




























































































































































 

SANTA ANA UNIFIED SCHOOL DISTRICT 

MULTI-TIER SYSTEM OF SUPPORT (MTSS) COORDINATOR OF 

BEHAVIOR 
 

 

JOB SUMMARY: 
 

Under the direction of the Assistant Superintendent, School Performance and Culture, or designee, 

the Multi-Tier System of Support (MTSS) Coordinator of Behavior provides training, consultation, 

and coaching that addresses school‐wide, targeted, and individualized behavioral goals. The 

coordinator develops plans and actions driven by data to support students through a collaborative 

model using research‐based practices.  Using the Multi-Tier System of Support (MTSS) 

framework to prioritize-tiered interventions, implement, integrate, evaluate and sustain 

districtwide behavior program and supports by developing partnerships, and other special projects 

related to the behavioral wellbeing of all students. 

 

REPRESENTATIVE DUTIES: 
 

● Provide overall leadership to the District on meeting student behavioral needs, developing best 

practices, programs and services, policies and procedures. E 
 

● Work collaboratively with the support personnel and school administration to analyze and 

assess the behavior needs of individual schools and individual students. Will provide 

recommendations for continued service improvements. E 
 

Provide Tier 1 ‐ School‐wide Universal support:  

 Coordinate and provide-positive behavior support training, presentations, and professional  

development for school administrators, school staff, and parents. E 

 Participate as part of a district multidisciplinary team to support all grade levels (preschool‐ 

high school) with school‐wide PBIS practices. E 

 

Provide Tier 2 ‐ Site‐specific Targeted support:  

 Develop, guide, and support sites with alternatives to suspension. E 

 Coordinate meetings with staff, parents, and service providers to discuss behavior  

observations and develop action plans. E 

 Guide administrators and support staff with discipline practices, policies, and procedures. E 

 Monitor and support staff with discipline documentation and data review. E 

 Collaborate with a variety of service providers and agencies to coordinate services and 

implement support plans. E 

 

Provide Tier 3 ‐ Individualized Intensive support:  

 Collaborate with multidisciplinary teams to develop behavior intervention plans as part of 

Section 504 plans. E 

 Train, direct, and support Behavior Intervention Specialist. E 

 Monitor Behavior documentation and implementation of behavior support plans. E 

 Provide behavior intervention strategies and services. E 

 Collaborate with director of School Climate and administrators to conduct  

suspension/expulsion meetings. E 

 Complete and track suspension/expulsion data as expected by district and  

State. E 

 



 

MULTI-TIER SYSTEM OF SUPPORT (MTSS) COORDINATOR OF BEHAVIOR 
(CONTINUE) 

 

REPRESENTATIVE DUTIES: (continued) 
 

 Collaborate with school teams to develop behavioral plans. E 

 

 Consult with parents and school staff regarding the well-being and behavioral needs of their 

students, and assist in the explanation of district interventions and support systems. E 

 

● Serve as a District representative and work closely and cooperatively with local, County, and 

State level personnel, community boards, and committees with respect to student wellbeing, 

alternative, and social service programs. E 
 
● Understand the legal issues and District procedures related to behavior. E   

 
● Plan, schedule, and conduct in-service trainings and meetings of elementary, intermediate, and 

high school administration, counselors, and other identified staff to support school sites with 

behavior related concerns and provision of Tier II and III SEL intervention and to discuss 

universal, targeted, and intensive student supports and programs, activities, and promote 

appropriate alternatives and interventions for students. E 
 

● Work closely and cooperatively with local universities to further develop and expand 

internships to support students and District initiatives. E 
 

● Ensure the school discipline system is reflective of best practices for developing positive 

climate and culture and effective behavior development of students.  E 

 

● Develop the systems and structures to ensure sustainability of behavior approaches.  E 

 

● Perform other related duties as assigned. E 
 

KNOWLEDGE AND ABILITIES:  

 

Knowledge of: 

 

 Positive Behavior Intervention and Support (PBIS). 

 Multi-Tiered System of Support (MTSS) SUMS initiative within California. 

 Student discipline, their legal requirements, and programmatic options. 

 Grant development strategies and evaluation procedures. 

 District operations, policies, and objectives.  
 City and community cultures. 
 Report writing, data collection, and record-keeping techniques. 
 Principles and practices of administration, supervision, and training.  
 Applicable federal, state, local laws, and Education Code. 

 Student needs of differing socio-economic, linguistic, and ethnic backgrounds. 
 Knowledge of Microsoft applications and student databases. 
 State standards, assessments, and multiple measures. 

 Strategies to build partnerships. 
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MULTI-TIER SYSTEM OF SUPPORT (MTSS) COORDINATOR OF BEHAVIOR 

(CONTINUE) 

 

KNOWLEDGE AND ABILITIES: (continued) 

 

Ability to: 

 

 Effective oral and written communication skills. 

 Ability to present complex information.  

 Able to establish and maintain professional working relationships. 

 Build a professional rapport and apply courteous communication with families.  

 Timely, organized, and detail oriented with documentation.  

 Able to work as part of a multidisciplinary team. 

 Strong administrative and leadership skills.  

 Communicate and relate effectively in a multicultural environment. 
 Work confidentially with discretion. 
 Maintain records and prepare reports. 
 Plan, supervise, and evaluate departmental operations. 

 Meet schedules and timelines. 

 Work effectively with administrators, staff, parents, and community within 

multicultural and bilingual environments. 

 Effectively interpret and analyze data and/or assessments. 

 

EDUCATION AND EXPERIENCE: 
 

Any combination equivalent to Master's degree in Education, School Counseling, School 

Psychology, School Social Work, and/or other related field.  Five years of public school experience, 

some of which must pertain to development and delivery of behavioral learning services, student 

behavior strategies, PBIS, and teacher development. 

 

LICENSES AND OTHER REQUIREMENTS: 
 

● Valid Administrative Credential desirable. 
● Valid California Education Specialist, Single or Multiple Subject Credential, or Pupil 

Personnel Services credential (authorizing service as a school psychologist).  

● Must be able to become certified by the Crisis Prevention Institute (CPI) in non-violent crisis 

intervention. 

● Valid Board-Certified Behavior Analyst (BCBA) or Applied Behavior Analysis (ABA) 

certification, desirable. 

● Bilingual/Biliterate (English/Spanish) desirable. 

● MTSS training or certification desirable. 
● License in Professional Clinical Counseling, Licensed Clinical Social Worker, Marriage and 

Family Therapy, or Educational Psychology desirable. 
● Bi-literate (English/Spanish) desirable. 
● Valid California driver's license. 
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MULTI-TIER SYSTEM OF SUPPORT (MTSS) COORDINATOR OF BEHAVIOR 

(CONTINUE) 

 

WORKING CONDITIONS:  

 

Environment: 

● Classroom/office environment. 
● Driving a vehicle to conduct work. 

 

Physical Abilities: 

● Hearing and speaking accurately to exchange information. 
● Seeing to read a variety of materials. 
● Drive a vehicle. 
● Sitting a major portion of time, but standing and walking for periods of time. 
● Bending at the waist, kneeling, or crouching. 
● Lifting or moving objects, normally not exceeding twenty (20) pounds. 
● Dexterity of hands and fingers to operate. 

 

 

Reasonable accommodations may be made to enable a person with a disability to perform the 

essential functions of the job pursuant to the Interactive Process. 

 

 

Board Approved: 10/8/19 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 







Santa Ana Unified School District 
 BOARD POLICY NO: 3400 

EFFECTIVE: 10/08/2019 

 

SUBJECT:  Management of District Assets/Accounts 

CATEGORY:  Business and Noninstructional Operations 

RESPONSIBLE OFFICE(S):  Business Services, Accounting Department 
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SCOPE: 
The Governing Board recognizes its fiduciary responsibility to effectively manage and safeguard the 

District's assets and resources in order to help achieve the District's goals for student learning.  

 

POLICY: 

The Superintendent or designee shall establish and maintain an accurate, efficient financial management 

system that enhances the District's ability to meet its fiscal obligations, produces reliable financial 

reports, and complies with laws, regulations, policies, and procedures.  He/she shall ensure that the 

District's accounting system provides ongoing internal controls and meets generally accepted accounting 

standards.  

 

Capital Assets: 

The Superintendent or designee shall develop a system to accurately identify and value District assets 

in order to help ensure financial accountability and to minimize the risk of loss or misuse. District assets 

with a useful life of more than one year and an initial acquisition cost of $5,000 or more shall be 

considered capital assets. 

 

The Superintendent or designee shall determine the estimated useful life of each capital asset and shall 

calculate and report the estimated loss of value, or depreciation, during each accounting period for all 

capital assets. 

 

Internal Controls/Fraud Prevention: 

 The Board expects Board members, employees, consultants, vendors, contractors, and other parties 

maintaining a business relationship with the District to act with integrity and due diligence in dealings 

involving the District's assets and fiscal resources. 

 

The Superintendent or designee shall develop internal controls which aid in the prevention and detection 

of fraud, financial impropriety, or irregularity within the District.  These internal controls may include, 

but are not limited to, segregating employee duties relating to authorization, custody of assets, and 

recording or reporting of transactions; providing detailed, written job descriptions explaining the 

segregation of functions; adopting an integrated financial system; conducting background checks on 

business office employees; and requiring continuous in-service training for business office staff on the 

importance of fraud prevention. 

 

All employees shall be alert for any indication of fraud, financial impropriety, or irregularity within their 

area of responsibility. Any employee who suspects fraud, impropriety, or irregularity shall immediately 

report those suspicions to his/her immediate supervisor and/or the Superintendent or designee.  
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The Superintendent or designee shall have primary responsibility for any necessary investigations of 

suspected fraud, impropriety, or irregularity, in coordination with legal counsel, the District's auditors, 

law enforcement agencies, or other governmental entities, as appropriate.   

 

DESIRED OUTCOME: 

To effectively manage and safeguard the District's assets and resources in order to help achieve the 

District's goals for student learning.   

 

IMPLEMENTATION GUIDELINES AND ASSOCIATED DOCUMENTS: 

District Policies and Procedures: 

BP 3000 - Concepts and Roles 

BP 3100 - Budget 

BP 3300 - Expenditures and Purchases 

BP 3312 - Contracts 

BP 3314 - Payment for Goods and Services 

BP 3440 - Inventories 

BP 3460 - Financial Reports and Accountability 

BP 4119.1/4219.1/4319.1 - Civil and Legal Rights 

AR 3000 - Concepts and Roles 

AR 3100 - Budget 

AR 3300 - Expenditures and Purchases 

AR 3312 - Contracts 

AR 3460 - Financial Reports and Accountability 

 

Legal Reference 

Education Code: 

14500-14508  Financial and compliance audits 

35035  Powers and duties of superintendent 

35250  Duty to keep certain records and reports 

41010-41023  Accounting regulations, budget controls and audits 

42600-426043 Control of expenditures 

42647  Drawing of warrants by District on county treasurer; form; reports, 

statements and other data 

Government Code: 
53995-53997 Obligation of contract 

Management Resources: 
 Governmental Standards Accounting Board: 

Statement 34, Basic Financial Statements - and Management's Discussion and Analysis 
- For State and Local Governments, June 1999 
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Web Sites: 

CSBA:  http://www.csba.org 

California Association of School Business Officials:  http://www.casbo.org 
California Department of Education, School Finance:  http://www.cde.ca.gov/fg 
State Controller's Office: http://www.sco.ca.gov/ 
Fiscal Crisis & Management Assistance Team:  http://www.fcmat.org 

  Governmental Accounting Standards Board:  http://www.gasb.org 
School Services of California:  http://www.sscal.com 

 

ADOPTION AND REVISION HISTORY: 

(8-98 4-02) 10-19 

 

 

http://www.cde.ca.gov/
http://www.sco.ca.gov/
http://www.gasb.org/
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SCOPE: 
The Governing Board is committed to ensuring accountability to the public for the fiscal health of the 

District.  The Board shall adopt sound fiscal policies and oversee the District's financial condition. 

 

POLICY: 

The Superintendent or designee shall ensure that all financial reports are prepared in accordance with 

law and in conformity with generally accepted accounting principles and financial reporting standards 

stipulated by the Governmental Accounting Standards Board and the California Department of 

Education (CDE). He/she shall establish a system of ongoing internal controls to ensure the reliability 

of financial reporting. 

 

When required by law or the Board, the Superintendent or designee shall submit to the Board reports of 

the District's financial status, including, but not limited to, any report specified in this Board policy or 

accompanying administrative regulation.  When any such report must be approved by the Board prior 

to its submission to a local, state, and/or federal agency, the Superintendent or designee shall provide 

the report to the Board in sufficient time to enable the Board to carefully review the report and meet any 

applicable submission deadline. 

 

The Board shall regularly communicate the District's financial position to the public and shall use 

financial reports to determine what actions and budget amendments, if any, are needed to ensure the 

District's financial stability. 

 

 

If District conditions predict fiscal distress or indicate that the District might not be able to meet its fiscal 

obligations, the Board and Superintendent or designee shall act quickly to identify and resolve these 

conditions.  The Board shall work cooperatively with the County Superintendent of Schools to improve 

the District's fiscal health and may contract with an external individual or organization to advise the 

District on fiscal matters. 

 

Unaudited Actual Receipts and Expenditures: 

On or before September 15, the Board shall approve and file with the County Superintendent a statement 

of the District's unaudited actual receipts and expenditures for the preceding fiscal year. The 

Superintendent or designee shall prepare this statement using the state's standardized account code 

structure (SACS) as prescribed by the Superintendent of Public Instruction (SPI). 

 

Gann Appropriations Limit Resolution: 

On or before September 15, the Board shall adopt a resolution identifying, pursuant to Government Code 

7900-7914, the District's estimated appropriations limit for the current fiscal year and the actual 

appropriations limit for the preceding fiscal year.  Documentation used to identify these limits shall be 
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made available to the public on the day of the Board meeting. 

 

Interim Reports/Certification of Ability to Meet Fiscal Obligations: 

The Superintendent or designee shall submit two interim fiscal reports to the Board, the first report 

covering the District's financial and budgetary status for the period ending October 31 and the second 

report covering the period ending January 31.  The reports and supporting data shall be made available 

by the District for public review. 

 

Within 45 days after the close of the period reported, the Board shall approve the interim report and 

certify, on the basis of the interim report and any additional financial information known by the Board, 

whether the District will be able to meet its fiscal obligations for the remainder of the fiscal year and, 

based on current forecasts, for the two subsequent fiscal years.  The certification shall be classified as 

one of the following: 

 

1. "Positive certification" indicating that the District will meet its financial obligations for the 

current fiscal year and two subsequent fiscal years 

 

2. "Qualified certification" indicating that the District may not meet its financial obligations for the 

current fiscal year or two subsequent fiscal years 

 

3. "Negative certification" indicating that the District will be unable to meet its financial obligations 

for the remainder of the fiscal year or the subsequent fiscal year  

 

The Superintendent or designee shall submit a copy of each interim report and certification to the County 

Superintendent using the state's SACS software, as prescribed by the SPI. 

 

If the District's certification is subsequently changed by the County Superintendent from a positive to a 

qualified or negative certification, or from a qualified to a negative certification, the Board may appeal 

the decision to the SPI within five days of receiving the notice of change.   

 

Whenever the District receives a qualified or negative certification from the Board or the County 

Superintendent, the Superintendent or designee shall cooperate in the implementation of any remedial 

actions taken or prescribed by the County Superintendent under the authority granted to him/her 

pursuant to Education Code 42131. 

 

If the second interim report is accompanied by a qualified or negative certification, the Board shall, no 

later than June 1, provide to the County Superintendent, the State Controller, and the SPI a financial 

statement as of April 30 ("third interim report") that projects the District's fund and cash balances 

through June 30. 
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At any time during the year when the County Superintendent conducts a comprehensive review of the 

District's financial and budgetary conditions after he/she has determined that the District's budget does 

not comply with state criteria and standards for fiscal stability, the Board shall review the County 

Superintendent's recommendations at a public Board meeting.  Within 15 days of receiving the report, 

the District shall notify the County Superintendent and the SPI of its proposed actions on the 

recommendation. 

 

Audit Report: 

By April 1 of each year, the Board shall provide for an annual audit of the District's books and accounts.  

To conduct the audit, the Board shall select a certified public accountant or public accountant licensed 

by the State Board of Accountancy from among those deemed qualified by the State Controller.  The 

Board shall not select any public accounting firm to provide audit services if the lead or coordinating 

audit partner having primary responsibility for the audit, or the audit partner responsible for reviewing 

the audit, has performed audit services for the District in each of the six previous fiscal years. 

 

No later than December 15, the report of the audit for the preceding fiscal year shall be filed with the 

County Superintendent, the CDE, and the State Controller.   

 

Prior to December 15 whenever possible, but in no case later than January 31, the Board shall review, 

at an open meeting, the annual District audit for the prior year, any audit exceptions identified in that 

audit, the recommendations or findings of any management letter issued by the auditor, and any 

description of correction or plans to correct any exceptions or any issue raised in a management letter.  

The Board shall have an opportunity at the meeting to ask questions of the auditor and request further 

information about the audit findings. 

 

 

DESIRED OUTCOME: 

To ensure the District's budget and financial operations support the District's goals for student 

achievement. 

 

IMPLEMENTATION GUIDELINES AND ASSOCIATED DOCUMENTS: 

District Policies and Procedures: 

BP 1340 - Access to District Records 

BP 3100 - Budget 

BP 3300 - Expenditures and Purchases 

BP 3400 - Management of District Assets/Accounts 

BP 3430 - Investing 

BP 4143/4243 - Negotiations/Consultation 
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BP 9000 - Role of the Board 

BP 9322 - Agenda/Meeting Materials 

AR 1340 - Access to District Records 

AR 3100 – Budget 

AR 3110 - Transfer of Funds 

AR 3300 - Expenditures and Purchases 

 

Legal Reference: 

Education Code: 

1240 Duties of county superintendent of schools 

14500-14508 Financial and compliance audits 

17070.10-17079.30 Leroy F. Greene School Facilities Act 

17150-17150.1 Public disclosure of non-voter-approved debt 

17170-17199.5 California School Finance Authority 

33127 Standards and criteria for local budgets and expenditures 

33128 Standards and criteria; inclusions 

33129 Standards and criteria; use by local agencies 

35035  Powers and duties of superintendent 

41010-41024 Accounting system and audits 

41326 Emergency apportionment 

41344 Repayment of apportionment significant audit exceptions 

41344.1 Appeals of audit findings 

41455 Examination of financial problems of local Districts 

42100-42105  Requirement to prepare and file annual statement 

42120-42129 Budget requirements 

42130-42134 Financial reports and certifications 

42140-42142 Public disclosure of fiscal obligations 

42637 County superintendent review of District's financial and budgetary 

conditions 

42652 Revocation or suspension of warrant authority 

48300-48316 Student attendance alternatives 

 Government Code: 

3540.2 School District; qualified or negative certification; proposed 

agreement review and comment 

7900-7914 Appropriations limit 

16429.1 Local agency investment fund 

53646 Reports of investment policy and compliance 

Code of Regulations, Title 2: 

1859.104 Leroy F. Greene School Facilities Program, reporting requirements 
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Code of Regulations, Title 5: 

15060 Standardized account code structure 

15070 Submission of reports using standardized account code structure 

15440-15451 Criteria and standards for school District budgets 

15453-154634 Criteria and standards for school District interim reports 

15480-15490 Criteria and Standards for County Office of Education Reports 

19810-19816.1 Audits 

United States Code, Title 31: 

7501- 7507  Single audits of federal program funds 

Code of Federal Regulations, Title 2: 

200.0-200.521 Federal uniform grant guidance 

 Management Resources: 

California Department of Education Communications 

New Financial Reporting Requirements for Postemployment Benefits Other than 

Pensions, February 26, 2007 

Audit Resolution Process: Repayment Plans, December 8, 2000 

Fiscal Crisis and Management Assistance Team Publications: 

Fiscal Oversight Guide for AB 1200, AB 2756 and Subsequent Related Legislation, 

September 2006 

Governmental Accounting Standards Board Statements: 

Statement 75, Accounting and Financial Reporting by Employers for Post-employment 

Benefits Other Than Pensions, June 2015 

Statement 54, Fund Balance Reporting and Governmental Fund Type Definitions, March 

2009 Statement 34, Basic Financial Statements and Management's Discussion and 

Analysis - For State and Local Governments, June 1999 

State Controller Publications: 

Standards and Procedures for Audits of California K-12 Local Educational Agencies 

(annual publication) 

U.S. Government Accountability Office and President's Council on Integrity and 

Efficiency (PCIE) Publications: 

Government Auditing Standards, 2011 

Financial Audit Manual, revised 2008 

Web Sites: 

CSBA:  http://www.csba.org 

California Association of School Business Officials:  http://www.casbo.org 

California County Superintendents Educational Services Association: 

http://www.ccsesa.org 

California Department of Education, Finance and Grants:  http://www.cde.ca.gov/fg 
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Education Audit Appeals Panel:  http://www.eaap.ca.gov 

Fiscal Crisis and Management Assistance Team: http://www.fcmat.org 

Governmental Accounting Standards Board:  http://www.gasb.org 

School Services of California:  http://www.sscal.com 

State Controller's Office: http://www.sco.ca.gov 

U.S. Government Accountability Office: http://www.gao.gov 

U.S. Office of Management and Budget: http://www.whitehouse.gov/omb 

 

 

ADOPTION AND REVISION HISTORY: 

(8-98 4-02) 10-19  

 

 

http://www.whitehouse.gov/omb

