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Philosophy of Developing a Staffing Plan 

 

The major portion of any school District budget supports personnel who provide services 

to students. The Staffing Plan is designed to provide an equitable distribution of available 

personnel services for the entire Polk County School District in accordance with the 

Strategic Plan, Goal 2, Provide an Opportunity to Learn.   

 

Florida Statutes require that the Superintendent recommend, and the School Board adopt, 

a balanced budget. Some funds are categorical from state or federal sources and must be 

used for designated purposes. Non-categorical funds may be designated by the School 

Board, but even from these, operational costs (such as utilities, maintenance and repairs 

to the school facility) and support personnel (such as custodians, food service workers, 

etc.) are necessary. 

 

Considering the District's Strategic Plan, current research in best practices, input from 

staff members and the School Advisory Council (SAC) and other variables, the primary 

objectives in the development of the Staffing Plan are to equitably distribute available 

human resources and to provide the most effective and efficient instructional setting 

possible. Once this is achieved in the Staffing Plan, it is the Principal's responsibility to 

allocate these human resources efficiently and effectively while meeting identified No 

Child Left Behind, Class Size Law, and other State, District and school improvement 

goals.  More importantly, the Principal, as instructional leader of the school, designs a 

school staffing plan that meets student academic, social, emotional and vocational needs. 

 

The money received from the Florida Education Finance Program (FEFP) is the largest 

single source of funds (approximately 70%) supporting educational programs in Polk 

County. Since programs are planned in advance of the final legislative action, staffing 

allocations are based on projections and adjustments are made on the final level of 

legislative funding. If revenues throughout the year are not kept at the projected State 

level, then reductions in educational funding could result in a reduction of allocated staff 

at the District and school level. 

 

During the 2002-2003 school year the District put in place a modified Personnel Staffing 

Unit System based on the Projected Total Membership (PTM).  The District has since 

developed a hybrid of the Personal Staffing Unit pilot as described below. 

 

Polkôs Personnel Staffing Unit  

 

The development of the site-based staffing plan to meet the educational needs of the 

students and the mission and vision of the School Improvement Plan is the responsibility 

of the school Principal, working with the Technical Assistance Team. Within parameters 

(negotiated contracts, personnel policy, Class Size Law and staffing guidelines), the 

Principal is expected to have a clear, well-communicated and shared vision of the 

school's educational program and identified instructional priorities. The Principal, with 

input from the school staff and SAC, is expected to determine the staffing level that will 

most effectively meet the educational needs of the school's student population as long as 

the decisions made are within the guidelines of federal and state laws and local school 
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board policy.  Schools vary greatly in the manner in which the instruction and support 

decisions are delivered. 

 

The Business Services Division and Human Resource Services Division allocates 

personnel staffing units, which are based upon the concept that the Teacher is the 

building block of the school system. The unit base value of 1.000 is computed to be the 

projected average Teacher cost, including salary and benefits.  Supplements, insurance, 

benefits, etc., are included in the average salary. Each school will be allocated units 

grouped in an Instructional and a Support Bank.  The Instructional Bank includes the 

Teaching staff and Paraeducators.  The Support Bank includes Guidance Counselors, 

Secretaries, and Media Specialists. 
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Equivalency Factors 

 

 

2010-2011  2011-2012 2011-2012 
 Teacher  56,934.70 53,088.94 1.000000 

 Para 01 (Basic, Clerical, ESOL)  25,298.78 23,535.55 0.443323 

 Para 02 (ESE, Clinic, Media)  26,659.45 24,540.15 0.462246 

 Para 03 (ESE SC, SS)  25,947.56 24,079.88 0.453576 

 Para 04 (Voc)  28,805.23 26,122.90 0.492059 

 Para 05 (Cosmetol, Massage)  32,460.17 29,744.61 0.560279 

 Para 06 (Adj Yth)  38,037.08 35,746.86 0.673339 

 Para 07 (CDAT)  37,101.05 34,661.74 0.652899 

 Para 08 (NW Mgr Para)  34,390.57 31,888.01 0.600653 

 Para 09 (LPN)  37,363.38 34,420.16 0.648349 

 Para SL00             N/A 23,800.28 0.448310 

 Para SL01  28,594.16 27,058.64 0.509685 

 Para SL02  33,718.55 35,913.82 0.676484 

 Para SL03  38,409.29 35,447.09 0.667693 

 Para SL04  41,380.98 37,359.22 0.703710 

 Para SL05  51,878.10 48,972.35 0.922459 

 1/2 Para (Basic)  15,679.40 14,664.98 0.276234 

 12-Mo. Sec'y  36,662.13 33,856.54 0.637732 

 11-Mo. 8 Hr. Sec'y  31,529.96 29,907.35 0.563344 

 11-Mo. 4 Hr. Sec'y  18,794.97 17,850.87 0.336245 

 10-Mo. 8 Hr. Sec'y             N/A 27,715.26 0.522053 

 10-Mo. 4 Hr. Sec'y             N/A 16,754.83 0.315599 

 Asst Principal - El  80,146.02 76,043.18 1.432373 

 Asst Principal - Mid  87,586.83 83,581.73 1.574372 

 Asst Principal - Sr  98,943.85 92,714.05 1.746391 

 Asst Principal - Oth  83,286.95 76,278.36 1.436803 

 Dean  59,995.54 55,914.76 1.053228 

 Guidance - Elem  63,783.19 60,110.63 1.132263 

 Guidance - Mid  70,946.21 66,330.99 1.249431 

 Guidance - Sr  70,216.64 64,906.28 1.222595 

 Guidance - Other  58,947.56 55,940.32 1.053709 

 Media  65,729.85 61,804.75 1.164174 

 School Psych  76,889.14 72,172.14 1.359457 

 Social Worker  62,798.03 58,759.98 1.106821 

 Asst Tech-College/Career Spec  62,931.81 59,931.84 1.128895 

 Specialist-College/Career Fac  58,342.03 55,402.52 1.043579 

 Princ - El  102,291.00 97,493.62 1.836421 

 Princ - Mid  108,708.00 104,124.45 1.961321 

 Princ - Sr  115,425.28 110,150.95 2.074838 

 Princ - Oth  107,207.52 97,734.53 1.840958 

 Principal SecretariesïEl (at 11/12)            N/A 39,625.78 0.746404 

 Principal Secretaries  45,607.82 42,701.36 0.804336 

 Extended Contract Days: 
       Teachers - Per Day  
  

0.005084 

    Para - Per Day      0.002592 

    Sec'y - Per Day  
  

0.002865 

    Media - Per Day      0.005918 

    Elem Guidance - Per Day  
  

0.005756 

    Sec Guidance - Per Day      0.006215 

 Elem ESE $10 per Day  
  

1.060000 

 Sec Teacher w/ Extra Period      1.166667 

    

Equivalency Factors table presented below has been updated based on final legislative action for FY 

2011/2012.  
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The Instructional units, as designated in the Staffing Plan and approved by the Board, are 

allocated directly to the individual schools. The decentralization of the resources to the 

school level allows for increased flexibility by the schools in making resource allocation 

decisions most appropriate for each individual school.  Appeal and reserve units are 

recommended by the Technical Assistance Team and approved by the Interim Assistant 

Superintendent, Human Resource Services; Assistant Superintendent, Business Services; 

and Associate Superintendent, Learning. 

 

The District holds a group of units in reserve to help schools when their enrollment 

exceeds the PTM, or in other emergency situations.  Units are reserved for regular 

education and for Exceptional Student Education to meet growth and periodic needs of 

the schools.  Because our student population is changing so rapidly it is critical to be able 

to assist the schools in these types of situations. 

 

This Staffing Plan is reviewed and updated annually. 

 

 

Staffing Formula 

 

For the purpose of allocating units described on the following pages it is important to set 

up a procedure that will be as fair and accurate as possible. The following procedure is 

used: 

 

Step 1 Calculate enrollment and trend projections from the previous four years using 

60th-day enrollment data. 

 

Step 2 Project next grade and center membership for 2011-2012. 

 

Step 3 Establish the Projection Committee comprised of the Interim Assistant 

Superintendent, Human Resource Services; the Assistant Superintendent, Business 

Services; the Associate Superintendent, Learning; the Associate Superintendent, School 

Based Operations; the Senior Directors of Elementary, Middle and High Schools; the 

Senior Director, Finance; the Director, Personnel; the Senior Manager, Staffing; the 

Analyst, Staffing; and representatives from the Elementary, Middle, and Senior High 

Principals' groups. 

 

Step 4 A subcommittee consisting of the Director, Personnel; the Senior Director, 

Finance; the Senior Manager, Staffing; and the Analyst, Staffing will select the most 

likely projection for each school and adjust so the District total does not exceed the 

Florida Department of Education's un-weighted Full Time Equivalent (FTE) membership 

projection. 

 

Step 5 Provide a Projected Total Membership (PTM) report to each school Principal and 

request his or her response (see Appendix B) either accepting or modifying the PTM. 

Modification requests are reviewed by the Projection Committee, which will respond in 

writing. 
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Due to unexpected increases or decreases in student population, the PTM may not 

accurately reflect a school's opening membership. In this case, the Interim Assistant 

Superintendent, Human Resource Services, working jointly with the Principal and the 

Technical Assistance Team may recommend an adjustment. 

 

As the projected student population increases, those positions that are generated by 

formula will also increase.  The cost of this Staffing Plan has been compared to School 

Year 11.  

 

Teacher Sharing 

 

Teacher sharing occurs when a school has an individual teaching a class or classes on 

their campus with students attached, who are funded by another source other than that 

particular school.  School sharing occurs when two schools share a student, each teaching 

a portion of the studentôs schedule. 

 

Example A - Teacher Sharing:  A Teacher is paid for by Traviss Career Center, but 

teaches at the campus of a particular high school.  When this occurs the school is 

expected to return the allocation for the section taught by this Teacher to the District.  In 

this situation the District has already allocated and funded a Teacher for those students.  

Therefore two teachers are essentially assigned to those students, one from the District 

and one from Traviss.  The school in this case is no longer entitled to the allocation of 

this Teacher unit.  If a school has 4 teachers from Traviss teaching a full load on their 

campus the school will be responsible for returning 4 teaching units to the District.  If it 

involves a partial teaching unit or sections, the school will return the partial unit or 

sections to the District. The FTE generated by these students will go to the school 

providing the teachers. 

 

Example B - School Sharing:  Two schools teach a portion of a studentôs schedule.  Two 

schools may not count the same student as part of their PTM.  The District has provided 

teachers for 100% of the PTM for each school.  If students are taking classes at another 

site or school, that portion of the PTM will be removed or the allocation of units will be 

adjusted accordingly. 

 

Comparability  

 

In October of each school year, the Senior Manager, Staffing will provide the information 

required to report Comparability for Title I schools. It is determined that the Polk County 

School District will equivalently staff all Administrators, Teachers, and other staff for 

schools by formula based on the Projected Total Membership (PTM), regardless of Title I 

standing. Finally, it is determined that employees at a school will be paid on a consistent 

District-wide salary schedule for their employee group, regardless of Title I standing. 

 

 

Adherence to the provisions within this Staffing Plan is contingent upon availability 

of funds. 
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General Information 

The following are applicable to all areas of the Staffing Plan. 

 

Technical Assistance  

Team The Technical Assistance Team is comprised of the  

Associate Superintendent, Learning, Assistant 

Superintendent, Business Services; the Interim Assistant 

Superintendent, Human Resource Services; the Assistant 

Superintendent, Learning Support; the Director, Personnel; 

the Senior Manager, Staffing; and the Analyst, Staffing, 

working in conjunction with the Senior Directors, 

Elementary Schools; the Senior Director, Middle Schools; 

the Senior Director of High Schools and Fine Arts; the 

Director, Exceptional Student Education (ESE); the 

Director, ESOL; the Senior Managers, ESE Area and the 

Director, Federal Programs as appropriate and needed. 

 

Network Manager The Network Manager Teacher (10 mo.) and Network 

Manager Paraeducator (11 mo.) units are technology 

positions to be used for technology needs only.  They are 

not allocated for instructional purposes and therefore are 

not eligible for all day instructional assignment supplement. 

 

School Resource Officers School Resource Officers are allocated to schools by the 

Superintendentôs Office and the appropriate law 

enforcement agency. Expansion of this program is 

dependent on availability of matching funds and contracted 

services 
 
All Day Instructional  

Assignment All day instructional assignments for secondary schools 

may be used to assign a Teacher classes all day. It will be 

necessary to appeal through the Senior Manager, Staffing 

to assign an all day teaching assignment. The value of the 

all day instructional assignment will be determined by what 

is negotiated through the collective bargaining process and 

must be included as a part of the current allocated amount.  

An all day instructional assignment may only be used for a 

teaching position.  An all day instructional assignment may 

not be added for Network Manager Teachers, Guidance 

Counselors, LEA Support Facilitators, Administrative 

Assistants (Deans), Testing Coordinators, or other like 

positions.  An all day instructional assignment may only be 

used for a Teacher who is teaching a full load of classes 

and approved through the appeal process regardless of 

funding source. 
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General Information (cont.) 

 

Substitute Teacher  

All Day Instructional  

Assignment Substitute teachers are not eligible to receive extra pay for 

an all day instructional assignment.  

 

ESE Teachers w/o  

Planning Period 

Elementary In order to meet the diverse needs of exceptional education 

 students, Principals may find it necessary for some 

Elementary ESE teachers to work the entire student contact 

day with no planning period. When this is necessary, 

Principals must make every effort to adjust staff schedules 

to allow for planning periods.  If schedules cannot 

accommodate planning periods, Principals should request 

that the Senior Manager, ESE Area review the schedules. 

When schedules cannot be resolved, the Principal and the 

Senior Manager, ESE Area may appeal for a supplement 

using the District appeal process.  All scheduling options 

must have been exhausted before an administrator will 

receive permission for this variance. If the appeal is granted 

the allocation blue sheets will be adjusted.  Once the 

allocation sheets are adjusted accordingly, the Principal 

completes an electronic personnel action form (ePAF) 

indicating the all day instructional assignment. 

  

Lead Teacher Stipend Based on Florida Statutes 1012.71 ñéthe term óclassroom 

Teacherô includes certified teachers employed on or before 

September 1 of each year whose full-time responsibility is 

the classroom instruction of students in kindergarten 

through grade 12, and full-time media specialists and 

guidance counselors who serve students in kindergarten 

through grade 12. Only school district personnel employed 

in these positions are eligible for the classroom materials 

and supply stipend from funds appropriated to implement 

the provisions of this section.ò Additionally, Senate Bill 

450, effective July 1, 2007 expanded the eligibility to ESE 

Pre-K Teacher with students which are funded by FEFP. 

VPK or School Readiness Pre-K Teachers are not eligible 

because their students are not funded by FEFP.ò 

 

Designated Change A designated change is a request for a change in staffing 

that is needed for a position or positions that are Grant 

funded or other than locally funded and that occur outside 

the annual Staffing Plan or budget process.  The request 

must be initially brought to the Interim Assistant 

Superintendent, Human Resource Services.   
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General Information (cont.) 

 

After review and approval by both the Interim Assistant 

Superintendent, Human Resource Services and the 

Assistant Superintendent, Business Services it may be 

submitted directly to a Board Work Session using the 

designated change form. 

 

Appeals & Conversions For the purpose of conversions, the value of a Paraeducator 

is represented on the equivalency chart. 

 

The Staffing Plan supports any school wishing to convert 

support type units to instructional units.  The Staffing Plan 

does not support converting instructional units to support 

units.  Any conversion request will require an appeal, 

approved by the Technical Assistance Team. Units are 

allocated as 1 full time unit. Any part-time hire must be 

appealed for and approved. 

 

Increased enrollment must be stable for 10 working days 

before the Principal can submit an appeal. 

 

The Technical Assistance Team will consider appeals 

outside the normal boundaries as specified in the Staffing 

Plan. 

 

A school must appeal and receive approval to eliminate a 

program for which specific equipment has been provided.  

The equipment must be returned to the District. 

 

Class Size It is understood that the District will allocate a sufficient 

number of units to meet the requirements of the Class Size 

Law.  The formula will be adjusted in a consistent and fair 

method for all schools to assure equality.  The Technical 

Assistance Team will assemble a representative group of 

stakeholders to determine the method for adjusting the 

formula. Title I schools are staffed exactly as non-Title I 

schools. Title I staff is truly supplemental. 

 

Any Principal making staff decisions that effectively 

increase the class sizes at the particular school will be 

subject to a review of the staffing based on the status of 

class sizes.  It is possible that personnel will need to be 

displaced and allocation returned to the original 

configuration if the decision of the Principal caused the 

class size to increase beyond the allocated amount. 
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General Information (cont.) 

 

Scheduling Models Staffing allocations are independent of scheduling models.  

Scheduling models should not adversely impact class size 

considerations. 

 

Allocation Audit  Allocation Audits will be conducted periodically with all 

schools.  The Senior Manager, Staffing will conduct the 

review to ensure that units at the school and units allocated 

balance. 

 

Pilot Substitutes Schools may hire Pilot Substitutes which are funded by the 

Substitute Account. To be cost effective, a school should be 

able to keep the Pilot Substitute in the classroom 

substituting 100% of the time. 

 

 

ESOL Program English for Speakers of Other Languages (ESOL) class period 

units for middle and high schools will be considered for allocation 

when a school wishes to convert units from the required reading 

intervention courses or regular language arts courses.   For 

example, a middle school could convert an Intensive Reading class 

unit for M/J Developmental Language Arts Through ESOL unit 

providing the unit followed current class-size guidelines, currently 

22 students per unit. A high school could convert an Intensive 

Reading class unit for a Developmental Language Arts Through 

ESOL unit providing the unit followed the current class-size 

guideline of 25 students per class. For all schools, an ESOL 

Paraeducator will be allocated when a school has 15 LY students 

of the same language (per the META Agreement).  Additional 

ESOL Paraeducators will be considered at 60, 120, 180, 240 LY 

students, and continuing with every additional 60 LY students after 

maintaining each enrollment for 10 school days. Another option 

for consideration would be for a school to convert two ESOL 

Paraeducator units to an ESOL Teacher unit. For example, a school 

with 120 LY students would qualify for one ESOL Paraeducator 

unit and one ESOL Teacher unit.  

 

 

String Units Fourteen string units are to be allocated (one unfunded for school 

year 2011-2012).  The Senior Director, High Schools and Fine Arts 

will consult with the Interim Assistant Superintendent, Human 

Resource Services; Director, Personnel; and Principals to 

determine the viability and timing of implementing a new strings 

program in a particular area.  

 

Considerations to include: 

1. Available funds for an instructional unit 
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2. Available space for instruction 

General Information (cont.) 

 

3. The desire of the community to initiate a string program 

4. Availability of a certified string Teacher 

5. A workable teaching schedule to accommodate the program 

 

 

New Schools  Recommended Staffing for new schools: 

 

Start up staff: 

o 1 Principal ï 6 months prior to opening for Elementary & 

Middle 

o 1 Principal ï July 1 ï one school year prior to opening for 

Senior High 

o 1 Assistant Principal for Curriculum ï July 1 ï prior to 

opening for Senior High 

o 1 Assistant Principal for Administration ï April 1 ï prior to 

opening for Senior High  

o Assistant Principals ï when the building is released to the 

District for deliveries (instructional materials, equipment, 

furniture, etc.) for Elementary & Middle 

o 1 Principalôs Secretary ï 6 months prior to opening for 

Elementary & Middle 

o 1 Principalôs Secretary ï July 1 ï one school year prior to 

the opening for Senior High 

o 1 Media Specialist ï 15 day extended contract prior to 

opening 

o 1 Media Paraeducator ï 15 day extended contract prior to 

opening 

o 1 Food Service Manager ï when kitchen is operational 

o Food Service Assistants ï when kitchen is operational 

o 1 12 month Secretary ï April 1 ï prior to the opening for 

Senior High 

o 1 Custodial Foreman ï start when the building and grounds 

are completed 

o Custodial Staff ï start when the building and grounds are 

completed 

o 1 Network Manager Teacher (10 mo) or Paraeducator (11 

mo), as appropriate ï 5 days prior to the normal contract. 

o 1 Head Football Coach Supplement to be prorated at 15% 

for working Spring Practice. 
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Elementary School Staffing 

        

Administration:   Principal   (1)
 

   Assistant Principal  (1) 

 

Basic support units: Media Specialist PTM of 500 or less (.5) 

Media Specialist PTM of >500 (1) 

   Elementary Guidance Counselor  (1) 

   Secretary, 11-month, Principal  (1) 

   Secretary, 11-month   (1) 

   Art Teacher     (1) 

   Music Teacher    (1) 

   Physical Education Teacher   (1)   

   Clinic Para/LPN    (1) 

   11-month Network Paraeducator  (1) 

   Instructional Paraeducators  (2) 

 

 At a PTM of 601 a school will earn a third secretary (10-month). When 

appealing for the third secretary a school may use the Pre-K enrollment as 

part of the total enrollment. 

1. At an enrollment of 1,101 a school will earn an additional 10-month 

secretary. 

2. At an enrollment of 1,000 a second Assistant Principal will be allocated. 

3. Current Clinic Paraeducators will attrition to LPNôs 

4. Instructional Paraeducators must work in a direct instructional capacity 

only and include these job titles: 

o Basic 

o Computer Lab Manager 

o Physical Education 

Additional Paraeducator allocated for Physical Education at a PTM of 800 

and higher. 

5. No Paraeducator may be used  in a clerical capacity 

 

A school may give up one of the allocated Paraeducators to add to the allocated Network 

Paraeducator position to create a 10-month Network Teacher instead of an 11-month 

Network Paraeducator. 

 

Instructional Staff:  Basic instructional staff will be allocated to meet the requirements 

of the Class Size Law.   

   

One Non-Administrative Instructional (NAI) Unit will be added when a school 

reaches 725 without Pre-K.  A second NAI will be added at 775 and a third added 

at 825. The schools will determine the use of these units through local site-based 

decision making to increase services for: Art, Music, Physical Education, 

Guidance, or an extra classroom unit. Only when Art, Music, PE and Guidance 

are completely covered may a school use the NAI as a Resource Teacher with 

students assigned. At no time may an NAI unit be used for an Elementary Dean or 
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a position to handle discipline. This unit will be held harmless in the event of an 

appeal to increase personnel based on grade-determined appeal criteria.  

 

Clinic Paraeducators receive their clinical supervision by the Health 

Services RN.   

 

Appeal Guidelines 

 

Appeal for additional  

Teaching Units When class sizes become too large as determined by State 

Law, an appeal for an additional Teaching Unit should be 

submitted to the Senior Manager, Staffing who then 

contacts the Technical Assistance Team. 

 

Reserve units are used to solve overcrowding. District basic 

units are allocated for assignment to the classroom and will 

be counted accordingly when considering appeals. This 

does not include NAI units. 

 

Increased enrollment must be stable for 10 working days 

before the Principal can submit an appeal. 

 

Federal and Categorical  
Program Units The Associate Superintendent, Learning recommends units 

to the Human Resource Services Division based on 

guidelines set in the approved program.  

  

Class Size It is understood that the District will  allocate a sufficient 

number of units to meet the requirements of the Class Size 

Law.  The formula will be adjusted in a consistent and fair 

method for all schools to assure equality.  The Technical 

Assistance Team will assemble a representative group of 

stakeholders to determine the method for adjusting the 

formula. 

 

Any Principal making staff decisions that effectively 

increase the class sizes at a particular school will be subject 

to a review of the staffing based on the status of class sizes.   

It is possible that personnel will need to be displaced and 

allocation returned to the original configuration if the 

decision of the Principal caused the class size to increase 

beyond the allocated amount. 

 

Eighth Day Review The Technical Assistance Team uses Eighth (8
th
) Day 

membership to review the Elementary allocations.  

Additional reviews may occur during the school year as 

needed. 
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Elementary Eighth (8
th

) Day Review Procedure 
  

Appeal Criteria   After the Eighth (8
th
) Day review, schools may be awarded units 

that meet appeal criteria.  Relief may be transfer of Teacher units 

from one grade to another or additional Teacher units.  

 

Any Title I unit is removed prior to calculations so that supplanting 

cannot occur    

 

If a unit is approved as a result of an appeal, it must be noted that the appealed unit 

terminates at the end of the school year unless the unit is officially added through the next 

Staffing Plan. 

 

 

Adherence to the provisions within this Staffing Plan is contingent upon availability 

of funds. 
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Magnet/Choice Schools Staffing  

 

The purpose of magnet schools is to create diversity in student selection of programs 

within the Polk County School System.  Special attractors are placed at schools in order 

to attract a diverse group of students to these schools.  All magnet and choice school seats 

are filled only by application and have specific enrollment targets.  The current 

desegregation agreement commits the school District to maintaining magnet and choice 

components beyond the time period of the unitary status.  Magnet schools in Polk County 

include: 

 

 School      Location  Grade Level 

 Lincoln Academy     Lakeland          K-5 

 Rochelle School of the Arts   Lakeland          K-8 

 Lawton Chiles Middle Academy  Lakeland          6-8 

 Brigham Academy    Winter Haven          K-5 

 Jewett Middle Academy   Winter Haven           6-8 

 Bethune Academy    Haines City          K-5 

 Bartow Elementary Academy   Bartow           K-5 

 Union Academy     Bartow                  6-8 

 

Choice schools were created either to offer parental choice and/or to assist with creating 

diversity in student selection of programs. Polk County schools offer two forms of 

choice: 

Partial choice - Schools that have both a zoned population and a choice 

population (examples include: North Lakeland and Snively). 

Full choice ï Schools that only have a choice population; all students who attend 

must fill out an application (examples include Jewett School of the Arts and 

Davenport School of the Arts). 

 

Choice schools that are partial choice have the standard class size limits as per Class Size 

Law. The choice attractors are staffed through program staffing.  Choice schools in Polk 

County include: 

 

Partial Choice Schools 

 School      Location  Grade Level 

 North Lakeland Elementary    Lakeland          K-5 

 Snively Elementary      Winter Haven          K-5 

  

 

Full Choice Schools   

School      Location  Grade Level 

 Jewett School of the Arts   Winter Haven          K-8 

 Davenport School of the Arts   Davenport          K-8  

 Daniel Jenkins Middle Academy   Haines City           6-8 

 Blake Academy    Lakeland          K-8 

 Summerlin Academy at BHS   Bartow           9-12 
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District units are allocated for assignment to the classroom and will be counted 

accordingly when considering appeals. If a unit is approved as a result of an appeal, it 

must be noted that the appealed unit goes away at the end of the school year unless the 

unit is officially added through the next Staffing Plan. 

 

 

Elementary Schools 

For the 2011-2012 school year magnet and choice school classrooms will be staffed at 18 

to 1 for the elementary grades kindergarten through third and 22 to 1 for elementary 

grades four and five. The preceding ratios account for class and facilities considerations 

for the 2011-2012 school year.  Staffing for the attractor components of the magnet and 

choice schools is determined by program staffing.  This is conducted by the following 

representatives: the Interim Assistant Superintendent, Human Resource Services; the 

Associate Superintendent, Learning; the Director, Personnel, the supervising Senior 

Director; the Senior Director, Magnet/Choice/Charter Schools or designee; the  Senior 

Director, High Schools and Fine Arts; and the Assistant Superintendent, Business 

Services or designee.  

 

If a magnet or choice elementary schoolôs October FTE count drops below 17, on an 18 

to 1 ratio for kindergarten through third or 21 on a 22 to 1 ratio for fourth and fifth grades 

and it does not exceed a ratio of 17 to 1 or 21 to 1 respectively by the end of the first 

semester, the school will lose units. Additional increments will also result in the loss of 

units.  New choice or magnet schools will have a one-year grace period to reach and 

maintain their projected enrollment.  Magnet or choice schools adding a new grade level 

will have a one-year grace period for that grade level to reach and maintain that 

enrollment level. 

 

 

Middle Schools 

For the 2011-2012 school year middle school magnet and choice classrooms will be 

staffed at an average of 22 to 1. The preceding ratios account for Class Size and facilities 

considerations for the 2011-2012 school year.  Changes to the staffing of magnet or 

choice schools will be determined by program staffing.  Program staffing is conducted by 

the following representatives: the Interim Assistant Superintendent, Human Resource 

Services; the Associate Superintendent, Learning; the Director, Personnel; the 

supervising Senior Director; the Senior Director, Magnet/Choice/Charter Schools or 

designee; the Senior Director, High Schools and Fine Arts; and the Assistant 

Superintendent, Business Services or designee.  

 

If a magnet or choice middle schoolôs October FTE count drops below 21 on a 22 to 1 

ratio and it does not exceed a ratio of 21 to 1 by the end of the first semester, the school 

will lose units. Additional increments will also result in the loss of units.  New choice or 

magnet schools will have a one-year grace period to reach and maintain their projected 

enrollment.  Magnet or choice schools adding a new grade level will have a one-year 

grace period for that grade level to reach and maintain that enrollment level. 
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Class Size   

It is understood that the District will  allocate a sufficient number of units to meet the 

requirements of the Class Size Law.  The formula will be adjusted in a consistent and fair 

method for all schools to ensure equality.  The Technical Assistance Team will assemble 

a representative group of stakeholders to determine the method for adjusting the formula. 

 

Any Principal making staff decisions that effectively increase the class sizes at the 

particular school will be subject to a review of the staffing based on the status of Class 

Sizes.  It is possible that personnel will need to be displaced and allocation returned to the 

original configuration if the decision of the Principal caused the class size to increase 

beyond the allocated amount. 

 

Staffing allocations are independent of scheduling models.  Scheduling models should 

not adversely impact Class Size considerations. 
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Magnet Schools 

 

 

Bartow Elementary Academy 

(Traditional academic theme with enrichment opportunities designed to provide 

experiences in the arts, science, and technology and to increase understanding of, and 

appreciation for, cultural diversity.) 

 

Administration:   Principal      (1) 

    Assistant Principal    (1) 

 

Basic Support Units:  Basic Teachers    (16)  

    Attractor Units    (2) 

    Adequate Yearly Progress Choice Units (2) 

    Class Size Units    (4) 

    Art Teacher     (1) 

    Music Teacher     (1) 

Physical Education Teacher   (1) 

Teacher Resource Specialist    N/A 

Technology Teacher     N/A 

Foreign Language Teacher    N/A 

 

Elementary Guidance Counselor   (1) 

Media Specialist    (.5) 

Network Manager Paraeducator (11 mo.) (1) 

    Instructional Paraeducator   (2) 

    Clinic Paraeducator/LPN   (1) 

    Media Paraeducator    N/A 

    Physical Education Paraeducator  N/A 

             

    Secretary, 11-month, Principal  (1) 

    Secretary, 11-month, School   (1) 

 

 

Instructional Paraeducators must work in a direct instructional capacity only 

and include these job titles: 

o Basic 

o Computer Lab Manager 

o Physical Education 

 

PTM for FY12 is 428.  Up to 36 students have been added for Title I Adequate Yearly 

Progress implementation. 
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Magnet Schools (cont.) 

 

 

Bethune Academy 

(Traditional academics including special emphases on mathematics, science, 

communications, and technology.) 

 

Administration:   Principal     (1) 

    Assistant Principal    (1) 

  

Basic Support Units:  Basic Teachers    (18) 

    Attractor Units    (2) 

    Adequate Yearly Progress Choice Units (1) 

    Class Size Units    (5) 

    Art Teacher     (1) 

    Music Teacher     (1) 

    Physical Education Teacher   (1) 

    Teacher Resource Specialist   N/A 

    Technology Teacher     N/A 

    Foreign Language Teacher    N/A 

 

    Elementary Guidance Counselor  (1) 

    Media Specialist    (.5) 

    Network Manager Paraeducator (11 mo.) (1)  

    Instructional Paraeducator   (2) 

    Clinic Paraeducator/LPN   (1) 

     

Secretary, 11-month, Principal  (1) 

    Secretary, 11-month, School   (1) 

    Secretary, 11-month, Guidance  N/A 

             

Instructional Paraeducators must work in a direct instructional capacity only 

and include these job titles: 

o Basic 

o Computer Lab Manager 

o Physical Education 

   

 

PTM for FY12 is 464.  Up to 36 students have been added for Title One Adequate Yearly 

Progress implementation. 
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Magnet Schools (cont.) 

 

 

Brigham Academy 
(Science and Technology) 

 

Administration:   Principal     (1) 

    Assistant Principal    (1) 

 

Basic Support Units:  Basic Teachers    (23) 

    Attractor Units (Science)   (2) 

    Adequate Yearly Progress Choice Units (1) 

    Class Size Units    (4) 

Art Teacher     (1) 

    Music Teacher     (1) 

    Physical Education Teacher   (1) 

 

    Elementary Guidance Counselor  (1) 

Media Specialist    (1)* 

Network Manager Paraeducator (11 mo.) (1) 

    Instructional Paraeducator   (2) 

    LPN      (1) 

 

    Secretary, 11-month, Principal  (1) 

    Secretary, 11-month, School   (1) 

 

Instructional Paraeducators must work in a direct instructional capacity only 

and include these job titles: 

o Basic 

o Computer Lab Manager 

o Physical Education 

 

*Media Specialist will also be converted to the third Teacher (primary science Teacher). 

The remaining value of the Media Specialist position will be transferred to the 

appropriate local school fund to pay for tutoring at Brigham. 

 

PTM for FY12 is 528.  Up to 36 students have been added for Title I Adequate Yearly 

Progress implementation. 
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Magnet Schools (cont.) 

 

 

Lawton Chiles Middle Academy 

(Science and Technology) 

 

Administration :  Principal     (1) 

    Assistant Principal (11-mo)   (1) 

 

Basic Support Units:  Core Units 

Academics (1 unit added due to Class 

by Class mandate) (14)* 

Foreign Language Teacher    (4.2) 

    Class Size Core Units 

    Academics     (7) 

    Non Core Units 

    Attractor Units (Integrated Lab)  (2) 

    Art Teacher     (1) 

    Music Teacher     (2) 

    Physical Education Teacher   (2) 

    Technology Teacher     (1) 

Basic Non Core (Robotics and ITV)  (2)   

 

    Guidance Counselor    (2) 

    Media Specialist    (1) 

    Network Manager (10 mo.)   (1) 

    Network Manager Paraeducator (11 mo.) N/A 

    Regular Paraeducator    N/A( to core) 

    Clinic Paraeducator/LPN   (1) 

    Physical Education Paraeducator  N/A 

     

Secretary, 12-month, Principal  (1) 

    Secretary, 11-month T.O.   (1) 

    Secretary, 10-month    (2) 

    Secretary, 11-month, Half-time  N/A 

 

*Computer Lab Paraeducator is an attractor component.  Units also include 0.2 for one 

period of Latin (0.8 is at Lakeland High School). 

 

PTM for FY12 is 660. 
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Magnet Schools (cont.) 

 

 

Jewett Middle Academy 

(Science, Math and Technology) 

 

Administration:   Principal     (1) 

    Assistant Principal (11-mo)   (1) 

 

Basic Support Units:  Core Units 

Academics     (18) 

Foreign Language Teacher    (1) 

    Class Size Core Units 

    Academics     (5) 

    Non Core Units 

Art Teacher     (1) 

    Music Teacher (Band & Chorus)  (2) 

    Physical Education Teacher   (2) 

    Technology Teacher    (1) 

    Drama Teacher    (1) 

 

 

    Guidance Counselor    (1) 

Media Specialist    (1)  

 Network Manager  (10 mo.)   (1) 

Network Manager Paraeducator (11 mo.) NA 

    Clinic Paraeducator/LPN   (1)   

         

Secretary, 12-month, Principal  (1) 

    Secretary, 11-month T.O.   (1) 

    Secretary, 10-month    (2) 

     

 

PTM for FY12 is 594. 
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Magnet Schools (cont.) 

 

 

Lincoln Academy 

(Science and Technology) 

 

Administration :  Principal     (1) 

    Assistant Principal     (1) 

 

Basic Support Units:  Basic Teachers    (21) 

    Attractor Units (Science, Language Arts,  

    and a Technology Teacher)   (3) 

    Adequate Yearly Progress Choice Units (2) 

    Class Size Units    (5) 

    SRP Unit     (1) 

    Art Teacher     (1) 

    Music Teacher     (1) 

    Physical Education Teacher   (1) 

    Guidance Counselor    (1) 

    Network Manager Paraeducator (11 mo) (1) 

    Instructional Paraeducator   (2) 

    Clinic Paraeducator/LPN   (1) 

    Media Paraeducator    (1)  

     

    Secretary, 11-month, Principal  (1) 

    Secretary, 11-month, School   (1) 

 

Instructional Paraeducators must work in a direct instructional capacity only 

and include these job titles: 

o Basic 

o Computer Lab Manager 

o Physical Education 

 

 

 

PTM for FY12 is 528. Up to 36 students have been added for Title 1 Adequate Yearly 

Progress implementation 
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Magnet Schools (cont.) 

 

 

Rochelle School of the Arts 

(Visual and Performing Arts) 

 

Administration :  Principal     (1) 

    Assistant Principal (11-mo)   (2) 

 

Basic Support Units:  Basic Teachers (1 unit added due to Class 

        by Class mandate) (35) 

    Attractor Units (Visual Arts, Dance, Music,   

    and Theater)     (10.166)* 

    Adequate Yearly Progress Choice Units (2) 

    Class Size Units    (1) 

    SRP Unit     (1) 

    Arts Teacher     (1)* 

Music Teacher     (1)* 

Physical Education Teacher   (2) 

Teacher Resource Specialist   N/A 

Technology Teacher    N/A 

Foreign Language Teacher    N/A 

 

Guidance Counselors    (2) 

    Network Manager (10 mo.)   (1) 

    Instructional Paraeducator   (2) 

    Clinic Paraeducator/LPN   (1)  

    Media Paraeducator    (1) 

         

Secretary, 12-month, Principal  (1) 

    Secretary, 11-month T.O.   (1) 

    Secretary, 10-month, School   (2) 

 

Instructional Paraeducators are for Elementary and must work in a direct 

instructional capacity only and include these job titles: 

o Basic 

o Computer Lab Manager 

o Physical Education 

 

*One Music Teacher is an 11-month employee who teaches the entire day.  

PTM for FY12:  Elementary 500 and Middle 330 for a total PTM of 830.  Up to 36 

students have been added for Title I Adequate Yearly Progress implementation. 
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Magnet Schools (cont.) 

 

 

Union Academy 

(Traditional Academics) 

 

Administration :  Principal     (1) 

    Assistant Principal (11-mo)   (1) 

  

Basic Support Units:  Core Units 

Academics     (12) 

    Class Size Core Units 

    Academics     (5) 

    Non Core Units 

    Attractor Units    (3) 

Foreign Language    (.4) 

Art Teacher     (1) 

Music Teacher     (2) 

Physical Education Teacher   (1) 

Basic Non Core    (2) 

 

Guidance Counselor    (1) 

    Media Specialist    (1) 

    Network Manager (10 mo.)   (1) 

    Clinic Paraeducator/LPN   (1) 

     

    Secretary, 12-month, Principal  (1) 

    Secretary, 11-month, T.O.   (1) 

    Secretary, 10-month, Guidance Half-time (1) 

    Secretary, 10-month Half-time  (1) 

 

 

PTM for FY12 is 396. 

 

 

Adherence to the provisions within this Staffing Plan is contingent upon availability 

of funds. 
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Choice Schools 

 

 

Daniel Jenkins Middle Academy  

 

Administration:   Principal     (1) 

    Assistant Principal (11-mo)   (1) 

 

Basic Support Units:  Core Units 

Academics     (18) 

    Foreign Language Teacher   (1) 

    Class Size Core Units 

    Academics     (5) 

Non Core Units 

Art Teacher      (1) 

Music Teacher     (1) 

Physical Education Teacher    (2) 

Research (Environmental Science)  (2) 

     
 

Guidance Counselor    (1) 

Media Specialist     (1) 

Network Manager (10 mo.)   (1) 

Clinic Paraeducator/LPN   (1) 

Secretary, 12-month, Principal  (1) 

Secretary, 11-month, T.O.   (1) 

Secretary, 10-month, School   (2) 

 

 

 
 

Middle School PTM for FY11 is:  510 

  6
th
 Grade              170 

  7
th
 Grade            170 

  8
th
 Grade            170 
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Choice Schools (cont.) 
 

 

Davenport School of the Arts 

(Arts) 

 

Administration :  Principal     (1) 

    Assistant Principal (11-mo)   (2) 

 

Basic Support Units:  Basic Teachers (1 unit added due to Class 

   by Class mandate) (28) 

    Choice Units (2 Music and 6 Art)  (8) 

    Class Size Units    (8) 

Art Teachers     (2) 

Music Teacher     (1) 

Physical Education Teacher    (1) 

Teacher Resource Specialist    N/A 

Technology Teacher (convert to NW mgr)  N/A 

Foreign Language Teacher    N/A 

 

Guidance Counselor    (2) 

Media Specialist    (1) 

    Network Manager (10 mo.)   (1) 

    Instructional Paraeducator   (2) 

    Clinic Paraeducator/LPN   (1) 

     

Secretary, 12-month, Principal  (1) 

    Secretary, 11-month, T.O.   (1) 

    Secretary, 10-month, School   (2) 

    Secretary, 11-month, Guidance  N/A  

    Secretary, 11-month, Half-time  N/A 

 

Instructional Paraeducators are for Elementary and must work in a direct 

instructional capacity only and include these job titles: 

o Basic 

o Computer Lab Manager 

o Physical Education 

 

 

 

PTM for FY12: Elementary is 464 and Middle is 264 for a total PTM of 728.  
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Choice Schools (cont.) 

 

 

Jewett School of the Arts 

 

 

Administrative:   Principal     (1) 

    Assistant Principal (11-mo)   (2) 

 

Basic Support Units:  Basic Teachers (1 unit added due to Class 

        by Class mandate) (31) 

    Adequate Yearly Progress Choice Units (2) 

    Class Size Units    (2) 

    Choice Units (3 Music, 1 Art, 2 Dance,  (8) 

1 Strings and 1 Drama)      

Art Teacher     (1) 

Music Teacher     (1) 

Physical Education Teacher   (2) 

 

Guidance Counselor    (2) 

Media Specialist    (1) 

    Network Manager (10 mo)   (1) 

    Instructional Paraeducator   (2) 

    Clinic Paraeducator/LPN   (1) 

      

Secretary, 12-month, Principal  (1) 

    Secretary, 11-month, T.O.   (1) 

    Secretary, 10-month, School   (2) 

 

Instructional Paraeducators are for Elementary and must work in a direct 

instructional capacity only and include these job titles: 

o Basic 

o Computer Lab Manager 

o Physical Education 

  

PTM for FY12:  Elementary is 464 and Middle is 264 for a total PTM of 728. Up to 36 

students have been added for Title One Adequate Yearly Progress implementation. 
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Choice Schools (cont.) 

 

 

Blake Academy 
(Technology) 

(Blake Academyôs philosophy and structure is based on a family atmosphere and looping 

in which the teachers move to the next grade with students.  A student entering 6
th
 grade 

has the same teachers through 8
th
 grade, thus eliminating the instructional loss of time 

getting to know the new students each year.  Kindergarten and First loop, Second and 

Third loop, and Fourth and Fifth loop.) 

 

Administrative:   Principal     (1) 

    Elementary Assistant Principal (11-mo) (1) 

    Mid. Assistant Principal (11-mo)  (1) 

 

Basic Support Units:  Basic Teachers    (30) 

    Adequate Yearly Progress Choice Units (2) 

    Class Size Units    (4) 

    Choice Units (Technology Teachers)  (3) 

    Art Teacher     (1) 

Music Teacher     (2) 

Physical Education Teacher   (2) 

Teacher Resource Specialist    N/A 

Foreign Language Teacher    (1) 

Journalism     (1) 

Reading Specialist    (1) 

Elementary Guidance    (1) 

Middle Guidance    (1) 

    Media Specialist    (1) 

    Network Manager (10 mo)   (1) 

Instructional Paraeducator   (2) 

Clinic Paraeducator/LPN   (1) 

Secretary, 12-month, Principal  (1) 

    Secretary, 11-month, T.O.   (1) 

    Secretary, 10-month, School   (2) 

 

Instructional Paraeducators are for Elementary and must work in a direct 

instructional capacity only and include these job titles: 

o Basic 

o Computer Lab Manager 

o Physical Education 

    

PTM for FY12: Elementary is 420 and Middle is 330 for a total of 750.   Up to 36 

students have been added for Title One Adequate Yearly Progress implementation. 

 

 

Adherence to the provisions within this Staffing Plan is contingent upon availability 

of funds. 
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Partial -Choice Schools 
 

 

North Lakeland Elementary  

(Choice Components - Technology and Careers) 

 

 Basic units include three (3) for attractor units.   

 

Snively Elementary   

(Choice Components ï Spanish, Technology and Science) 

 

 Basic units include three (3) for choice component.  

 

 

Adherence to the provisions within this Staffing Plan is contingent upon availability 

of funds. 
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Middl e School Staffing 

 

 

Middle School   
Definitions Staffing allocations are independent of scheduling models.  

Scheduling models should not adversely impact the Class 

Size Law.   

 

Middle Schools will be staffed with Core classes and Non 

Core classes. Core classes are classes that have an 

enrollment determined to have an average of 22 or below 

according to the Class Size Law that have core subject 

course codes attached.  These include classes within the 

subjects of Language Arts, Reading, Mathematics, Science, 

Social Studies, Foreign Language, and ESOL. Non Core 

classes are all other classes that do not have course codes 

determined to be a part of the Class Size Law. 

 

Administration   Principal      (1) 

    Assistant Principal, Curriculum (11-month) (1) 

    Assistant Principal, Adm. (11-month) (1)   

     

Basic Support Units  Guidance Counselor     (1) 

    Additional Guidance Counselor Unit at a 

    PTM or Enrollment: 

    Of 601      (1) 

    Of 1200     (1) 

    Media Specialist     (1) 

    Secretary, 12-month, Principal   (1) 

    Secretary, 11-month     (1) 

    Secretary, 10-month    (2) 

    An additional 10-month Secretary at a  

PTM or Enrollment of 1100 

Network Manager Teacher (10 mo)  (1)  

    Dean      (1) 

    Additional Dean Units at a PTM or Enrollment: 

    Of 700      (1) 

    Of 1100     (1) 

    Clinic LPN     (1) 

 

 

No Paraeducator may be used in a clerical capacity. 

 

 

Adherence to staffing and appeal criteria is based upon adequate funding. 
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Instructional Allocation:  
 

Core Units are allocated based on an 8 period day during which a normal teaching load 

is 7 of 8 classes.  Core Units are calculated based on the fact that an average Middle 

School student takes 6 Academic or Core classes out of 8. 
 Multiply the PTM by 6 to represent the number of students taking Core classes 

 Divide the resulting figure by 22 to represent 22 in each Core class 
 Round the resulting figure up to the nearest whole number if the result is a fraction. 
 Divide the resulting rounded figure by 7 to represent 7 classes per Teacher 

 Round the resulting figure up to the nearest whole number if the result is a fraction.   
 The final number represents the number of Core Units (Teachers) allocated 

 

Non Core Units are calculated based on the fact that an average Middle School student 

takes 2 Non Core (non academic) classes out of 8. 
 Multiply the PTM by 2 to represent the number of students taking Non Core classes 

 Divide the resulting figure by 30 to represent an average of 30 in each Non Core class 

 Round the resulting figure up to the nearest whole number if the result is a fraction. 

 Divide the resulting rounded figure by 7 to represent 7 classes per Teacher 

 Round the resulting figure up to the nearest whole number if the result is a fraction 

 The final number represents the number of Non Core Units (Teachers) allocated 

 

 For Example ï if a schoolôs PTM is 1105 the Core Allocation is: 

  1105 x 6 = 6630 

  6630 / 22 = 301.364 

  Round to 302 

  302 / 7 = 43.143 

  Round to 44 Core Units (Teachers) earned  

 

 The Non Core Allocation for a PTM of 1105 is: 

  1105 x 2 = 2210 

  2210 / 30 = 73.667 

  Round to 74 

  74 / 7 = 10.572 

  Round to 11 Non Core Units (Teachers) earned 

 

This allocation does not include ESE Teachers, ESE Paraeducators, 

School Resource Officer, or any support personnel specifically listed as 

staff support.  This allocation is separate from any Title I position. Title I 

positions are strictly supplemental or above and beyond the allocated staff. 

 

 

Conversions 

 

 Non Core Units may be converted to Core Units.  Core Units may NOT be 

converted to Non Core Units, unless an appeal is granted in a special situation.  A 

School may appeal to convert any support unit to another type of support unit or a 

Teacher unit. 
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Appeal Guidelines  

 

In order to protect the basic academic program and keep a reasonable balance in class 

sizes, the following appeal guidelines have been set up to help middle school 

administrators determine Teacher assignments and class schedules.  

 

a. The appropriate supervisory personnel will review the master schedule 

each spring and fall to ensure that academic units are appropriate, that 

proper class sizes are maintained, and that there is reasonable balance in 

the schedule.   

b. The Technical Assistance Team may be used to review the middle school 

master schedule.  Any recommendations for a change in allocation are 

based on the findings of the Technical Assistance Team in cooperation 

with the local administration.   

c. Middle schools will have their unit allocations reviewed on the fifteenth 

day.  Additional reviews may occur during the school year as needed. 

Schools may initiate the appeal process when actual student enrollment 

significantly exceeds PTM and has been maintained for 10 days.  

d. Additional allocation for support staff will be based on the support staff 

formula specified on the previous page.  Any additional allocation must be 

a recommendation of the Technical Assistance Team.  

 

If a unit is approved as a result of an appeal, it must be noted that the appealed unit goes 

away at the end of the school year unless the unit is officially added through the next 

Staffing Plan. 

  

Fifteenth Day Review 
 

The Technical Assistance Team will review the enrollment and unit allocation of the 

secondary schools on the fifteenth (15
th
) day of school.  Units will be adjusted at this time 

to appropriate staffing levels.  Additional reviews may occur during the school year as 

needed. 

 
Class Size 

 

It is understood that the District will  allocate a sufficient number of units to meet the 

requirements of the Class Size Law.  The formula will be adjusted in a consistent and fair 

method for all schools to assure equality.  The Technical Assistance Team will assemble 

a representative group of stakeholders to determine the method for adjusting the formula. 

 

Any Principal making staff decisions that effectively increase the class sizes at the 

particular school will be subject to a review of the staffing based on the status of the 

Class Sizes.  It is possible that personnel will need to be displaced and allocation returned 

to the original configuration if the decision of the Principal caused the class size to 

increase beyond the allocated amount. 

 

Special Configuration 

McLaughlin Fine Arts Academy receives 6 Fine Arts Teachers. 
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Senior High School Staffing 

 

Senior High School It will be the responsibility of the Principal to see that the 

school stays within federal, state and District defined 

parameters as well as SACS standards for class loads (875 

total student contacts per week/no class larger than 35).  

 

Senior High Schools will be staffed with Core classes and 

Non Core classes.  Core classes are classes that have an 

enrollment determined to have 25 or below according to the 

Class Size Law that have core subject course codes 

attached.    These include classes within the subjects of 

Language Arts, Mathematics, Science, Social Studies, 

Foreign Language, and ESOL. Non Core classes are all 

other classes that do not have course codes determined to 

be a part of the Class Size Law. 

 

Core Units are allocated based on a 7 period day during which a normal teaching load is 

6 of 7 classes.  Core Units are calculated based on the fact that an average Senior High 

School student takes 5 Academic or Core classes out of 7. 
 Multiply the PTM by 5 to represent the number of students taking Core classes 

 Divide the resulting figure by 25 to represent 25 in each Core class 
 Round the resulting figure up to the nearest whole number if the result is a fraction. 
 Divide the resulting rounded figure by 6 to represent 6 classes per Teacher 

 Round the resulting figure up to the nearest whole number if the result is a fraction.   
 The final number represents the number of Core Units (Teachers) allocated 

 

Non Core Units are calculated based on the fact that an average Senior High School 

student takes 2 Non Core (non academic) classes out of 7. 
 Multiply the PTM by 2 to represent the number of students taking Non Core classes 

 Divide the resulting figure by 30 to represent an average of 30 in each Non Core class 

 Round the resulting figure up to the nearest whole number if the result is a fraction. 

 Divide the resulting rounded figure by 6 to represent 6 classes per Teacher 

 Round the resulting figure up to the nearest whole number if the result is a fraction 

 The final number represents the number of Non Core Units (Teachers) allocated 

 

 For Example ï if a schoolôs PTM is 1728 the Core Allocation is: 

  1728 x 5 = 8640 

  8640 / 25 = 345.6 

  Round to 346 

  346 / 6 = 57.667 

  Round to 58 Core Units (Teachers) earned  

 

 The Non Core Allocation for a PTM of 1728 is: 

  1728 x 2 = 3456 

  3456 / 30 = 115.2 

  Round to 116 

  116 / 6 = 19.334 

  Round to 20 Non Core Units (Teachers) earned 

 



 

    

 

42 

This allocation does not include ESE Teachers, ESE Paraeducators, 

School Resource Officer, or any support personnel specifically listed as 

staff support. This allocation is separate from any Title I positions. Title I 

positions are strictly supplemental or above and beyond the allocated staff. 

 

One of the Non Core units may be used as a Testing Coordinator.  The Testing 

Coordinator is not eligible for all day instructional assignment. Core or Non Core 

Basic units may not be used for any other non-teaching position. 

 

a. JROTC instructors will be allocated as follows: 

  100-150 students:   2 instructors 

  151-250 students:   3 instructors 

  251-350 students:     4 instructors  

  351-450 students:   5 instructors 

 This will be done in consultation with the military.   

Only one of the JROTC positions may be a 12-month position which will be 

designated by the hiring administrator as the senior instructor. It is not required 

that the person in this position hold the highest military rank. The remaining 

position(s) will be 10-month position(s). 

 

JROTC Summer Camp      

Ten-month JROTC Instructors are eligible for five days of extended contract to 

cover JROTC Summer Camp. Individual requests will be subject to the approval  

of the Senior Director, High School and Fine Arts. 

 

b. Advanced Placement programs may be supported in major subject areas so that 

equity is assured in smaller schools and programs. 

 

c. Schools that are participating in shared time enrollment with Ridge and/or Traviss 

Career Centers will not receive additional allocations for courses in which Traviss 

or Ridge are providing teachers.  This needs to be taken into consideration at all 

times. 

 

d. When schools share students, the school where the instruction occurs will receive 

an adjustment to its Teacher allocation based on the number of periods the 

students receive instruction. Enrollment should be shown only at the school where 

the student is actually enrolled. FTE will be earned by the school providing the 

teachers. 

 

e. Guidelines for unit use by high schools are as follows: 

Unit Type     Target class size  

Agriscience and Natural Resources Education   24   

Business Technology Education    24   

Family and Consumer Sciences Education   24   

Diversified Education      26   

Marketing Education      26    

Industrial Education      22   

Technology Education     24   
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Health Science Education     24   

Public Service Education     26   

Instructional Support Services    20 

MAPS        20 

APS        20 

Exploratory Teaching      20 

Advanced Placement       25 

Other            To be Determined 

 

Special Configurations: 

 

A small school addition of 1.336 units is given to Mulberry Senior.  Additional 

units are granted for Frostproof Middle/Senior (15 units) and Fort Meade 

Middle/Senior (14 units) because of their middle/senior configuration. Bartow 

Senior (8 units), Lakeland Senior (10 units), and Haines City Senior (8 units) are 

granted additional staffing because of the additional classes they teach to the 

students of Bartow IB, Harrison, and Haines City IB. These allocations bring 

those schools into compliance with the student/teacher ratio of other schools. Both 

Fort Meade Middle/Senior and Frostproof Middle/Senior will earn one extra 

Guidance Counselor, one Physical Education Paraeducator and one Regular 

Paraeducator for Middle School. 

 

Polk Virtual School: 

 

To allow for recruitment, registration, scheduling of students, hiring and 

evaluation of teachers in the Polk Virtual School and the possible addition of a 

Dropout Prevention Online School, Polk Virtual School will be staffed as follows: 

Director, Polk Virtual School   (1) 

Secretary, 12-month    (1) 

Guidance Counselor (11 mo)   (1) 

Part-time instructional employees without benefits to serve 70 or less 

students each in order to meet the increasing demands of the home school 

population and shared students. These would be annual positions paid in 

accordance with the Polk Virtual School formula as specified in the Teacher 

Collective Bargaining Agreement.  Employment would require a minimum of 2 

years experience with Polk Virtual School as a Part-time employee. 

 

PVS Cost:  70 (Number of students) X 1.4 (monthly planning matrix) X $21 (adult school 

doctorate rate) = $2,058 X 11 months = $22,638 

 

School Laboratories 

 

Because safety is the responsibility of many people, School Board, 

administration, teachers and parents, it is of high importance to provide an 

environment that has special equipment, adequately maintained power equipment, 

safe facilities, and a reasonable number of students, per period, who occupy the 

laboratory.  Efforts should be made to limit the number of students assigned to a 

laboratory to the number of stations in the laboratory.  If there is concern about 
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this, the Technical Assistance Team will be consulted along with the Principal, 

Senior Director, Workforce Education, and the Senior Director, High Schools and 

Fine Arts. 

 

     

Administration  Principal      (1) 

    Assistant Principal Curriculum (11mo) (1) 

    Assistant Principal Administration (11 mo)   (1) 

 

Basic Support Units  Media Specialist     (1) 

    Guidance Counselor     (2)  

    Secretary, 12-month, Principal   (1) 

    Secretary, 12-month, Terminal Operator (1)  
 

    Secretary, 11-month, Finance   (1) 

Secretary, 10-month, School    (1) 

    Clinic LPN      (1) 

Dean Unit       (2)  

            Network Manager Teacher (10 mo)   (1) 
 

 

Additional School Staff 
 

Schools will receive additional support units according to the following plan. 

 
PTM of  

900 

PTM of 

1100 

PTM of 

1300 

PTM of 

1500 

PTM of 

1700 

PTM of 

1900 

PTM of 

2100 

PTM of 

2300 

2nd 

10-mo. 

Sec. 

0.521 

 3rd 

10-mo. 

Sec. 

0.521 

4th 

10-mo. 

Sec. 

0.521 

5th 

10-mo. 

Sec. 

0.521 

   

 3rd Guid.  

Co. 

1.223 

  4th Guid.  

Co. 

1.223 

 5th Guid 

Co. 

1.223 

6th Guid. 

Co.  

1.223 

   3rd 

Dean  

1.053 

  4th  

Dean 

1.053 

 5th 

Dean 

1.053 

 

 

 

Cooperative Education 

 

On-the-Job (OJT) Training According to the stateôs Program Courses Standards 

that for every twenty students (or portion thereof) 

enrolled in the program, the Teacher-coordinator be 

given a minimum of one hour of OJT Coordination 

release time per day so that he/she can visit students 

on the job to manage the cooperative method of 

instruction effectively.  Recommendation for 

instructor release periods for students enrolled in 

cooperative education courses in the following 

occupational areas:   
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Agriscience and Natural Resources Education 

 Business Technology Education 

 Diversified Education  

 Family and Consumer Sciences Education 

 Health Science Education 

 Industrial Education 

 Marketing Education 

 Public Service Education 

 Technology Education 

 

 

INSTRUCTOR ENROLLMENT  
 Release Periods  Minimum Maximum 

  1      10         20 

  2      20         40 

 

Any release period after two, will be negotiated by the 

Teacher and Principal, in concert with the Senior Director, 

Workforce Education, according to the number of students 

enrolled in OJT courses.    

 
 
Special Programs 

 

 

Harrison School for the Arts will be staffed as follows:   

 

 Non Core Teacher Units   (15.632) 

 Principal     (1) 

 Assistant Principal     (1) 

 Guidance Counselor     (1) 

 Secretary,12-month, Principal             (1) 

 Secretary,11-month    (1) 

 Pilot Substitute    (1) for performance coverage 

 Network Paraeducator (11 mo)  (1) 

 Staff members for technical work 

 for performances after school   (.368) 

 

Haines City Senior High School International Baccalaureate Program  

 Assistant Principal, 12-Month             (1) 

 Secretary, 12-Month    (1) 

 Basic Teacher     (18) 

 Guidance Counselor    (1) 

  

 

The Technical Assistance Team determines additional staffing needs. In the future, 

Haines City High School may be allocated additional units to serve these students in the 

elective subjects. 
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Bartow Senior High School International Baccalaureate Program will be program 

staffed according to the following: 

 Basic Teachers      (18.868) 

 ¤Principal      (1) 

 Assistant Principal    (0.5)*   

 Resource Specialist/Guidance Counselor (1) 

  (11 months and supplement) 

 Secretary, 12-month, Principal   (1) 

 Secretary, 11-month     (1) 

 
* Bartow High School and International Baccalaureate School are each allocated an additional .5 APA, 

which they will combine as an Assistant Principal serving both schools.  (School Board approved 4/24/01) 

 

¤ The position of Principal will attrition to an Assistant Principal when the incumbent leaves the 

position 

 

The Technical Assistance Team determines additional staffing needs.  Bartow High 

School is allocated additional staff to serve these students in the elective subjects. 

 

 

 

Summerlin Academy at Bartow High School 

(Military academy-school within a school at Bartow Senior High) 

 

Administration  Principal    (1)                                                    

Drillmaster 12-month position       (1)    

Core, Non Core and support units will be earned by formula through a combined PTM of 

Bartow Senior High and Summerlin Academy. 

 

PTM for FY12:  509  

 

Kathleen Aero-Space Academy 

            Assistant Principal, 12-month, Curriculum     (1) 

            Secretary, 11-month      (1) 
 

 

Adherence to staffing and appeal criteria is based upon adequate funding. 
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Appeal Guidelines  

 

In order to protect the basic academic program and maintain a balance in class sizes, the 

appeal procedures serve as a guide for senior high administrators in determining Teacher 

assignments and class schedules. Southern Association of Colleges and Schools (SACS) 

staffing guidelines must be maintained by the Principal at all times in class loads and 

support staff:  

 

A. Consistent with SACS accreditation standards, the following practices should be 

observed: 

 

1. The school's overall student/professional staff ratio shall not be greater than 

21:1.  All part-time or special teachers shall be computed as a fractional part 

of full-time equivalency.  (See standard 4.9.4.) 

 

2. The maximum student period per week per classroom Teacher will be 875  

(Teacher load of 175 students in 5 classes), based on projected enrollment for 

the second semester, except for classroom teachers of typing, physical 

education, and musical performing groups (see standard 4.9.5).    

 

3. The Interim Assistant Superintendent of Human Resource Services must 

approve exceptions, other than those listed above.  In approving additional 

exceptions, overloads of 5% or more of the teaching staff are considered 

major deficiencies.   

 

B. The Technical Assistance Team will monitor each senior high school's master 

schedule in the spring and fall with respect to the SACS accreditation standards.    

 

1. Senior Director of High Schools and Fine Arts reviews the master 

schedule in the spring to ensure that academic units have been correctly 

applied and in the fall to ensure proper class sizes and reasonable balance. 

 

2. Senior Director of High Schools and Fine Arts may use the Technical 

Assistance Team to review the senior high school's master schedule. 

 

C. When the fifteenth day enrollment of the school is greater, or less than the PTM, 

the unit allocation of the school will be automatically adjusted by the review 

committee and the Principal.  Additional reviews may occur during the school 

year as needed. 

 

D. If a unit is approved as a result of an appeal, it must be noted that the appealed 

unit terminates at the end of the school year unless the unit is officially added 

through the next Staffing Plan. 
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Class Size 

 

It is understood that the District will  allocate a sufficient number of units to meet the 

requirements of the Class Size Law.  The formula will be adjusted in a consistent and fair 

method for all schools to assure equality.  The Technical Assistance Team will assemble 

a representative group of stakeholders to determine the method for adjusting the formula. 

 

Any Principal making staff decisions that effectively increase the class sizes at the 

particular school will be subject to a review of the staffing based on the status of the class 

sizes.   It is possible that personnel will need to be displaced and allocation returned to 

the original configuration if the decision of the Principal caused the class size to increase 

beyond the allocated amount. 

 

 

Adherence to the provisions within this Staffing Plan is contingent upon availability 

of funds. 
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Learning Support Staffing 

  

 

ESE Philosophy Exceptional Student Education (ESE) supports federal 

and state legislation emphasizing practices for students 

with disabilities to receive access to the general curriculum 

in the least restrictive environment.  

 

Staffing Specialists Allocations are based on one Staffing Specialist for every 

5000 students. 

 

ESE Units  
 

 PreK :   8-12 students 

 Elementary:  Level 111, 112, 113 Support Facilitation/Co-teach:   

K-3 ï 10-12 students 

4-5 ï 13-15 students 

Resource/Self-contained: 8-10 students   

Level 254:  7-9 students 

Level 255:  3:1 ratio student to adult 

 

Middle/High:  Level 111, 112, 113 Support Facilitation/Co-teach:   

20-25 students 

Resource/Self-contained Middle:  12-14 

Resource/Self-contained High:  14-18 

Level 254:  10-13 students 

Level 255: 3:1 ratio student to adult 

 

All considerations for additional units will be based upon full-

time FTE. 

               

ESE Unit Appeal 
Consideration  Prior to making any staffing appeal schools will request a 

review of the schoolôs units by the Senior Manager, ESE 

Area.  For classrooms only slightly over capacity a 

Paraeducator unit will be the first consideration.  For 

classrooms significantly over capacity an additional 

Teacher may be considered.   Self-contained Paraeducators   

should be used for classroom student contact as per the 

allocation, not other duty assignments.  Schools will hire 

substitute Paraeducators when existing staff is absent or 

when positions are open.  Classroom appeals for assistance  

should not be initiated until Paraeducator usage in the 

designated classroom has been maximized and verified.   

   

Exceptional students in grades 10-12 often are involved in  

Career Education training programs offered off campus, 

such as Career Experiences Program or Career Placement 
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Learning Support Staffing (cont.) 

 

Program. In appeals, these students are excluded from the 

secondary ESE teachersô class lists for time they are on the 

ESE instructional units allocated to schools may not be 

converted to office or non-student contact positions. 

 

Related Services  The District allocates related services; e.g. Physical  

    Therapy, Occupational Therapy, Speech Therapy, 

Language Therapy, and Adaptive P. E. that are  

shared among schools.   The Senior Manager, ESE Area  

 will coordinate services. 

 

Career Experiences  Paraeducators are used as vocational trainers at the job 

training sites in the community. As additional 

Paraeducators are needed, the Unit Appeal Form should be 

completed, including a list of students at each site in the 

area as well as those on the waiting list. 

 

Broad guidelines are: 

    Exceptionality  Number of Students (8) 

VE One (1) ESE Paraeducator (4 

hours on the job site and the 

remaining time is spent on 

school sites.) 

Extra Adult Assistance  

Paraeducator  

In those rare cases when an additional Paraeducator is needed, the school should 

forward documentation to the Senior Manager, ESE Area.  This documentation 

substantiates the need for consideration of such personnel. The information must 

include: 

1. Documentation of consistent and persistent behavior over time as 

described in the FBA and implementation of the BIP; and/or 

2. Medical documentation where the child has a health need. 

 

The ESE Area Office needs to be involved when considering a Student Specific 

Paraeducator for extra adult assistance. 

 

Assistance for Schools  

With Exceptional Students  

 

One ESE Support Facilitator unit will be assigned on an annual basis to the 13 

elementary schools with the largest number of ESE units or those elementary 

schools in restructuring due to low performance in the SWD cells, and to each of 

the regular middle and middle/senior schools.  The units are to be used to  
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Learning Support Staffing (cont.) 

 

facilitate ESE processes at the school and not as a discretionary unit.  The ESE 

Facilitator will not have students assigned and will not function as a Dean of 

Discipline or Guidance Counselor.  Teachers are required to attend regularly 

scheduled training meetings with District Office staff. ESE Support Facilitators 

must be currently certified in ESE and agree to participate and implement state 

and district initiatives and required trainings.  ESE Support Facilitators do not 

have students assigned to them, therefore are not eligible for an all day 

instructional assignment supplement.  

 

Learning Centers Units for the Learning Centers are calculated on the 

basis of the total school population, rather than by 

individual classes. All allocations are program 

staffed. 

 

Karen S. Siegel Learning Center Elementary Principal     (1) 

Secretary, 12-month, Principal  (1) 

Secretary, 11-month    (.5)  

Guidance Counselor/Resource Teacher (1) 

    Network Paraeducator (11 mo)  (1) 

 

Polk Life & Learning Center   Elementary Principal     (1) 

Secretary, 12-Month, Principal  (1) 

Secretary, 11-Month    (.5)  

Guidance Counselor/Resource Teacher (1) 

     Network Paraeducator (11 mo)  (1) 

 

Doris A. Sanders Learning Center Elementary Principal     (1) 

Secretary, 12-Month, Principal  (1) 

Secretary, 11-Month    (.5)  

Guidance Counselor/Resource Teacher (1) 

     Network Paraeducator (11 mo)  (1) 

 

Roosevelt Academy   Principal      (1) 

Secretary, 12-Month, Principal  (1) 

Secretary, 11-Month    (1)  

Teacher Resource    (1) 

     Network Manager    (1) 

 

ESE Countywide   Elementary Principal     (1) 

Secretary, 12-Month, Principal  (1) 

Secretary, 11-Month    (1) 

 (Funded.5 local/.5federal) 

Mental Health Counselor    (1) 

Network Paraeducator (11 mo)  (1) 
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Learning Support Staffing (cont.) 

 

ESE Countywide at Dwight D. Smith Center in Lakeland is a therapeutic day-treatment 

program primarily serving EBD students as part of a continuum of services.   Students 

who attend Countywide must have utilized all other Least Restrictive Environment 

Options prior to placement. 

 

 

Interpreters  To maximize use of interpreters for the Hearing-

Impaired Program, students taking the same classes 

should be scheduled together in the same period. 

Interpreters are program staffed.  All appeals should 

be accompanied by the schedules of the schoolôs 

existing interpreters and their assigned students.  

 

Student Services Staffing 

School Psychologists Allocations are based on one School Psychologist 

for every 2,600 students. 

 

Social Workers Allocations are based on one Social Worker for 

every 5,000 students 

 

Parentally Placed Private                 
School Student Services As required by IDEIA, the district must meet with 

representatives from the private schools annually to 

determine services/positions.  These positions may 

include Staffing Specialist, Speech-Language 

Pathologist, Occupational Therapist, Physical 

Therapist, and/or School Psychologist. 
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Polk Preschool Programs: 

Head Start  

School Readiness /Voluntary PreK 

Florida First Start  

 

Preschool Programs Philosophy All families regardless of family dynamics want 

their children to develop and learn. Polk County 

Schools will provide an environment that supports 

the socio-emotional, cognitive, language, and 

physical development of the young child. The 

environment will be developmentally appropriate 

with sensitive awareness of the unique needs of 

individuals, familial and cultural differences and 

federal, state and local health and educational 

expectations. Programs will use a delivery model 

that most appropriately meets the childôs and 

familyôs needs. 

 

The following indicates the personnel assigned to PreK Programs. These employees serve 

the Head Start, School Readiness/Voluntary PreK, and Florida First Start Programs: 

 

   Director      1 

   Senior Coordinator, Head Start   1 

   Senior Coordinator, Preschool ï SR/VPK   1 

School Psychologist, Head Start   1 

   Social Worker, Head Start    1 

   TRST ï Head Start     1 

 Child Care Services Specialist ï Head Start  1 

ERSEA Specialists ï Head Start   3 

Senior Technician ï Child Care Services  1 

Assistant Technician ï Florida First Start Family 1 

 

   The following positions are allocated based on student count: 

Family Service Advocate ï Head Start  

Based on not more than 54 children per FSA.  

Para ï Outreach Facilitators ï Head Start 

 Based on not more than 72 children per POF. 

 Resource Teachers ï Head Start 

Based on support for five  classrooms and one district wide 

educational support contact. 

Child Development Associate Teachers (CDAT) ï Head Start 

Set at 1 CDAT per nine children with a class size of 18 

(TPR 2:18) 

 

The following positions are allocated based on grant funding 

and contractual agreements:  

Resource Teachers ï PreK School Readiness/VPK 
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Based on the grant funding for Quality Initiatives through 

the ELC-Polk. 

Child Development Associate Teachers (CDAT) ï  PreK School 

Readiness/VPK 

Based on contractual agreement with Polk Early Learning 

Coalition for funding and one CDAT per nine children.  

 

Child Development Associate Teacher (CDAT) ï Florida First 

Start 

Based on contractual agreement with ELC-Polk. 

 

 

Head Start Program Head Start is a national program that promotes 

school readiness by enhancing the social and 

cognitive development of children through the 

provision of educational, health, nutritional, social 

and other services to enrolled children and families.  

 

Pre-K School Readiness  

 (Pre-K SR)    The intent of the School Readiness Act (Florida  

Statute 411.01) is to increase children's chances of 

achieving future educational success by preparing 

children to enter kindergarten ready to learn.  

Student eligibility is based on economic need, 

working parents earning 130% or more of the 

Federal Poverty Level. Parents are required to 

participate via sliding fee co-payments. Grant 

funded: Early Learning Coalition of Polk County. 

 

Voluntary Pre-K (VPK)  The intent of the VPK portion of the Class Size Law 

is to ensure that all children are intellectually, 

emotionally, physically and socially ready to enter 

school and ready to learn, fully recognizing the 

crucial role of parents as their child's first Teacher. 

All of Floridaôs 4-year-old-children are eligible to 

receive 540 instructional hours during the school 

year or 300 hours during the summer.  

 

All Polk Pre-K classrooms support inclusive 

practices for ESE students within the regular 

education classroom environment.  

 

 

 

 

 

 

 




