for the transition 

team to develop and implement the team’s approved plan. 
 

 
SCHOOLS IN RESTRUCTURING 
 

1. The Chancellor shall identify for the Union the name of each school in 
restructuring and the NCLB restructuring option to be implemented at each school 
in a timely manner.   

 
2. All teachers at restructured schools who are no longer assigned to the restructured 

school shall be identified as excessed teachers and are guaranteed an involuntary 
transfer and placement in a position for which she/he is certified at another DC 
Public School.   

 
 
In the staffing of restructured and consolidated schools, diversity shall be given strong 
consideration. Diversity is defined to include gender, race, ethnicity, age and years of teaching 
experience.  
 
DCPS and the WTU agree to consult on all teacher staffing, placement and assignment issues 
resulting from school restructuring, school closure and consolidation that are not covered in this 
agreement.  The parties shall execute a memorandum of understanding to address such issues.  
 
 Agreed to by the parties: 
 
 
________________________________   __________________________________ 

District of Columbia Public Schools                   Washington Teachers’ Union 
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Appendix P: Memo to Closing Schools Regarding Packing and Move 
Procedures (Oakland) 
This is a sample memo that Oakland Unified School District sent to principals regarding packing 
and move procedures.  It describes the protocol that was to be followed for shutting down 
schools and transferring important documents and materials from closing to receiving schools. 
 
To:   Closing School Principals 
  
From:  Allison Sands, School Portfolio Management 
 
CC:  Closing School Network Officers 

Larry Bridges, Peter Hutcher, Neil Kalouner, Yvonne Allara, Sean Kimble, Paul 
Hoy, David Lewis, Barbara Mandolph   

 
RE:  Closing School Procedures 
 
 
The purpose of this memo is to document the appropriate procedures for various elements of 
school closure.  Each school has slightly different circumstances so please work with your 
Network Officer to ensure that you have the right plans in place.  I am available to provide 
support as needed. 
 
Packing & Cleaning 

• Each teacher leaving the site will be provided with 10 boxes to pack their personal 
belongings. 

• Anything bought with district funds must packed up and redistributed with all assets from 
the site, including teacher manuals. 

• Teachers are responsible for packing and cleaning their classrooms 
 
Textbooks 

• East Oakland Community High, Merritt, Kizmet:  All books should be packed by 
subject area and sent to Shawn Kimball at the warehouse 

• Sherman:  Books for the number of students going to Maxwell Park should be sent to 
Maxwell Park.  All other books should be sent to Shawn Kimball at the warehouse.  New 
consumables should be left in their boxes and sent either to Maxwell Park or Shawn 
Kimball 

• Havenscourt, Simmons, Elmhurst:  Books should be divided up on site to accommodate 
the new schools 

 
Technology 

• Paul Hoy will be conducing walk-thrus of each site to tag which technology is obsolete 
• Obsolete technology should be sent to the warehouse 
• Coordinator for Instructional Technology will evaluate appropriate destination for good 

technology – items will be send directly to these sites (vs. to the warehouse) 
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CUM files 

• EOCH, Merritt, Kizmet, Sherman: All CUM files from current  students should be 
packed and brought to the Network Officer office at 1025 2nd avenue.  ** It is very 
important that these are brought downtown so that they are not lost *** 

• EOCH, Merritt, Kizmet, Sherman:   All non-current files should be sent to Barbara 
Mandolph at the warehouse 

• Havenscourt, Simmons, Elmhurst:  All CUM files should stay on site.  Responsibilities 
for files should be shared between new schools on site. 

 
Attendance Files 
The principal and/or staff needs to make sure that all scantrons, attendance summary reports and 
any other records are signed by the Administrator.  Please have the attendance records sent to 
Fiscal Services Department for availability for SCO auditors during 06/07.  If you have 
additional questions, please contact me at 879-8118 or by e-mail 
david.lewis@ousd.k12.ca.us .  The boxes should be label clearly:  School name, list of contents 
and the Fiscal Year on the outside of all four sides of each box. 

• Monthly attendance Reports by Students:  Reg, Independent Studies and SDC 
• Teacher Attendance Registers/Scantrons 
• Absence Notes and Logs 
• Attendance Policy and Procedures 
• School Calendar and Bell Schedule 
• Records pertaining to Staff Development(i.e. sign-in sheets and Agendas) 
• Records pertaining to CSR (i.e. list of participating classes and all teachers who are new 

to the Class-Size Reductions program). 
• Records pertaining to Kindergarten Continuation (i.e. listing of kindergartners who 

attended kindergarten during 04/05 and 05/06 and their continuation forms). 
• Records pertaining to Independent Study (i.e. student contracts and work samples.) 
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For additional information or to communicate with those who contributed to this work, please 
email: tools@broadfoundation.org 

 

 




