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	DAILY
	WEEKLY
	MONTHLY
	AS NEEDED

	1. Parent Sign In/Out Sheets
	1. Bank Deposit
	1. Payroll Reports
	SEMI-ANNUAL

	2. Communication Log
	2. Payroll
	2. Substitute Sign In Sheets (Daily Time Record DTR)
a. Semi Annual Certification
	1. Head Teacher Differential
a. January

b. July

	3. Lunch Count
	3. Maintain Staff Illness and Non-Illness Forms
	3. Communication Logs
	2. Semi Annual Certification
a. Classified

b. Certificated

	4. EESIS – load attendance
	4. EESIS – Actual Attendance according to Sign In/Out Sheets
	4. Upload Housekeeper MFTR and Linen Report to EESIS
	YEARLY

	5. Collect Checks – Family Fees
	5. MFTR
	5. P-Card Purchase or Reconciliation
	1. Tax Letter Distribution (January) Fee Paying Families

	6. Substitute – Smart Find Express
	6. Print  Parent Sign In/Out Sheets for upcoming week
	6. District Warehouse Purchase
	2. File all records (June)

	
	7. Print Daily Health Inspection (Child or Class Roster) for upcoming week
	7. Print Invoices  - Family Fees
	3. Staff Time Cards (June)

	
	8. Recertification
	8. File Documents / EESIS Scanning
	4. Prepare Enrollment Packets

	
	9. Enrollment
	9. Emergency Drills
	5. Terminate Kindergarten students

	
	10. Maintain Waiting / Eligibility List File
	
	6. Discard all files over seven (7) years

	
	11. File Documents / EESIS Scanning
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LOS ANGELES UNIFIED SCHOOL DISTRICT


EEC Office Manager – Duties & Responsibilities









