
MEMORANDUM OF UNDERSTANDING

Between the Santa Monica-Malibu Unified School District 
and

the Santa Monica-Malibu Personnel Commission

December 13, 2004

The Santa Monica-Malibu Unified School District (SMMUSD) and the Santa Monica - Malibu
Personnel Commission (Personnel Commission) will pilot a reorganization of the Human
Resources Department.  In this pilot program, the Personnel Commission will assign 2.0 FTE
positions, the HRIS position and one HR Tech position, to the Human Resources Department. 
The remainder of the Classified Personnel staff, a full time Director, Personnel Analyst (vacant),
1.5 Human Resources Technicians, and one Administrative Assistant, will have responsibilities
related exclusively to the Personnel Commission and the Merit Rules.   The pilot program will
begin effective February 1, 2005 and will remain in effect until July 1, 2006.  It will be evaluated
in June, 2005 and November, 2005.  At the first Personnel Commission meeting in May of 2006,
the pilot program will be reviewed by both parties to determine its effectiveness, at which time
this Memorandum of Understanding may be revoked by either party.

The rationale and purpose of this pilot reorganization is to create a classified personnel office
that is solely responsible for performing the duties overseen by the Personnel Commission,
protecting the rights of fair employment and fair disciplinary practices, while expanding the
SMMUSD Human Resources department to be able to address the employment requirements and
needs of all employees, certificated and classified, in the most efficient and clear manner
possible.

While the pilot program is in effect, the budget for all Personnel Commission positions shall
remain unchanged and shall remain with the Personnel Commission.  At the May, 2006 meeting,
if both parties are satisfied with the pilot program, it shall become permanent on July 1, 2006
and the budget for the two positions described above will be permanently shifted from the
Personnel Commission to SMMUSD.

The attached list of duties to be transferred from the Personnel Commission to SMMUSD was
created by the Director of Classified Personnel and reviewed by the Assistant Superintendent of
Human Resources, the Director of Human Resources, and the employees in the Classified
Personnel Office.



The following timeline will be the guide for the transition:

December 14, 2004 Plan approved at Personnel
Commission Meeting

December 17, 2004 Full Time Director of
Classified Personnel Position
Opened for Applications

January 4, 2005 Transition discussed at
Classified Personnel Meeting

January 11, 2005 Transition discussed at
Classified Personnel Meetings
(Additional meetings will be
scheduled if necessary)

January 15, 2005 Director of Classified
Personnel will notify in
writing the employees who
will be moved to the Human
Resources Department.

February 1, 2005 Pilot program begins
May, 2005 Review of pilot program
November, 2005 Review of pilot program
May, 2006 Evaluation of pilot program

The HRIS position and the HR Tech position will move to the Santa Monica-Malibu Unified
School District Human Resources Department at which time the two employees will be under
the direction of the Human Resource Department.  The two employees will maintain their job
position and will be evaluated under the same contract guidelines.  The Director of Classified
Personnel will evaluate the employees for this current year 2004-2005 prior to February 1, 2005. 
Beginning February 1, 2005, the Director of Human Resources will have the responsibility of
evaluating the employees.

Although the positions are moved for the seventeen-month period, the budget will remain with
the Personnel Commission.  At the date of the program review, if both parties wish to continue
the separation, the budget for the personnel classified side will be shifted to the Santa Monica-
Malibu Unified School District as July 1, 2006 and the official separation will be in effect.



The following is a list of job functions the Personnel Commission recommends to transfer to the
District along with 2.0 FTE’s effective February 1, 2005.

1. Board Agenda Reports
2. Clerical & Substitute Assignments
3. Employee Evaluations
4. Employee Processing
5. Employment Verification
6. Fingerprinting
7. Filing of District Records
8. HRIS Data Entry & Back-Up (Labels, List & Letter)  
9. Leaves of Absence Processing 

          10.Processing of Non-Merit, Special Services Employees, and Volunteers                
          11.Salary Adjustments
          12.Subpoenas for Records
          13.Unemployment Claims
          14.Winter and Spring Break Assignments
 


