
ADMINISTRATOR TO TEACHER RATIO WORKSHEET 

CALIFORNIA DEPARTMENT OF EDUCATION 
SCHOOL FISCAL SERVICES DIVISION 
December 2020 

This worksheet summarizes school district certificated staffing data for annual 
monitoring of the district's administrator to teacher ratio as required by Education Code 
(EC) sections 41400-41407. The ratio is included in the district's annual audit required 
by EC Section 41020. Do not submit this worksheet to the California Department of 
Education. Retain the worksheet and present the data upon request of the school 
district's independent auditor. (Note: county offices of education and charter schools are 
not subject to the requirements of EC sections 41400-41407.) 

D. t . t 
Arena Union Elementary/Point Arena Joint Union High Common Administration 

1s nc: __________________________ _ 

Fiscal Year: _
2_0 _24_-_2_0 _25 

_____ Data Compiled as of: _
0_9_12_5_12_ 0_2_4____ _ 

C t t N 
Catherine Chin 

Ph N b 
(707) 882-2803

on ac ame: one um er: ______ _ 

Title: 
Business Manager 

Email: cchin@mcn.org

Signature: __ (_/_�_�_,_U.. __ �_· ____ _ Date Signed: _
o_91_2 _s1_2 _02_ 4 ___ _

PART I: NUMBER OF CERTIFICATED EMPLOYEES 

Full-time equivalents (FTE) calculated to two decimal places, to include full-time, part
time, and prorated positions. 

A. Administrative FTE 3.00 

B. Exempt Administrative FTE 1.00 

C. Net Administrative FTE (Line A minus Line B) 2.00 

D. Teacher FTE 27.81 

E. Pupil Services FTE 2.12 

PART II: MAXIMUM NUMBER OF ADMINISTRATIVE EMPLOYEES 

A. 
Allowed Ratio (Enter .08 for unified, .07 for high school, or .09 

0.08 for elementary school districts) 

B. 
Maximum Administrator FTE (Ratio from Part 11, Line A x  

2.22 Teacher FTE from Part I, Line D. Calculated to two decimals) 

PART Ill: EXCESS ADMINISTRATOR FTE 

A. 
Actual Excess FTE (Part I, Line C minus Part 11, Line B. If zero 

0.00 or negative, result is 0. Calculated to two decimals) 

B. 
Rounded Excess FTE (Rounded to nearest whole number, 

0 e.g. 0.49 or less rounds to 0, 0.50 or above rounds to 1)
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ADMINISTRATOR TO TEACHER RA TIO WORKSHEET 

CALIFORNIA DEPARTMENT OF EDUCATION 
December 2020 

If Part Ill, Line B is zero or Part I, Line A shows one or fewer FTE, stop here. The district 
is in compliance with, or is exempt from, the employee ratio limitations imposed by 
EC Section 41402. 

If Part 111, Line B is greater than zero, continue to complete the remainder of this 
worksheet. 

PART IV: PENALTY FOR EXCESS ADMINISTRATOR FTE 

A. 
District's Total State Revenue (Prior Year Unaudited Actual 
Financial Report) 

B. 
District's Total Revenue and Other Financing Sources (Prior 
Year Unaudited Financial Report) 

C. 
Portion of State Revenue in Total Revenue (Part IV, Line A 

0.00 divided by Part IV, Line B. Calculated to two decimals) 

D. 
Total Annual Salaries of Administrative FTE reported on Part I, 
Line A 

E. 
Average Administrator Salary (Part IV, Line D divided by FTE 

$0 from Part I, Line A. Rounded to nearest whole number) 

F. 
State Funded Share of Administrator Salary (Part IV, Line E x 

$0 Part IV, Line C. Rounded to nearest whole number) 

G. Penalty (Part IV, Line F x Part 111, Line B) $0 
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Employee Name Job Title Site Hrs/Day FTE 

Egger, Michelle Principal AUES 4.00 0.50
Feliz, Marc Principal PAHS 4.00 0.50
Galletti, Warren Superintendent Split 8.00 1.00
TOTAL 2.00

Allen, Aaron Middle School Math AUES 7.50 1.00
Ashton, Dana Primary AUES 7.50 1.00
Feineman, Kalila Middle School Science AUES 7.50 1.00
Gaona, Kelli Primary AUES 7.50 1.00
Greene, Elizabeth Primary AUES 7.50 1.00
Hahn, Kristine Teacher - Reading AUES 3.46 0.461
Hughey, Justin Middle School Social Studies AUES 7.50 1.00
Jimerson, Daniel English Language Development AUES 7.50 1.00
Jones, Lauren Primary AUES 7.50 1.00
Judson, Marie Special Education AUES 7.50 1.00
Krueger, Danette Primary AUES 7.50 1.00
Leiser, Tansy Primary AUES 7.50 1.00
Martinez Berg, Salvador Middle School Language Arts AUES 7.50 1.00
Prieto, Laurel Art AUES 2.40 0.32
Quenzer, Wendy Special Education AUES 7.50 1.00
Rodriguez, Gabriela Primary AUES 7.50 1.00
Struble, Claudia Primary AUES 3.75 0.50
Foreman, Kyle English PAHS 7.50 1.00
Gash, Kristin Special Education PAHS 7.50 1.00
Jenkins, Melissa Integrated STEM, Life Science, Biology PAHS 7.50 1.00
Lang, Angela Art, Ceramics, Desktop Publishing PAHS 7.50 1.00
Rowland, Charlene CTE Agriculture PAHS 1.50 0.20
McFarland, Lillian World History, Human Geography, Theater PAHS 7.50 1.000
McMahon, Shawn Social Studies PAHS 7.50 1.00
Palmer, Georgia Spanish PAHS 7.50 1.00
Ramirez, Armando CTE Autoshop PAHS 1.25 0.167
Randolph, Karen Math & Independent Study PAHS 7.50 1.00
Regelbrugge, Daniel South Coast Continuation High School Teacher SCHS 7.50 1.00
Struble, Claudia English, English Lanuage Development PAHS 3.75 0.50
Swain, Joseph Math PAHS 5.00 0.67
Valero, Diana Special Education PAHS 7.50 1.00
Vasconcelos Martins, Cesar Physical Education PAHS 7.50 1.00
TOTAL: 27.81

Binnings, Julia Mental Health Therapist AUES 8.00 1.00
Hahn, Kristine Reading Coordinator AUES 0.86 0.115
Miller, Donna Counselor PAHS 8.00 1.00
TOTAL: 2.12

Swain, Joseph Teacher on Special Assignment - Technology Coordinator Split 2.50 0.33
TOTAL:  0.33

Exempt Administrative per CDE ATR Guidelines
Employee Name Job Title Site Hrs/Day FTE 

Egger, Michelle Principal - Pupil Services AUES 4.00 0.50
Feliz, Marc Principal - Pupil Services PAHS 4.00 0.50
TOTAL: 1.00

ADMINISTRATION

PUPIL SERVICES

POINT ARENA SCHOOLS COMMON ADMINISTRATION
2024-20245

CERTIFICATED STAFF FTE COUNT FOR ATR (ADMINISTRATIVE TO TEACHER RATIO)

TEACHERS

ADMINISTRATION

NON-TEACHING
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I DF,l'>\RTM[NT OF 

EDUCATION 

Home I Finance & Grants / Allocations & Apportionments I Categorical Programs 

ATR Guidelines 

Guidelines for assessing the ratio of administrative employees to teachers. 

Guidelines for Assessing the Ratio of Administrative Employees to 
Teachers 

General Information 

1. The "Employee Ratio Worksheet" may be utilized to summarize staffing data for the purpose of
annually monitoring the administrator- teacher ratio in school districts as required by Education

Code sections 41400-41407.

Note: Education Code sections 41400-41407 do not apply to charter schools or 
county offices of education. Charter schools and county offices of education are 
not required to summarize their staffing data or monitor their ratio of administrators 
to teachers pursuant to these statutes. 

2. The district's ratio of administrative employees to teachers as governed by Education Code

Section 41402 will be reviewed as part of the district's annual audit required by Education

Code Section 41020. To prepare for the annual audit, school districts must compile the
information identified on the worksheet as of a date selected by the school district. It is not
mandatory that the worksheet be utilized as long as the district is capable of providing the
auditor with the data required by Education Code sections 41403 and 41404 (i.e. the data
requested on the worksheet). The data or completed worksheet should be maintained in
district files. The worksheet need not be submitted to the California Department of Education.

3. Common administered districts complying with provisions of Education Code Section 35111
should combine data from both school districts. Combined information from both districts and
the employee ratio applicable to unified school districts will be utilized to assess compliance
with Education Code Section 41402. I\ V 5 t..- • Cg r 1?r1 ° ·fty Ct� IYWfl IY11 ({dJrW 1))5tra,11 () n d.lsrnJ

Note: Although exempt from any penalties resulting from the application of 
Education Code Section 41404, school districts with one or fewer administrative 
full-time equivalent (FTE) employees will be subject to audit and are, therefore, 
advised to compile the certificated employee data required by Education Code 
Section 41403 and discussed in these instructions. 

4. With the exception of those employees on unpaid leave and exclusive of any employees in a
charter school, all employees on the district payroll in positions requiring certification
qualifications on the date selected by the school district should be included in the FTE
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calculated to two decimal places. This includes employees in adult education, continuation, 

child development, and regional occupational programs. The FTE should include full-time, 

part-time, and prorated portions of employee time. Do not include the FTE of employees in 

positions requiring childcare permits. Certification qualifications cannot be construed to include 

childcare permits. Do not include substitutes for employees on paid leave unless the employee 

for whom they are substituting is not counted. 

Note: The FTE for hourly employees in the adult education program may be 

estimated using prior year data. Divide the prior year total hours logged by adult 

education hourly employees by the prior year annual number of hours of service 

required for a full-time teacher in the district. 

5. Categorize employees according to duties performed. Prorate employees performing multiple

functions between employee categories as appropriate.

6. Each employee class may have a different number of hours designated as full-time (30 hours

per week is the minimum acceptable for this report). As a result, employees should be judged

within their own category for purposes of establishing an FTE. Divide the hours worked per

week by the full-time norm expected for the job classification.

Note: Please see note following number 4, above for calculation of adult 

education FTE. 

7. No individual may be counted as more than one full-time equivalent employee unless the

individual is employed on a part-time basis in adult education, driver education (including

driver training), vocational education, or any part-time or additional teaching assignment

(excluding summer session/intersession) in addition to his or her regular full-time assignment.

8. Questions regarding the administrative employee to teacher ratio may be directed to the Fiscal

Oversight and Support Office at sacsinfo@cde.ca.gov.

Specific Instructions for the Worksheet 

All employee FTE should be assessed in the current fiscal year as of a single date selected by the 

school district. That date should be identified on the line provided on the worksheet. 

Part I. Number of Certificated Employees 
(Definitions from Education Code Section 41401) 

1. Administrative - Enter the FTE of a district employee for the amount of time the employee is

in a position requiring certification but is not required to provide direct instruction to pupils or

direct services to pupils (services such as those provided by pupil services employees defined

below). Do not include any FTE associated with the administration of a charter school. Do not

include the portion of a teacher's FTE representing any time released from the classroom to

perform instruction preparation functions such as peer coaching, curriculum development, and

department chairing (report fully as teachers). Do not include program specialists defined in

Education Code Section 56368 (report as pupil services). The FTE of pupil services

administrators associated with the supervision and evaluation of certificated employees that
--- --�------ ,·--··----·---·---·---·"·---·~···---·---· --···-·-·•-'--•-
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provide services directly to students should not be included in the administrative category 
(report as pupil services). "t: , !:) o. 5 ff1;;, of /, c r1F pn·,1e1p,cl fC>ihon tnycr-rll.S ,ril !',,ffvkes) 

Note: As used in this definition, certification means any form of credential, e.g., 
teaching, services, or administrative. An employee need not have an administrative 
credential to be reported as an administrator. In instances where the governing 
board has waived the credential requirement pursuant to Education Code Section 
35029, FTE shall be included as administrative. 

2. Exempt Administrative - Report that portion of an administrative FTE which is funded from
federal sources, e.g., Title 1 of the Elementary Secondary Education Act as amended by the
No Child Left Behind Act of 2001 (PL 107-110).

Note: Restrictive language in Education Code Section 41403(a) and (b) for all 
practical matters excludes state categorical funding as a condition for exemption. 

3. Net Administrative - Enter the difference derived from subtracting line B from line A.

4. Teachers - Enter the FTE of an employee of the district for the amount of time the employee
holds a position requiring certification and performs duties requiring direct instruction of pupils
in the school(s) of the district. Do not include any FTE for teachers in charter schools. A
teacher's instructional preparation time will be counted as part of the teacher full-time 
equivalent, including, but not limited to, mentor teacher or department chairperson time.
Substitute teachers may be counted only if the employee for whom they are substituting is not
counted. "Teacher" should include, but should not be limited to, the following: teachers of
special classes; teachers of exceptional children; teachers of pupils with physical disabilities;
teachers of minors with intellectual disabilities; instructional television teachers; specialist
mathematics teachers; specialist reading teachers; home and hospice teachers; learning
disability group teachers; speech therapists; and teachers released from the classroom for a
portion of the day to develop curriculum, act as mentor teachers, or serve as department
chairpersons.

5. Pupil Services - Enter the FTE of a district employee for the amount of time the employee is
in a position requiring a standard services credential, health and development credential, or a
librarian credential and provides direct services to pupils (e.g., counselors, welfare personnel,
librarians, audiovisual personnel, psychologists, psychometrists, nurses, attendance
personnel, school social workers, etc.). Exclude any FTE for employees serving charter
schools. Program specialists defined in Education Code Section 56368 should be reported as
pupil services employees. The FTE for pupil services administrators that is spent in direct
supervision or evaluation of an employee providing services directly to students should be
included in the pupil services category. Proration may be necessary if only some of the
individuals evaluated are pupil services employees.

Note: A portion of a certified employee's FTE may be assigned to the pupil services 
category without the employee holding a services credential. Certificated 
employees may be partially identified as pupil services by sole virtue of providing 
pupil services directly to students. Districts are cautioned, however, that adequate 
supporting documentation must be maintained in such prorations. The 
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documentation should include duty statements demonstrating the provision of pupil 
services directly to students. If the duty statement does not provide a percentage 
breakdown of the duties, it will be necessary to secure an employee affidavit or 
maintain time accounting instruments to establish the portion of FTE associated 
with direct pupil services. 

Districts are cautioned that there may be credentialing requirements outside the scope of 
the administrator-teacher ratio laws that must be satisfied before an employee may 
legally perform specific functions. T he appropriate services credential is required, 
however, when the employee's total FTE is categorized as pupil services. 

Part II. Maximum Number of Administrative Employees 

1. Allowed Ratio - Enter the maximum ratio per hundred teachers pursuant to Education Code

Section 41402 as follows:
"' elementary school district .09 
"' high school districts .07 
"' unified school districts .08 

* "' common ad�!�istered districts complying with Education Code Se����-3-?!!! _ _J)_8 

2. Maximum Administrators - Calculate the maximum number of administrative employees that
may be employed by the district based upon the application of the appropriate ratio prescribed
in Education Code Section 41402. Multiply the teacher FTE on Line D of Part I by the ratio on
Line A of Part II. Round the result to two decimal places.

Part Ill. Excess Administrator FTE 

1. Actual Excess - Subtract the administrator limit, calculated on Line B of Part II from the net
administrative FTE reported on Line C of Part I.

2. Rounded Excess - Round the excess administrator FTE on Line A, Part Ill to the nearest
whole number (e.g., 0.49 rounds to O; 1.50 rounds to 2). If the result is zero or negative, the

district is within the established ratio and need not proceed further. If the result is positive
one (1) or greater, the district should complete the remainder of the worksheet.

Part IV. Penalty for Excess Administrator FTE 

1. District's Total State Revenue - Using the Unaudited Actual Financial Report, enter the Total
State Revenue from Column C of Form 01, object codes 8011 through 8029, plus the total of
Other State Revenues from Section A.3 in Column C (object codes 8300 through 8599), less
account 8560, State Lottery Revenue.

2. District's Total Revenue and Other Financing Sources - Using the Unaudited Actual
Financial Report, enter the district's Total Revenue and Other Financing Sources from Column
C of Form 01, Section A.5, Total Revenues, plus Section D.1.a, lnterfund Transfers In, plus
Section D.2.a, Other Sources.
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3. Portion of State Revenue in Total Revenue - Divide the total state revenue, excluding lottery

revenue (Line A, Part IV), by the total district revenue and other financing sources (Line B, Part

IV), to obtain the percent of state revenue and other financing sources in total district revenue.

4. Total Annual Salaries of Administrative FTE - Report the sum total of annual base salaries

(exclusive of benefits) for the administrative FTE reported on Line A, Part I (e.g., one-half the

annual salary for .5 FTE administrator).

5. Average Administrator Salary - Calculate the district's average administrator salary by

dividing total administrator salaries on Line D, Part IV, by the administrative FTE reported in

Line A, Part I.

6. State Funded Share of Administrator Salary - Multiply the percent of state income in the

total district income, Line C, Part IV, by the district's average annual administrator salary on

Line E, Part IV. This product represents the State's share of an administrator's salary.

7. Penalty - Multiply the State's share of the average administrator salary, Line F, Part IV, by the

number of excess administrators calculated on Line B, Part Ill. This product will be the district's

penalty.

Questions: Fiscal Oversight & Support I sacsinfo@cde.ca.gov I 916-322-1770 

Last Reviewed: F riday, January 19, 2024 
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