
 
 
 
 
 
 
 

 
I. 
 

General Functions: 

A. Call To Order 
B. Roll Call 
C. Pledge Of Allegiance 
D. Motion To Approve Agenda 
E. Motion To Approve Minutes 
F. Public Comments 
G. Communications 

 
1. SEIU Report 
2. Board Of Education/District Report 



SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 
PERSONNEL COMMISSION 

District Office Board Room 
1651 Sixteenth Street, Santa Monica CA  90404  
         

AGENDA 
 

REGULAR MEETING 
June 12, 2012 @ 5:00 p.m. 

District Office Board Room 
 

Electronically Recorded 
 

 Guiding Principles: Ensures the District’s merit system is performed as well as possible, that it 
 supports the mission of the School District, and it is done in a manner that is highly transparent and user
 friendly for all employees and the public. 
 Advocates that the Employee Performance Evaluations are consistently done on an annual basis, that
 they are designed to measure the effectiveness of each employee’s performance, that they are valued by
 both management and employees as a tool to improve the effectiveness of the District, and that the
 results are used to support the professional development of all employees. 

  
 
 
PERSONNEL COMMISSIONERS:  Mrs. Barbara Inatsugu, Mr. Shane McLoud, and Mr. Michael 
Sidley 
 
I. General Functions: 
 

A. Call to Order: 
 

B. Roll Call: 
 

C. Pledge of Allegiance:  
 

D. Motion to Approve Agenda: 
 

Motion by: _____________________ 
Seconded by: _____________________ 
Vote:  _____________________ 

 
E. Motion to Approve Minutes: May 8, 2012; May 22, 2012 
 

Motion by: _____________________ 
Seconded by: _____________________ 
Vote:  _____________________ 
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F. Public Comments: Public Comments is the time when members of the audience 
may address the Personnel Commission on items scheduled and also not scheduled on 
the meeting’s agenda.  All speakers are limited to three (3) minutes.  When there is a 
large number of speakers, the Personnel Commission may reduce the allotted time to 
two (2) minutes per speaker.  The Brown Act (Government Code) states that Personnel 
Commission members may not engage in discussion of issues raised during “Public 
Comments” except to ask clarifying questions, make a brief announcement, make a 
brief report on his or her own activities, or to refer the matter to staff. 

   
1. Request to Speak on Agenda Items 
2. Request to Speak on Non-agenda Items  
 

G. Communications: The Communications section provides an opportunity for the 
Personnel Commission to hear from the individuals or representatives listed below.  
All reports are limited to 5 minutes or less. 

 
1. SEIU Report  
2. Board of Education Report 

  
 
 
II. Report from the Director of Classified Personnel:  This is an opportunity for the Director 

of Classified Personnel to present informational items of interest to the members of the 
Personnel Commission, which are not action items on the agenda. 

 
 

A. Approved Professional Experts Request (less than 90 working days or total of 720 
work hours per Personnel Commission Rule §3.1.5.(C): Professional Expert 
Program) by the Director of Classified Personnel 
 Ms. Mersedeh Farokzadeh, Technical Specialist II, Counselor, from August 1, 

2012 to June 30, 2013, Franklin Elementary School 
 

B. Merit Rules Advisory Committee (A.R.C.) Update 
 Advisory Rules Committee Agenda – May 24, 2012 

 
C. Approved Working Out of Class Request (90 working days per Personnel 

Commission Rule §3.2.8.(C): Working Out of Class) by the Director of Classified 
Personnel 
 Ms. Nawal Ballat, Cafeteria Worker I, in the position of the Cafeteria Worker 

II from May 25, 2012 to May 25, 2012 
 Ms. Christine Garrett, Senior Office Specialist, in the position of the Senior 

Administrative Assistant from June 14, 2012 to July 31, 2012 
 Mr. Jose Lopez, Gardener, in the position of the Equipment Operator-Tree 

Trimmer from May 14, 2012 to June 30, 2012  
 Mr. Gregory Wilkinson, Instructional Assistant – Physical Education, in the 

position of the Physical Activities Specialist from June 11, 2012 to June 15, 
2012 
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D. Disciplinary Hearings  
 Ref. Number:  7003 1680 0002 6368 3401   
 Ref. Number:  7003 1680 0002 6368 3517 

- Hearings:  TBD 
 Ref. Number:  7011 0470 0002 6451 4053 
 Ref. Number:  7011 0470 0002 6451 4138 

- Pre-hearing Conference:  TBD 
 

E. Human Resources Transfer of Assignments to Personnel Commission – Update 
 Board Agenda 
 Classified Employment Verifications  
 Classified Unemployment Claims 
 Assigning Substitutes – Including Special Education Substitutes 
 Classified Employee Processing – Non Merit 

 
F. Proposed Personnel Commission Budget for Fiscal Year 2012-2013  

 Signed by the Superintendent on May 22, 2012 
 Transmitted to Los Angeles County of Education on May 25, 2012 
 Approved by Los Angeles County of Education on May 30, 2012 

 
 
 
III. Consent List: 
 

A. Approve Classified Personnel Eligibility List(s): 
 

Classification                  # Eligibles 
  
   Developmental/Health Instructional Assistant   2 
    
    

Motion by: _____________________ 
Seconded by: _____________________ 
Vote:  _____________________ 
 

B. Certify All Active Classified Positions Seniority List  
(Personnel Commission Rule §13.1.4.A.: Seniority Lists) 

 
 
Motion by: _____________________ 
Seconded by: _____________________ 
Vote:  _____________________ 
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IV. Action/Discussion Items/or Other Information:   
 
A. Action Item(s): 

 
1. Advanced Step Placements:   

 
a. The Director of Classified Personnel recommends that the Personnel 

Commission approve Advanced Step Placement for new employee Ted 
Berumen in the classification of Senior Buyer pursuant to Personnel 
Commission Rule §12.2.4.(B): Salary on Employment based on criteria for 
the minimum experience and education.  
Director’s Recommendation:  Approve   

 
 Motion by: _____________________ 
 Seconded by: _____________________ 

   Vote:  _____________________ 
 

2. Classification Revisions:   
Director’s Recommendation:  Approve 

 
a. The Director of Classified Personnel recommends that the Personnel 
 Commission approve the revision to the Developmental/Health Instructional 
 Assistant classification specification within the Special Education department 

  
Motion by: _____________________ 

 Seconded by: _____________________ 
 Vote:  _____________________ 
 
b. The Director of Classified Personnel recommends that the Personnel 
 Commission approve the revision to the Personnel Analyst classification 
 specification within the Personnel Commission 

  
Motion by: _____________________ 

 Seconded by: _____________________ 
 Vote:  _____________________ 
 

c. The Director of Classified Personnel recommends that the Personnel 
 Commission approve the revision to the Specialized Instructional Assistant 
 classification specification within the Special Education department 

  
Motion by: _____________________ 

 Seconded by: _____________________ 
 Vote:  _____________________ 

 
 

B. Discussion Item(s): 
1. HR-PC Reorganization Perspective 
2. Amendment, Deletion or Addition to Merit Rules 
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3. Hearing Protocol 
 Merit Rules:  Chapter XIV: Disciplinary Action and Appeal 
 Supplement A: Script for Appeal Hearing 
 Supplement B:  Procedural Steps 

4. Personnel Requisition Status Report 
5. Personnel Commission’s Twelve-Month Calendar of Events  

 2012 – 2013 
 

C. Information Item(s): 
1. Classified Personnel – Merit Report - No. A.23 

 May 17, 2012 
 Classified Personnel – Merit Report - No. A. 18 

 June 7, 2012 
2. Classified Personnel – Non-Merit Report – No. A.24 

 May 17, 2012 
 Classified Personnel – Non-Merit Report - No. A. 19 

 June 7, 2012 
3. Recruitment Process Overview 
4. Merit Rules Review Tracker 
5. Workforce Organization Development and Strategic District Partnership Tracker 

 
 
 
V. Personnel Commission Business: 
 

A. Personnel Commissioner Comments 
 

B. Future Items: 
 

Subject Action Steps Tentative 
Date 

Merit Rules Revisions Second Reading of Changes to Merit Rules: 
Chapter XI: Vacation, Leaves of Absence and 
Holidays 
Chapter XII: Salaries, Overtime Pay, and 
Benefits 
First Reading of Changes to Merit Rules: 
Chapter XIV: Disciplinary Action and Appeal 
Chapter XVI: Grievance Procedure  

July 2012 

Job Fair (Malibu)  July 2012 
Personnel Commission’s 
Guiding Principles and 
Transparency 

 July 2012 

Overview of the District 
Strategic Plan 2012 

 July 2012 

Strategic Mission 
Planning and Goals 
Setting for the Personnel 
Commission 

 July 2012 
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VI. Closed Session:  
 None 
 
 
 
VII. Next Regular Personnel Commission Meeting: 

Tuesday, July 17, 2012, at 5:00 pm - District Office Board Room 
 

 
 
VIII. Adjournment:   

There being no further business to come before the Personnel Commission, it is recommended 
that the meeting be adjourned. 

 
Motion by: _____________________ 
Seconded by: _____________________ 
Vote:  _____________________ 

 
   TIME ADJOURNED:  _____________ 
 
 
 
 
 Transparency: characterized by visibility or ability to access information especially   
 concerning business practices.  It may include open meetings, financial disclosure statements,  
 the freedom of information legislation, budgetary reviews, audits, etc. 
 The Personnel Commission’s intention is to create a safe environment to be able to ask   
 unpopular questions.  The Personnel Commission is committed to accomplish its  work in a transparent 
 manner. 

 
 
 
 
 

Submitted by:  _____________________ 
    Wilbert Young, Ph.D. 
    Secretary to the Personnel Commission 
    Director, Classified Personnel 

 
 
 
 
 
If you wish to receive a full copy of the Personnel Commission Agenda Packet, please contact the 
Personnel Commission Office at (310) 450-8338, ext. 70-279. 



SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 
PERSONNEL COMMISSION 

District Office Testing Room 
1651 Sixteenth Street, Santa Monica CA  90404 

  
MINUTES 

 
REGULAR MEETING 
May 8, 2012 @ 5:00 p.m. 

District Office Testing Room 
 

Electronically Recorded 
 

       
 
PERSONNEL COMMISSIONERS:  Mrs. Barbara Inatsugu, Mr. Shane McLoud, and Mr. Michael Sidley 
 
 
I. General Functions: 
 

A. Call to Order:  The Regular Meeting of the Personnel Commission was called to order at 
5:05 p.m. 

 
B. Roll Call:  Commissioners Inatsugu, McLoud, and Sidley were present.  

 
C. Pledge of Allegiance:  Commissioner Sidley led all in attendance in the Pledge of Allegiance. 

 
D. Motion to Approve Agenda: 

 
Motion by: Michael Sidley 
Seconded by: Barbara Inatsugu 
Vote:  3 – 0 

  
E. Motion to Approve Minutes: PC Retreat: April 17, 2012 

       Regular Meeting: April 17, 2012 
 
Motion by: Barbara Inatsugu   
Seconded by: Michael Sidley 
Vote:  3 – 0 

 
 

F. Public Comments: Public Comments is the time when members of the audience may address 
the Personnel Commission on items not scheduled on the meeting’s agenda.  All speakers are 
limited to three (3) minutes.  When there are a large number of speakers, the Personnel 
Commission may reduce the allotted time to two (2) minutes per speaker.  The Brown Act 
(Government Code) states that Personnel Commission members may not engage in discussion of 
issues raised during “Public Comments” except to ask clarifying questions, make a brief 
announcement, make a brief report on his or her own activities, or to refer the matter to staff. 
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1. Request to Speak on Agenda Items 
2. Request to Speak on Non-agenda Items 

 Dr. Wilbert Young presented a thank you note from former Commissioner Brady 
addressed to Personnel Commission and its staff for recognition of her service to the 
District. 

 
G. Communications: The Communications section provides an opportunity for the Personnel 

Commission to hear from the individuals or representatives listed below.  All reports are limited 
to 5 minutes or less. 

 
1. SEIU Report  

Ms. Keryl Cartee-McNeely, the Chief Steward, congratulated all classified employees on 
celebration of their dedicated service to the District.  
She reported that SEIU Local 99 General Membership meeting will be held on May 12, 
2012 to be followed by a Classified Employee Recognition Luncheon to acknowledge the 
valuable contribution of classified staff to the students they serve. 
Ms. Cartee-McNeely also stated that SEIU continues its battle for a fair economy on 
local, state and national level for all working families. The international SEIU 
Convention in Denver will address this issue of a fair economy at the end of May 2012. 
SEIU is mobilizing its membership through informational meetings, trainings, and 
turnaround trips to Sacramento to address the governor’s proposed budget cuts that will 
impact student services. SEIU is also preparing for negotiations with SMMUSD. 
Ms. Cartee-McNeely announced that she has been elected by SEIU members to serve on 
the Executive Board for a third term. 
 
Board of Education Report 
Ms. Debra Moore Washington, Assistant Superintendent of Human Resources, 
commended the Personnel Commission staff for the Classified Employees Appreciation 
celebration. 
She informed the Personnel Commission about the District’s innovative practices in 
preparing students for their future careers in technology fields. The District is also 
focusing on reading intervention to improve literacy for students who need this type of 
assistance. 
Ms. Washington reported to the Personnel Commission about the District’s centralized 
funding. 
She also informed the Personnel Commission about a survey regarding the new 
Personnel Commission director that was distributed among the District’s principals. 
She has also contacted about thirteen (13) Merit System Districts to analyze their 
organizational structure. 
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II. Report from the Director of Classified Personnel:  This is an opportunity for the Director of 
Classified Personnel to present informational items of interest to the members of the Personnel 
Commission, which are not action items on the agenda. 

  
A. Classified Employees Week, May 20-26, 2012 

Dr. Young expressed his gratitude to the District’s classified staff, administrators, Board of 
Education, SEIU and others for attending the Classified Employees Appreciation 
reception.  
Commissioner McLoud expressed his gratitude to the District employees who contributed 
to the success of this celebration. 
 

B. Approved Professional Experts Request (less than 90 working days or total of 720 work 
hours per Personnel Commission Rule §3.1.5.(C): Professional Expert Program) by the 
Director of Classified Personnel 
 Mr. Michael Hyziak, Technical Specialist II, Music Instructor, from January 6, 2012 to 

June 8, 2012, Santa Monica Alternative School House 
 

C. Merit Rules Advisory Committee (A.R.C.) Update 
 Advisory Rules Committee Agendas – April 26, 2012 

 
Dr. Young drew attention to the A.R.C. agenda and sign-up sheet from April 26, 2012 for 
the Personnel Commission’s review.  

 
D. Disciplinary Hearings  

 Ref. Number:  7003 1680 0002 6368 3401   
 Ref. Number:  7003 1680 0002 6368 3517 

- Hearings:  TBD 
 Ref. Number:  7011 0470 0002 6451 4053 

- Pre-hearing Conference:  TBD 
 

Dr. Young updated the Personnel Commission about the disciplinary hearings regarding 
communication with the District’s attorney who will provide possible dates for the 
hearings. 
Commissioner Sidley inquired about Commissioners’ attendance at the disciplinary 
hearings. Dr. Young confirmed that they will be brought before the Personnel Commission. 
Commissioner McLoud made inquiries about the hearing process. Dr. Young provided a 
detailed explanation. 
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III. Consent List:  It is recommended that the Personnel Commission consider approving a number of 
Agenda Items as a Consent List.  Consent Items are routine in nature, and can be enacted in one motion 
without further discussion.  This procedure conserves meeting time for a full discussion of significant 
issues. 

  
A. Approve Classified Personnel Eligibility List(s): 

 
Classification                  # Eligibles 

  
   Fiscal Services Supervisor      1 

 
Motion by: Barbara Inatsugu  
Seconded by: Michael Sidley 
Vote:  3 – 0 

 
 
 
IV. Discussion/Action Items/or Other Information:   

 
A. Action Item(s): 

 
1. Public Hearing and Adoption:  Fiscal Year 2012–2013 Proposed Personnel Commission 

Budget:  See attached 
 Director’s Recommendation:  Approve 

 
Motion to Open Public Hearing regarding the Personnel Commission Budget: Barbara Inatsugu 
Seconded by:         Michael Sidley 
Vote:          3 – 0 
 

 TIME OPENED:  5:18 p.m. 
 
Motion to Adopt Personnel Commission Budget for 2012 - 2013: Tabled until May 22, 2012 
Seconded by:          
Vote:           
 

Motion by: Barbara Inatsugu  
Seconded by: Michael Sidley 
Vote:  3 – 0 

 
 TIME CLOSED:  5:25 p.m. 

 
Dr. Young provided a detailed description of the proposed budget including a potential layoff  

 within the Personnel Commission department. He also presented other options regarding  
 the layoff including a formal assurance to the Board of Education that if the need of decreasing 
 staffing ratio arises in the next fiscal year, the Personnel Commission commits to meet  
 the financial obligation to the District. Dr. Young also informed the Personnel Commission 
 about the planned recruitment for the new Director of Classified Personnel. 

Ms. Washington provided a background from the Board of Education perspective regarding  
 the proposed layoff within the Personnel Commission requesting the reduction in staffing. 
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Commissioner Inatsugu inquired about the impact on the effectiveness of the Personnel 
 Commission department should the layoff take place. Dr. Young provided hypothetical 
 scenarios for various recruitments. He repeated his request to Human Resources to evaluate 
 their duties involving classified workforce, and the possibility of transferring these specific 
 assignments to the Personnel Commission. Personnel Commission directed Dr. Young to meet 
 with Ms. Washington and discuss this option. 

Adoption of the proposed Personnel Commission budget was tabled until the next special 
 Personnel  Commission meeting on May 22, 2012. 

 
 
 

V. Closed Session:   
 Pending litigation, abrogation of privilege GC §54956.9 as cited in the Brown Act 

 Reorganization of Personnel Commission Staff Function 
 

Motion by: Barbara Inatsugu  
Seconded by: Michael Sidley 
Vote:  3 – 0 
 

 Public Employee, to consider appointment, employment, performance evaluation, or dismissal of 
employee pursuant to GC §54957 as cited in the Brown Act 

 
 Progress Review of Strategic Goals - Director, Classified Personnel 

 
Motion by: Barbara Inatsugu  
Seconded by: Michael Sidley 
Vote:  3 – 0 

 
TIME ADJOURNED TO CLOSED SESSION:  6:03 p.m. 

  
 TIME RETURNED TO OPEN SESSION AT:  7:13 p.m. 
 

The Commission reported out of Closed Session at 7:13 p.m.  No action was taken. 
 

2. Advanced Step Placements:   
 

Instructional Assistant Classifications 
 

a. The Director of Classified Personnel recommends that the Personnel Commission 
approve Advanced Step Placement for new employee Michael Lardo in the 
classification of Instructional Assistant – Physical Education pursuant to Personnel 
Commission Rule §12.2.4.(B): Salary on Employment based on criteria for the 
minimum experience and education.  
Director’s Recommendation:  Approve   

 
 Motion by: Barbara Inatsugu  
 Seconded by: Michael Sidley 
 Vote:  3 – 0 
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b. The Director of Classified Personnel recommends that the Personnel Commission 
approve Advanced Step Placement for new employee Jerry Montoya in the 
classification of Instructional Assistant – Special Education pursuant to Personnel 
Commission Rule §12.2.4.(B): Salary on Employment based on criteria for the 
minimum experience and education.  
Director’s Recommendation:  Approve   

 
 Motion by: Barbara Inatsugu  
 Seconded by: Michael Sidley 
 Vote:  3 – 0 

 
c. The Director of Classified Personnel recommends that the Personnel Commission 

approve Advanced Step Placement for new employee Roula Palmer in the 
classification of Instructional Assistant – Classroom pursuant to Personnel 
Commission Rule §12.2.4.(B): Salary on Employment based on criteria for the 
minimum experience and education.  

 Director’s Recommendation:  Approve   
 

 Motion by: Barbara Inatsugu  
 Seconded by: Michael Sidley 
 Vote:  3 – 0 
 
d. The Director of Classified Personnel recommends that the Personnel Commission 

approve Advanced Step Placement for new employee Yvette Parra in the 
classification of Instructional Assistant – Special Education pursuant to Personnel 
Commission Rule §12.2.4.(B): Salary on Employment based on criteria for the 
minimum experience and education.  
Director’s Recommendation:  Approve   

 
 Motion by: Barbara Inatsugu  
 Seconded by: Michael Sidley 
 Vote:  3 – 0 

 
e. The Director of Classified Personnel recommends that the Personnel Commission 

approve Advanced Step Placement for new employee Amanda Saugstad in the 
classification of Instructional Assistant – Special Education pursuant to Personnel 
Commission Rule §12.2.4.(B): Salary on Employment based on criteria for the 
minimum experience and education.  
Director’s Recommendation:  Approve   

 
 Motion by: Barbara Inatsugu  
 Seconded by: Michael Sidley 
 Vote:  3 – 0 
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3. Working Out of Class Requests: 
Director’s Recommendation:  Approve   
 

a. Mr. Steven Williams, Cafeteria Worker I, in the position of Stock and Delivery Clerk 
from June 11, 2012 to June 15, 2012 (First Extension)  

 
 Motion by: Barbara Inatsugu  
 Seconded by: Michael Sidley 
 Vote:  3 – 0 

 
B. Discussion Item(s): 

 
1. HR-PC Reorganization – Tabled until June 12, 2012 

 
 

2. Amendment, Deletion or Addition to Merit Rules – Tabled until June 12, 2012 
 

3. Personnel Requisition Status Report 
Ms. Stephanie Perry, Personnel Analyst, provided a brief overview of the vacancies. 
There were three (3) vacancies on a certification list (meaning that the Personnel 
Commission staff has submitted a list of candidates who qualified and ranked in the first 
three (3) ranks) and five (5) were currently open (meaning that the hiring authority has 
not received a certification list because the recruitment is still in process) as of May 2, 
2012. The Month-to-Month Comparison Report showed ten (10) vacancies on file in April 
2012. The Personnel Commission has received no (0) vacancies, no (0) positions have been 
filled, and two (2) positions were cancelled and/or placed on hold. Ms. Perry provided a 
monthly comparison over the past year as well as a detailed description of individual 
vacancies and their current status. 
In the graphic representation: thirty-seven percent (37%) of positions have been certified 
to managers; sixty-three percent (63%) of positions are open; one hundred percent 
(100%) of positions are more than twenty (20) hours a week; fifty percent (50%) of 
positions are new and fifty percent (50%) are vacant; one hundred percent (100%) 
positions are located in Santa Monica. 

 
4. Personnel Commission’s Twelve-Month Calendar of Events 

 Personnel Commission Retreat 
 2011 – 2012 
New calendar will be presented at the next regular Personnel Commission meeting on 
June 12, 2012. 

  
 

C. Information Item(s): 
 
1. Classified Personnel – Merit Report - No. A. 14 

 March 15, 2012 
 Classified Personnel – Merit Report - No. A. 19 

 April 19, 2012 
2. Classified Personnel – Non-Merit Report – No. A. 15 

 March 15, 2012 
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 Classified Personnel – Non-Merit Report - No. A. 20 
 April 19, 2012 

3. Career Development Training – Module 3: Interview Skills Workshop 
 

4. Merit Rules Review Tracker 
No changes 
 

5. Workforce Organization Development and Strategic District Partnership Tracker 
No changes 

 
 
 
VI. Personnel Commission Business: 

 
A. Personnel Commissioner Comments 

 
Commissioner Inatsugu made a comment (not captured due to malfunction of recording 
equipment) 
 

B. Future Items  
 
 

Subject Action Steps Tentative 
Date 

Merit Rules Revisions Second Reading of Changes to Merit Rules: 
Chapter XI: Vacation, Leaves of Absence and 
Holidays 
Chapter XII: Salaries, Overtime Pay, and 
Benefits 
First Reading of Changes to Merit Rules: 
Chapter XIV: Disciplinary Action and Appeal 
Chapter XVI: Grievance Procedure  

June 
2012 

Job Fair (Malibu)  June 
2012 

Personnel Commission’s 
Guiding Principles and 
Transparency 

 TBD 

Overview of the District 
Strategic Plan 2012 

 TBD 

Strategic Mission 
Planning and Goals 
Setting for the Personnel 
Commission 

 TBD 

 
 
 
VII. Next Regular Personnel Commission Meeting: 

Tuesday, June 12, 2012, at 5:00 pm - District Office Board Room 
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VIII. Adjournment:  There being no further business to come before the Personnel Commission, it is 
recommended that the meeting be adjourned. 

 
 
Motion by: Michael Sidley 
Seconded by: Shane McLoud 
Vote:  3 – 0 

 
    
 

TIME ADJOURNED:  8:23 p.m. 
 
 

Submitted by:  _____________________ 
    Wilbert Young, Ph.D. 
    Secretary to the Personnel Commission 
    Director, Classified Personnel 

 
 
 
If you wish to receive a full copy of the Personnel Commission Agenda Packet, please contact the Personnel 
Commission Office at (310) 450-8338, ext. 70-279. 



SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 
PERSONNEL COMMISSION 

District Office Board Room 
1651 Sixteenth Street, Santa Monica CA  90404 

  
MINUTES 

 
SPECIAL MEETING 

May 22, 2012 @ 5:00 p.m. 
District Office Board Room 

 
Electronically Recorded 

 
       

 
PERSONNEL COMMISSIONERS:  Mrs. Barbara Inatsugu, Mr. Shane McLoud, and Mr. Michael Sidley 
 
 
I. General Functions: 
 

A. Call to Order:  The Regular Meeting of the Personnel Commission was called to order at 
5:02 p.m. 

 
B. Roll Call:  Commissioners Inatsugu and Sidley were present.  

 
C. Pledge of Allegiance:  Commissioner Inatsugu led all in attendance in the Pledge of 

Allegiance. 
 

D. Motion to Approve Agenda: 
 

Motion by: Barbara Inatsugu 
Seconded by: Michael Sidley  
Vote:  2 – 0 

  
The agenda was amended.  The agenda item III.A.1. “Public Hearing and Adoption of Fiscal 
Year 2012-2013 Proposed Personnel Commission Budget” superseded section II “Closed 
Session.” 

 
 

E. Public Comments: Public Comments is the time when members of the audience may address 
the Personnel Commission on items not scheduled on the meeting’s agenda.  All speakers are 
limited to three (3) minutes.  When there are a large number of speakers, the Personnel 
Commission may reduce the allotted time to two (2) minutes per speaker.  The Brown Act 
(Government Code) states that Personnel Commission members may not engage in discussion of 
issues raised during “Public Comments” except to ask clarifying questions, make a brief 
announcement, make a brief report on his or her own activities, or to refer the matter to staff. 

 
1. Request to Speak on Agenda Items 

Mrs. Diane Hernandez, Accounting Technician, read a memorandum on behalf of Mrs. 
Patsy Herschberger, Administrative Assistant, regarding a layoff of Human Resources 
Technician in the Personnel Commission. The memorandum included Mrs. 
Herschberger’s history with the District sharing her recollections of limited Personnel 
Commission staff and the negative impact on the District at that time. Mrs. Herschberger 
urged the Personnel Commission to maintain the current staffing level. 
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2. Request to Speak on Non-agenda Items 
 None 
 
 

 
II. Action/Discussion Items/or Other Information:   

 
A. Action Item(s): 

 
1. Public Hearing and Adoption:  Fiscal Year 2012–2013 Proposed Personnel Commission 

Budget:  See attached 
 Director’s Recommendation:  Approve 

 
Motion to Open Public Hearing regarding the Personnel Commission Budget: Barbara Inatsugu 
Seconded by:         Michael Sidley 
Vote:          2 – 0 
 

 TIME OPENED:  5:12 p.m. 
 
Motion to Adopt Personnel Commission Budget for 2012 - 2013:  Barbara Inatsugu 
Seconded by:         Michael Sidley 
Vote:          2 – 0 
 
Motion to Close Public Hearing: Barbara Inatsugu 
Seconded by:   Michael Sidley 
Vote:    2 – 0 

 
 TIME CLOSED:  6:00 p.m. 

 
 Dr. Young presented a brief background of his meetings with Ms. Debra Moore Washington 
 regarding the proposed transfer of assignments from Human Resources to the Personnel 
 Commission. Agreement was reached to transfer five (5) assignments that deal with classified 
 personnel.  
 Mrs. Washington expressed the District’s preference for 0.5 FTE reduction within the Personnel 
 Commission; however, the transfer of specified duties from Human Resource to the Personnel 
 Commission is being considered. She provided a detailed explanation of the process developing 
 her organizational chart.  
 Commissioner Sidley inquired about timelines for implementation of the assignments’ 
 transition. Mrs. Washington estimated a few weeks. 
 Mrs. Beth Papp, Human Resources Technician, expressed her concern regarding the staffing in 
 Human Resources. 
 Mrs. Cindy Johnston, Human Resources Technician, requested clarifications regarding 
 the transferred assignments and duplication of duties. 
 Mrs. Lisa Burton, Accounting Technician, expressed her support of maintaining the current 
 staffing within the Personnel Commission. 
 Dr. Young stated that the current staff is able to effectively absorb the proposed assignments 
 from Human Resources before the beginning of the new fiscal year.  
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 Commissioner Inatsugu inquired about the proposed assignments should a layoff in  
 the Personnel Commission take place. Dr. Young stated that these assignments would remain 
 with Human Resources. In addition, there would be a negative impact on the District as took 
 place in the past when the Personnel Commission was short of staff.  
 Dr. Young also discussed the possibility of adjusting the budget in the next fiscal year with 
 the Fiscal Department of Los Angeles County of Education. 
 Commissioner Inatsugu moved that the Personnel Commission’s proposed budget for fiscal year 
 2012-2013 will be adopted with the following stipulations: 

 Per agreement with the District, maintain the current staffing level in the Personnel 
Commission 

 Absorb the transfer of the following duties from the Human Resources Department: 
- Classified Employment Verifications 
- Classified Unemployment Insurance Claims 
- Board Agenda Reports 
- Instructional Assistant – Special Education Substitute Desk 
- Employee Processing for Non-Merits 

 The process of transfer of duties will begin immediately, and it will be accomplished no later 
 than 21 days after May 22, 2012. 
  

 
 

II. Closed Session:   
 Public Employee, to consider appointment, employment, performance evaluation, or dismissal of 

employee pursuant to GC §54957 as cited in the Brown Act 
 

 Employment of Personnel Commission Staff 
 
Motion by: Barbara Inatsugu  
Seconded by: Michael Sidley 
Vote:  2 – 0 

 
TIME ADJOURNED TO CLOSED SESSION:  5:35 p.m. 

  
 TIME RETURNED TO OPEN SESSION AT:  5:55 p.m. 
 

The Commission reported out of Closed Session at 5:55 p.m.  No action was taken. 
 
 
 
IV. Next Regular Personnel Commission Meeting: 

Tuesday, June 12, 2012, at 5:00 pm - District Office Board Room 
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V. Adjournment:   
There being no further business to come before the Personnel Commission, it is recommended that the 
meeting be adjourned. 

 
Motion by: Barbara Inatsugu  
Seconded by: Michael Sidley 
Vote:  2 – 0 

 
   TIME ADJOURNED:  6:03 p.m. 
 
 
 

Submitted by:  _____________________ 
    Wilbert Young, Ph.D. 
    Secretary to the Personnel Commission 
    Director, Classified Personnel 

 
 
 
 
 
If you wish to receive a full copy of the Personnel Commission Agenda Packet, please contact the Personnel 
Commission Office at (310) 450-8338, ext. 70-279. 
 ext. 70-279. 



 

 
II. Report From The Director Of Classified 

Personnel: 
 

A. Approved Professional Experts Request (less than 90 working days 
or total of 720 work hours per Personnel Commission Rule 
§3.1.5.(C): Professional Expert Program) by the Director of 
Classified Personnel 
 Ms. Mersedeh Farokzadeh, Technical Specialist II, Counselor, 

from August 1, 2012 to June 30, 2013, Franklin Elementary 
School 

 
B. Merit Rules Advisory Committee (A.R.C.) Update 

 Advisory Rules Committee Agenda – May 24, 2012 
 

C. Approved Working Out of Class Request (90 working days per 
Personnel Commission Rule §3.2.8.(C): Working Out of Class) by the 
Director of Classified Personnel 
 Ms. Nawal Ballat, Cafeteria Worker I, in the position of the 

Cafeteria Worker II from May 25, 2012 to May 25, 2012 
 Ms. Christine Garrett, Senior Office Specialist, in the position of 

the Senior Administrative Assistant from June 14, 2012 to July 
31, 2012 

 Mr. Jose Lopez, Gardener, in the position of the Equipment 
Operator-Tree Trimmer from May 14, 2012 to June 30, 2012  

 Mr. Gregory Wilkinson, Instructional Assistant – Physical 
Education, in the position of the Physical Activities Specialist 
from June 11, 2012 to June 15, 2012 

 
D. Disciplinary Hearings  

 Ref. Number:  7003 1680 0002 6368 3401   
 Ref. Number:  7003 1680 0002 6368 3517 

- Hearings:  TBD 
 Ref. Number:  7011 0470 0002 6451 4053 
 Ref. Number:  7011 0470 0002 6451 4138 

- Pre-hearing Conference:  TBD 
  



 
E. Human Resources Transfer of Assignments to Personnel Commission 

– Update 
 Board Agenda 
 Classified Employment Verifications  
 Classified Unemployment Claims 
 Assigning Substitutes – Including Special Education Substitutes 
 Classified Employee Processing – Non Merit 

 
F. Proposed Personnel Commission Budget for Fiscal Year 2012-2013  

 Signed by the Superintendent on May 22, 2012 
 Transmitted to Los Angeles County of Education on May 25, 2012 
 Approved by Los Angeles County of Education on May 30, 2012 
 



 
 

SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 
Advisory Rules Committee (A.R.C.) 

District Office Testing Room 
1651 Sixteenth Street, Santa Monica CA 90404 

 
AGENDA 

 
May 24, 2012 @ 1:00 p.m. 

 
 
 
1. Review: 
 

 Chapter XI:  Vacation, Leaves of Absence and Holidays 
 

 Chapter XII:  Salaries, Overtime Pay, and Benefits 
 
 
2. Review of Chapter XIV:  Disciplinary Action and Appeal (cont.) 
 
 
3. Review of Chapter XVI:  Grievance Procedure  
 
 
4. Other Business: 
 
 
5. Next Regular A.R.C. Meeting 
 

o TBD 
 
 
 
 
 
 

 





 
 
 
 
 
III.  Consent List: 

 
 

A. Approve Classified Personnel Eligibility List(s): 
 

Classification                 # Eligibles 
    
   Developmental/Health Instructional Assistant  2 
    
    

Motion by: _____________________ 
Seconded by: _____________________ 
Vote:  _____________________ 
 
 

B. Certify All Active Classified Positions Seniority List  
(Personnel Commission Rule §13.1.4.A.: Seniority Lists) 

 
 
Motion by: _____________________ 
Seconded by: _____________________ 
Vote:  _____________________ 
 

 



PERSONNEL COMMISSION 
SENIORITY LISTS 

 

Pursuant to Personnel Commission Merit Rule §13.1.4.A.- “Seniority lists Seniority 
lists shall be prepared for each class and updated as needed.  The lists shall be 
approved by the Director of Classified Personnel and certified by the 
Commission.” - the Director of Classified Personnel presents Seniority Lists for all 
active classified positions. 
 

 











































































































































































































































































 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

IV.  Discussion/Action Items/or Other Information: 
 
 
A. Action Item(s): 

 
 

1. Advanced Step Placements:   
 

a.  The Director of Classified Personnel recommends that the 
Personnel Commission approve Advanced Step Placement 
for new employee Ted Berumen in the classification of 
Senior Buyer pursuant to Personnel Commission Rule 
§12.2.4.(B): Salary on Employment based on criteria for the 
minimum experience and education.  

  Director’s Recommendation:  Approve   
 

 Motion by: _____________________ 
 Seconded by: _____________________ 

   Vote:  _____________________ 
 

2. Classification Revisions:   
Director’s Recommendation:  Approve 

 
a. The Director of Classified Personnel recommends that  
 the Personnel Commission approve the revision to  
 the Developmental/Health Instructional  Assistant 
 classification specification within the Special Education 
 department 

  
Motion by: _____________________ 

 Seconded by: _____________________ 
 Vote:  _____________________ 
 



b. The Director of Classified Personnel recommends that  
 the Personnel Commission approve the revision to  
 the Personnel Analyst classification specification within 
 the Personnel Commission 

  
Motion by: _____________________ 

 Seconded by: _____________________ 
 Vote:  _____________________ 
 

c. The Director of Classified Personnel recommends that  
 the Personnel Commission approve the revision to  
 the Specialized Instructional Assistant classification 
 specification within the Special Education department 

  
Motion by: _____________________ 

 Seconded by: _____________________ 
 Vote:  _____________________ 

 
 

B. Discussion Item(s): 
1. HR-PC Reorganization Perspective 
2. Amendment, Deletion or Addition to Merit Rules 
3. Hearing Protocol 

 Merit Rules:  Chapter XIV: Disciplinary Action and 
Appeal 

 Supplement A: Script for Appeal Hearing 
 Supplement B:  Procedural Steps 

4. Personnel Requisition Status Report 
5. Personnel Commission’s Twelve-Month Calendar of Events  

 2012 – 2013 
 
 

C. Information Item(s): 
1. Classified Personnel – Merit Report - No. A.23 

 May 17, 2012 
 Classified Personnel – Merit Report - No. A. 18 

 June 7, 2012 
2. Classified Personnel – Non-Merit Report – No. A.24 

 May 17, 2012 
 Classified Personnel – Non-Merit Report - No. A. 19 

 June 7, 2012 
3. Recruitment Process Overview 
4. Merit Rules Review Tracker 
5. Workforce Organization Development and Strategic District 

Partnership Tracker 
 



PERSONNEL COMMISSION 
SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 

Regular Meeting:  Tuesday, June 12, 2012  
 
AGENDA ITEM NO: IV.A.1.a. 
 
SUBJECT: Advanced Step Placement – Ted Berumen 
 
BACKGROUND INFORMATION: 
 
Classification Title:  
Senior Buyer 
 

Employee:   
Ted Berumen 

Education and Experience: 
 

 Educational attainment equivalent to a 
high school diploma or its recognized 
equivalent.  Some college-level 
coursework is desirable. 
 

 Five (5) years of experience in 
purchasing, contracting or contract 
administration.  Experience in public 
works bidding is desired. 

 
 

 Ted has a Bachelor’s Degree in 
Business Administration from Cal State 
Fullerton 
 
 

 Ted has over twelve (12) years 
experience working as a 
Purchasing/Inventory Specialist and a 
Purchasing Manager and eight (8) years 
as a Business Manager. He has also 
worked as a provisional employee in 
the Senior Buyer position at 
SMMUSD. 

 
 

  
 

 

 
DIRECTOR’S RECOMMENDATION: 
 
 

Mr. Berumen’s professional training and experience significantly exceed the minimum 
requirements specified for this classification.  The Director of Classified Personnel recommends 
that the Personnel Commission approve this request for Advanced Step Placement at Range 41 , 
Step  F  on the 2007-08 Classified Employee’s Salary Schedule pursuant to Merit Rule §12.2.4. (B) 
Salary on Employment (attachments).  Pay rate at Step A is $20.76/hour, Step F is $26.50/hour. The 
net difference in pay is an increase of $5.74 per hour. 
 
 
Motion by: __________________ 
Second by: __________________ 
Vote:  __________________ 





 
 

SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 
 
 
CLASS TITLE: SENIOR BUYER             

 
Classified Employee’s Salary Range: A-41 

 
BASIC FUNCTION: 
 
 

Under general direction of the Director of Purchasing, assist in contract review and 
evaluation; public works bidding; construction documents; equipment purchases. 
 
DISTINGUSING CHARACTERISTICS AMONG RELATED CLASSES: 
 

 Assistant Buyer is the entry-level class in the Buyer series.  Positions assigned to 
this class assist Buyers in the purchase of a variety of commodity items and in 
the preparation, finalization, and ordering on continuing-price contracts. 

 
 Buyer is the intermediate level class in this series.  Positions assigned to this 

class exercise independent judgment in solving problems of average difficulty 
and are responsible for the complete purchasing cycle involved in the acquisition 
of a wide variety of supplies, materials, or equipment for use by the District. 

 
 Senior Buyer is the senior level class in this series.  Positions assigned to this 

class are responsible for researching and exercising initiative and judgment in 
solving more difficult problems in the area of facility-related purchases and 
construction and public works contracts. 

 
REPRESENTATIVE DUTIES: 
 
ESSENTIAL DUTIES: 

 Handle formal bid processes for complex projects including a prequalification 
process, if appropriate; assist in preparing bid openings and bid results.   

 Prepare and process bid specifications and contracts; receive bids and price 
quotes and evaluate according to established criteria; record bid events and 
verifies vendor compliance with bid requirements and restrictions.   

 Handle bids for sale of surplus property, which entails preparing bid for 
advertisement, completing bid forms, and notifying the highest bidders as to the 
items they are awarded. 

 Prepare and process construction and service contracts.   

 Manage/monitor leases, contracts and licenses for renewal or expiration; renew 
as appropriate.   

 Meet with vendors regarding new merchandise and sources of supply.   

 Review requisitions, purchase orders and bids for conformance and compliance 
with established standards and regulations; obtain necessary information from 
District personnel to complete documentation.   

 Compose correspondence and design and revise forms. 
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 Prepare and maintain a variety of logs, contracts, files and records relating to 

requisitions, inventory, vendors and other purchasing-related issues; prepare 
periodic and special reports as needed; enter and retrieve data using a 
computer terminal and assigned software.   

 Award bids and quotations and prepare purchase orders.  

 Coordinate the transfer of surplus or unused supplies and equipment between 
departments, as needed, and the sale of all supplies and equipment.  

 May provide technical guidance to lower-level technical and clerical staff; may 
assist lower level personnel in the preparation of more difficult or complex 
specifications for bid requests.  

OTHER DUTIES 

 Perform related duties as assigned. 

 
SUPERVISION: 
 

General direction is received from the Director of Purchasing. May provide functional 
and technical guidance to lower-level technical and clerical staff. 
 
KNOWLEDGE AND ABILITIES: 
 
KNOWLEDGE OF: 

 Practices and methods of public agency purchasing, including competitive 
bidding procedures.  

 Purchasing procedures, terminology and inventory control and warehousing 
methods and procedures.  

 Applicable sections of State Education Code and other applicable laws.  
 Technical aspects of researching, comparing and purchasing supplies, contracts, 

materials and equipment.  
 Record-keeping and report preparation methods and techniques.  
 Personal computers and applicable word processing, spreadsheet, and 

purchasing software and fixed-asset inventory systems.  
 District organization, operations, policies and objectives.  
 Research methods.  
 Effective customer service techniques.  
 Oral and written communication skills. 

 
ABILITY TO: 

 Read and interpret purchase requisitions and specifications.  
 Prepare and process construction and service contracts.  
 Prepare bid specifications.  
 Explain and apply policies, practices and terminology used in purchasing 

supplies and materials for a school district.  
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 Operate a personal computer and applicable software, including fixed assets 
software systems.  

 Assure proper and timely resolution of purchasing issues, conflicts and 
discrepancies. 

 Maintain records and prepare reports. 
 Accurately compile, tabulate and calculate data. 
 Learn about environmentally preferable products that adhere to City of Santa 

Monica Sustainable Program.  
 Work independently with little direction.  
 Meet schedules and timelines.  
 Provide technical guidance to clerical staff. 
 Communicate effectively both orally and in writing. 
 Establish and maintain cooperative working relationships with those contacted in 

the course of work. 
 Provide effective customer service.  

 
EDUCATION AND EXPERIENCE: 
 
EDUCATION: 
Educational attainment equivalent to a high school diploma or its recognized equivalent.  
Some college-level coursework is desirable. 
 
EXPERIENCE: 
Five (5) years of experience in purchasing, contracting or contract administration. 
Experience in public works bidding is desired.    
 
LICENSES AND OTHER REQUIREMENTS: 
A valid California Class C driver’s license and availability of private transportation or 
ability to provide transportation between job sites may be required. 
 
WORKING CONDITIONS: 
 
ENVIRONMENT: 
This is primarily a sedentary classification and the employee works in an office 
environment with moderate noise levels, controlled temperature conditions and no 
direct exposure to hazardous physical substances. Some work is performed off-site 
visiting vendors and District facilities.  
 
PHYSICAL DEMANDS: 
Finger dexterity is needed to access, enter and retrieve data using a computer 
keyboard or calculator and to operate standard office equipment. Physical demands 
include standing, kneeling, crouching, bending, reaching, grasping, lifting, pushing and 
pulling boxes of files and/or equipment weighing up to twenty (20) lbs. 
 
 
DUTIES APPROVED CLASSIFICATION APPROVED 
BOARD OF EDUCATION: PERSONNEL COMMISSION: 

September 27, 2007 

Revised, November 4, 2010 
November 9, 2010 

 



Personnel Commission Merit Rule 12.2.4.B – Approved by the Personnel Commission:  January 12, 2010 

RULE 12.2.4.B:  SALARY ON EMPLOYMENT  
 
 

A new employee may request or be recommended for Advanced Step Placement within 
the first sixty (60) working days during the probationary period.  If the new employee is 
granted Advanced Step Placement, the salary rate shall be retroactive to the date of entry 
in the classification.  The request or recommendation shall be submitted, in writing, to the 
Director of Classified Personnel.  The Advanced Step Placement is subject to the 
recommendation of the Director of Classified Personnel and approval of the Commission.  
The Director of Classified Personnel shall base the recommendation on a determination 
that the new employee’s previous experience and qualifications substantially exceed the 
qualifications of the classification. 

 
 
 
 
 
 





 

 

PERSONNEL COMMISSION 
SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 

Regular Meeting:  Tuesday, June 12, 2012 
 
 
 
AGENDA ITEM NO: IV.A.2.a. 

SUBJECT:  Classification Specification Revision–Developmental/Health Instructional Assistant 

 

BACKGROUND INFORMATION: 

In consultation with the Special Education staff, the classification title is being changed for 
consistency within the instructional support job family.   

The classification specification revision is presented in legislative format.  Please see attachment. 

 

DIRECTOR’S RECOMMENDATION: 

The Director of Classified Personnel recommends that the Personnel Commission approve the 
update to the classification specification for the Developmental/Health Instructional Assistant. 

 

 

 
 

Motion by:  
Second by:  
Vote:  

 
 



 

 

PERSONNEL COMMISSION 
SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 

 
DEVELOPMENTAL/HEALTH INSTRUCTIONAL ASSISTANT 

 
CLASS TITLE:  INSTRUCTIONAL ASSISTANT-DEVELOPMENTAL HEALTH 

 

Classified Employees Salary Schedule – Range 23 

BASIC FUNCTION: 
Under the general supervision of an administrator, the Developmental/Health Instructional Assistant - will 
provide assistance with implementation of instructional programs for students with significant disabilities; 
will provide assistance in meeting special health care needs which may include feeding, toileting, 
diapering, and/or personal hygiene, positioning students in wheelchairs and other orthopedic equipment, 
and monitoring physical health conditions of students who are medically fragile, in accordance with 
established procedures. 
 

REPRESENTATIVE DUTIES 
ESSENTIAL DUTIES: 
1. Assists with specialized physical health care services, such as lifting and positioning students in/out 

of wheelchairs, braces, and other orthopedic equipment, and operating medical equipment as 
appropriate (e.g., gastrostomy tube, tracheotomy tube, colostomy) after receiving necessary training. 

2. Assists teachers with activities for students with special needs in all educational settings individually 
and/or groups to provide instructional support in, but not limited to, cognitive, gross/fine motor and 
adaptive behavior skills, vocational skills, social and leisure skills, physical development and fitness.  

3. Assists students to and from transportation (on the bus as needed) within the school schedule by 
wheeling beds and chairs; positioning and repositioning students and operating medical equipment as 
appropriate (e.g., gastronomy tube, tracheotomy tube, colostomy) after receiving necessary training; 
assists during the transporting and instruction of students in off-campus or community based settings. 

4. Assists the teacher in maintaining health/ safety of severely and multiple handicapped students by 
being aware of the environment and the potential hazards of each child’s actions; assist the teacher 
according to established guidelines and procedures.   

5. Serves/prepares meals and feeds students with severe eating problems; monitors self-feeding students 
as directed by a teacher/health plan; when appropriate, use gastrostomy and suctioning equipment and 
takes appropriate action when students have difficulty while eating.   

6. Helps provide assistance for the students with personal hygiene/grooming; monitor individual 
bathroom routines; change diapers and/or clothing as needed. 
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7. Assists designated instructional service providers with physical development activities when 
applicable.  

8. Administers medication, first aid and/or CPR in accordance with established health plan.  

9. Performs routine sanitation duties to ensure a clean/sterile environment (e.g., clean dishes, tables, 
toys, therapy equipment).  

10. Assists students in using computer applications and related assistive technology. 

11. Attends trainings, workshops, and staff development meetings as required. 

12. Assists teachers with implementation of student’s Individualized Education Program (IEP). 

13. Completes reports and records, such as accident and incident reports. 

14. Completes reports and records, such as accident and incident reports. 
 

OTHER DUTIES: 

15. Performs related duties as assigned. 

 

SUPERVISION: 

Supervision is received from a site administrator.  Technical and functional direction is received from teacher and 
District health personnel.  No supervision of other staff is exercised. 
 

KNOWLEDGE AND ABILITIES: 
KNOWLEDGE OF: 

 Basic child development as it relates to students with significant disabilities. 

 Special needs of students with severe and multiple health/medical problems. 

 Basic strategies and techniques of assisting in the instruction of students who are medically fragile. 

 Oral and written communication skills; correct English usage, grammar, spelling, punctuation, and 
vocabulary. 

 Basic mathematical skills. 

 Basic computer applications/assistive technology 

 Personal hygiene practices; health and safety regulations (including first Aid and CPR procedures) 

ABILITY TO: 

 Assist teacher in responding to student health emergencies. 

 Assist in bathroom routines and feeding 

 Prepare instructional materials and maintain records as directed by teacher 
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 Use basic computer applications and assistive technology. 

 Assist in lifting students and equipment. 

 Demonstrate awareness and sensitivity toward students and their individual differences in terms of 
abilities, cultures and languages. 

 Maintain confidentiality of student records or other sensitive and privileged information in 
accordance with district, state and federal mandates and other specified legal requirements or policies. 

 

EDUCATION AND EXPERIENCE: 
Any combination of education and experience equivalent to: 

 

EDUCATION: 

Must have a high school diploma or its recognized equivalent and 

 Completed 48 units at an institution of higher learning; or 

 Obtained an Associate’s (or higher) degree; or 

 Must pass the District’s Instructional Assistant written examination demonstrating knowledge of 
and the ability to assist in instructing reading readiness, writing readiness and mathematics 
readiness. 

EXPERIENCE:  

At least three hundred (300) contact hours paid or voluntary experience with individuals with special 
needs.  
 

At least one (1) year of experience working with students with health/orthopedic impairments is highly 
desirable. 
 

LICENSES AND OTHER REQUIREMENTS: 

Valid First Aid and CPR Certificate issued by an authorized agency.  Some positions in this classification 
may be required to utilize a designated second language. 
 

SPECIAL INFORMATION: 

None. 
 

WORKING CONDITIONS 

ENVIRONMENT: 

Diversified special education classroom environment including students with significant disabilities; 
subject to changing diapers and bathroom routines.   
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PHYSICAL DEMANDS: 

May require sitting, stooping, crouching, standing, and walking to work with assigned students.  Must 
have hand and finger dexterity to operate specialized equipment and instructional equipment, and lifting 
heavy students. 
 
 

DUTIES APPROVED CLASSIFICATION APPROVED 
BOARD OF EDUCATION: PERSONNEL COMMISSION: 
Approved 2005 June 14, 2005 

Revised February 21, 2006 
Revised September 19, 2006 
Revised September 2, 2008 

Title/Revision change from Instructional Assistant-Health, 
March 10, 2009 

Title/Revision change from Developmental/Health 
Instructional Assistant, June 12, 2012 

 
 

 
 
 

  
 



PERSONNEL COMMISSION 
SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 

Regular Meeting:  Tuesday, June 12, 2012 
 
 
 
AGENDA ITEM NO: IV.A.2.b. 

SUBJECT:  Classification Specification Revision–Personnel Analyst 

 

BACKGROUND INFORMATION: 

The classification title is being changed for consistency within the human resources job family.  Job 
requirements were revised for future recruitment purposes.  

The changes are not sufficient to alter the salary allocation for the classification.  The classification 
specification revision is presented in legislative format.  Please see attachment. 
 

DIRECTOR’S RECOMMENDATION: 

The Director of Classified Personnel recommends that the Personnel Commission approve the 
update to the classification specification for the Personnel Analyst. 

 

 

 
 

Motion by:  
Second by:  
Vote:  

 
 

 

 



PERSONNEL COMMISION 
SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 

 
CLASS TITLE:  PERSONNEL ANALYST 

Management Salary Range: M-46 
 
BASIC FUNCTION 
DEFINITION 
 

Under the direction of the Director of Classified Personnel, performs professional level, technical 
personnel work related to examination development; position classification; compensation; selection; 
analysis of personnel policies, rules and legal issues; and special projects. 
 
REPRESENTATIVE DUTIES: 
 

ESSENTIAL DUTIES: 
 Plans and prepares examination content and procedures; devises and develops methods of testing 

required knowledge, skills and abilities and prepares test standard; obtains, constructs, analyzes and 
edits examination materials and confers with subject matter experts in the development and 
evaluation of examinations; recommends weights of test parts and analyzes their effect. E 

 Plans, supervises and participates in the administration and rating of performance and work sample 
tests, interviews and other selection methods, including obtaining and briefing raters regarding test 
standards and procedures. E 

 Scores examination results; establishes pass points; performs item analysis; establishes eligibility list 
and prepares related correspondence and reports. E 

 Provides information regarding Merit System rules and regulations, classification and compensation 
plan and studies labor agreements and personnel related sections of the Education Code and Board of 
Education policies and procedures. E 

 Develops recruitment sources and campaigns; composes and prepares job bulletins and other 
announcements and causes their distribution; composes and places recruitment advertisements in 
appropriate media.  E 

 Conducts job analyses to determine knowledge, skills and abilities to be measured in content valid 
selection examinations. 

 Participates in examination review procedures and analyzes and recommends responses to 
examination protests. E 

 Conducts and participates in position classification studies and recommends salary allocations; 
develops and revises class descriptions and prepares recommendations for the establishment of new 
classifications and the reclassification of positions and classes. E 

 Conducts or participates in surveys of wages, salaries, fringe benefits, differentials, class titles and 
minimum qualifications required; evaluates comparability of duties, level of responsibilities and 
conditions of work performed for public and private employers; recommends wages or salaries for 
classes and group of classes.  E 

 Plans and conducts statistical and special studies and makes recommendations based on results of 
such studies in the areas of compensation, position, classification and personnel policies and 
procedures. 

 
OTHER DUTIES 
 Performs other related duties as assigned. E 
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SUPERVISION: 
Supervision is received from the Director of Classified Personnel.  Supervision may be exercised over 
assigned Personnel Commission Staff. 
 
KNOWLEDGE AND ABILITIES 
JOB RELATED AND ESSENTIAL QUALIFICATIONS: 
 

KNOWLEDGE OF: 
 Effective customer service techniques. 
 Principles and practices of public personnel administration. 
 State and Federal Laws, regulations and guidelines related to employment discrimination. 
 Merit principles of public personnel administration based upon selection and retention of the best-

qualified individual. 
 Personnel Commission Rules and Board of Education policies. 
 Appropriate, current methods of examination design, development and validation. 
 Test strategies and statistics used in test and item analysis and validation. 
 Recruitment, selection and employment principles and practices. 
 Methods utilized in the development and administration of position classification and 

compensation plans. 
 Methodology and techniques of job analysis and research. 
 Report preparation and presentation methods and techniques. 
 Effective oral and written communication skills. 
 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 Computer hardware and software. 

 
ABILITY TO: 

 Efficiently organize working time and procedures under pressure of multiple assignments and 
deadlines. 

 Effectively analyze and resolve problems in examination development, employee selection, 
classification and compensation  

 Work independently with minimal direction. 
 Maintain confidentiality and security of sensitive information. 
 Accurately compile, tabulate and calculate data. 
 Perform mathematical calculations with speed and accuracy. 
 Effectively prepare surveys, questionnaires and other data gathering instruments. 
 Express technical concepts clearly, concisely and persuasively both orally and in writing. 
 Learn computer software. 
 Stay abreast of developments in examination development, classification and compensation. 
 Establish and maintain cooperative working relationship with administrators, coworkers, other 

employees, job applicants and the public. 
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EMPLOYMENT STANDARDS: 
MINIMUM QUALIFICATIONS: 
 

EDUCATION AND EXPERIENCE 
Any combination of: 
 
Education: 
Graduation from an accredited college or university with a bachelor’s degree in Industrial/Organizational 
Psychology, Public Administration, or Personnel Administration. 
 
Experience: 
Three years of technical personnel experience, including at least one (1) year in examination 
development, preferably in a public agency, merit or civil service system. 
 
Any combination of education, training and/or experience that would be likely to provide the required 
knowledge, skills and abilities may be substituted on a year-for-year basis. 
 
LICENSES AND OTHER REQUIREMENTS 
A valid California Class C driver’s license and the availability of private transportation or the 
ability to provide transportation between jobs sites is required. 
 
WORKING CONDITIONS: 
 
ENVIRONMENT 
This is primarily a sedentary classification and the employee works in an office environment with 
moderate noise levels, controlled temperature conditions and no direct exposure to hazardous 
physical substances.  
 
Physical Requirements: 
PHYSICAL DEMANDS 
Hearing and speaking to exchange information (in person or by telephone) and make presentations; 
ability to sitting for long extended periods of time; seeing to read a variety of documents and view a 
computer monitor; dexterity of hands and fingers to operate a computer keyboard; occasionally 
bends, stoops, reaches, pushes and pulls drawers to retrieve and file information; occasionally lifts 
and carries reports and records that typically ability to safely lift and carry weigh up to ten (10) 
pounds. 
 
 
DUTIES APPROVED CLASSIFICATION APPROVED 
BOARD OF EDUCATION: PERSONNEL COMMISSION: 
No date. Approved June 25, 1981 

Revised June 08, 1983 
Revised April 04, 1994 

Revised August 16, 2005 
Title/Revision change from Personnel Analyst, 

 June 12, 2012 

 



 

 

PERSONNEL COMMISSION 
SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 

Regular Meeting:  Tuesday, June 12, 2012 
 
 
 
AGENDA ITEM NO: IV.A.2.c. 

SUBJECT:  Classification Specification Revision–Specialized Instructional Assistant 

 

BACKGROUND INFORMATION: 

In consultation with the Special Education staff, the classification title is being changed for 
consistency within the instructional support job family.   

The classification specification revision is presented in legislative format.  Please see attachment. 

 

DIRECTOR’S RECOMMENDATION: 

The Director of Classified Personnel recommends that the Personnel Commission approve the 
update to the classification specification for the Specialized Instructional Assistant. 

 

 

 
 

Motion by:  
Second by:  
Vote:  

 
 



 

 

  
PERSONNEL COMMISSION 

SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 
 

SPECIALIZED INSTRUCTIONAL ASSISTANT 
 
CLASS TITLE:  INSTRUCTIONAL ASSISTANT-SPECIALIZED 
 

Classified Employees Salary Schedule – Range 26 

BASIC FUNCTION: 
Under the general supervision of the Behavior Intervention Specialist, the Specialized Instructional 
Assistant (SIA) will provide intensive behavior intervention services and support for students with 
exceptional needs as specified on the student’s Individualized Educational Program (IEP).  The SIA will 
provide assistance at the school. 

 

REPRESENTATIVE DUTIES: 
 
ESSENTIAL DUTIES: 
1. Provides intensive behavior intervention services to designated students with exceptional needs in a 

variety of settings, including but not limited to, the classroom, home and community under the 
supervision and direction of the Behavior Intervention Specialist. 

2. Provides information to assist instructional personnel in developing or modification of behavior 
intervention including, but not limited to, individual and/or site-based behavior support plans 
involving behavior modification, reinforcement procedures, and Nonviolent Crises Intervention® 
(NCPI) strategies. 

3. Follows implementation plan for intensive behavioral intervention services.  

4. Records student progress including, but not limited to, data collection in a manner designated by the 
Behavior Intervention Specialist (BIS). 

5. Provides input to instructional personnel for the purpose of behavior intervention, including but not 
limited to, strategies and learning materials for behavior modification plans.   

6. Provides assistance for the instruction of students on an individual or groups basis to reinforce 
academics and/or behavioral skills.  

7. Assists in monitoring the safety of students in various educational settings.    

8. Tutors students individually or in small groups to reinforce learning, in accordance with the 
Individualized Education Program (IEP).   

9. Provides assistance for the scheduling of activities. 

10. Provides assistance for the preparation of charts, records, graphs, or other displays of student 
performance data. 

11. Helps provide assistance for the students with personal hygiene, self-reliance, and behavior 
modification. 

12. Provide assistance for the students in proper usage of computer applications and related assistive 
technology. 

 



 

 

SPECIALIZED INSTRUCTIONAL ASSISTANT 
INSTRUCTIONAL ASSISTANT-SPECIALIZED 
Page Two 
 

13. Attends trainings, workshops, and staff development meetings as required. 

14. Guide children with severe handicaps toward more acceptable social behaviors. 

15. Assist in managing behavior of children through use of a variety of reinforcement techniques. 

 

OTHER DUTIES: 
 Performs related duties as assigned. 

 

SUPERVISION: 
The Behavior Intervention Specialist provides the supervision with input from designated school 
personnel.  No supervision of other staff is exercised. 

 

KNOWLEDGE AND ABILITIES:  
KNOWLEDGE OF: 

 Basic characteristics of human behavior and practical learning patterns. 

 Child development principles and practices related to students with exceptional needs, especially with 
autism spectrum disorder and/or with behavioral, social-emotional deficits. 

 Intensive Behavioral modification techniques and procedures. 

 Oral and written communication skills; correct English usage, grammar, spelling, punctuation and 
vocabulary. 

 Basic computer applications and other assistive technology (e.g., assists with creating graphs/typing 
reports). 

 Data collection/summarization and progress report preparation techniques. 

 Personal hygiene practices; health and safety regulations. 

ABILITY TO: 

 Provide intensive behavioral intervention to designated students at school and/or the home. 

 Assist in the instruction of state standards-based curriculum and behavior management for students 
with exceptional needs, especially those identified with autism spectrum disorder and/or social-
emotional difficulties. 

 Effectively follow an intervention plan within clearly defined guidelines. 

 Record/summarize data and advise Behavior Intervention Specialist of progress. 

 Demonstrate awareness and sensitivity toward students and their individual differences in terms of 
abilities, cultures and languages. 

 



 

 

SPECIALIZED INSTRUCTIONAL ASSISTANT 
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 Maintain confidentiality of student records or other sensitive and privileged information in 
accordance with district, state and federal mandates and other specified legal requirements or policies. 

 Use computer applications and other assistive technology. 
 

EDUCATION AND EXPERIENCE: 
Any combination of education and experience equivalent to: 

 

EDUCATION: 

Must have a high school diploma or its recognized equivalent and 

 Completed 48 units at an institution of higher learning; or 

 Obtained an Associate’s (or higher) degree; or 

 Must pass the District’s Instructional Assistant written examination demonstrating knowledge of 
and the ability to assist in instructing reading readiness, writing readiness and mathematics 
readiness. 

 

EXPERIENCE: 

At least three hundred (300) contact hours of working with individuals with exceptional needs and/or 
behavioral, social-emotional deficits are required. This experience must be directly related to behavior 
modification within last five (5) years. 
 

At least one (1) year experience working with students/adolescents with autism spectrum disorder is 
highly desirable. 
 

LICENSES AND OTHER REQUIREMENTS:  

Must maintain a valid California driver’s license and be insurable by the District’s carrier and 
must have the use of a personal vehicle and telephone. 
 

SPECIAL INFORMATION:  

Incumbents in the classification may be assigned any duties normally assigned from the class 
specification for Instructional Assistant-Special Education. 
 

WORKING CONDITIONS 

ENVIRONMENT: 

Works in a classroom environment with students with exceptional needs exhibiting severe behavioral 
problems, including physical and emotional outbursts toward self/others such as kicking, spitting, 
scratching and biting.  May require protection of physical safety at school/home with behavior 
modification techniques.   
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PHYSICAL DEMANDS: 

May require sitting, stooping, crouching, standing, and walking to work with assigned students.  Must 
have hand and finger dexterity to operate office equipment, learning aids and instructional materials.  

May require driving to various district sites and/or to designated students’ home.  May occasionally lift or 
move a student weighing up to fifty (50) pounds.   

 
 
DUTIES APPROVED CLASSIFICATION APPROVED 
BOARD OF EDUCATION: PERSONNEL COMMISSION: 
Approved 2005 June 14, 2005 

Revised February 21, 2006 
Revised September 2, 2008 

Title/Revision change from Instructional Assistant-Intensive 
Behavioral Intervention March 10, 2009 

Title/Revision change from Specialized Instructional 
Assistant, June 12, 2012 

 
 

 

 



PERSONNEL COMMISSION 
SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 

Regular Meeting:  Tuesday, June 12, 2012 
 
 
AGENDA ITEM NO: IV.B.1. 
 
SUBJECT:  HR-PC Reorganization Perspective 
 
BACKGROUND INFORMATION: 
 
The attached documents give an historical perspective to the HR-PC Reorganization 
effort during the past several years at Santa Monica-Malibu Unified School District 
(SMMUSD). 
 

 Memorandum of Understanding MOU) Between SMMUSD and the Personnel 
Commission – December 13, 2004 

 
 MOU Extension Between the District and the Personnel Commission - 2006 

 
 SMMUSD HR NEWS – February 2005 

 
 Personnel Commission SMMUSD Special Meeting – March 6, 2007 

 
 Board of Education Agenda Item: MOU with Personnel Commission Regarding 

Reorganization of Human Resources Department – April 19, 2007 
 

 Proposed HR-PC Organization Alignment Chart – June 6, 2011 
 

 Personnel Commission SMMUSD Regular Meeting – June 14, 2011 
 

 Personnel Commission SMMUSD Regular Meeting – July 12, 2011 
 

 HR-PC Reorganization Discussion – March 12, 2012 
 

 Merit School Districts 
 

 Proposed HR-PC Organizational Alignment Chart – May 21, 2012 
 

 Personnel Commission Staff Responsibilities – June 2, 2012 
 
DIRECTOR’S RECOMMENDATION 
 
The Director of Classified Personnel recommends that the Personnel Commission discuss 
the historical perspective of the HR-PC Reorganization. 



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
 













PERSONNEL COMMISSION 
SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 

Special Meeting: Tuesday, March 6, 2007 
 

 
 
AGENDA ITEM NO: II.A.2. 
 
SUBJECT:  Human Resources – Personnel Commission Reorganization Pilot Program:  
Final Report 
 
 
BACKGROUND INFORMATION: 
 
In December 2004, a Memorandum of Understanding (MOU) between the District and 
the Personnel Commission, which detailed the content of and implementation procedures 
for, a Pilot Program was agreed upon.  The rationale and purpose of this MOU were the 
following: 
 

1. Create a Classified Personnel which is responsible for Personnel 
Commission-related duties, protecting rights of fair employment and fair 
disciplinary practices. 

 
2. Expand the HR 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. 

 
The timeframe to conduct and evaluate the Pilot Program was February 2005 to July 
2006.  At its August 2006 Personnel Commission meeting, it was determined by the 
parties involved (i.e., the District and the Personnel Commission) to extend the Pilot 
Program additional six (6) months.  Shortly, thereafter, a decision would be reached 
about the merits of the Pilot Program. 
 
The attached report - Human Resources – Personnel Commission Reorganization Pilot 
Program:  Final Report offers a critique. 
 
DIRECTOR’S RECOMMENDATION: 
 
The Personnel Director recommends that the Personnel Commission and the District 
review and act upon the efficacy of the Pilot Program. 
 
 
Motion by: ___________________ 
Second by: ____________________ 
Vote: _________________________ 



SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 
PERSONNEL COMMISSION 

District Office Board Room 
1651 Sixteenth Street, Santa Monica CA  90404 

  
MINUTES 

 
SPECIAL MEETING 

March 6, 2007 @ 4:00 p.m. 
District Office Board Room 

 
Electronically Recorded 

 
 

 
PERSONNEL COMMISSIONERS:  Mrs. Celia Carroll, Mr. Russell Barnard, and Mrs. Pam Brady 
 
 
I. General Functions: 
 

A. Call to Order:  The Special Meeting of the Personnel Commission was called to order at 
4:25 p.m. 

 
B. Roll Call:  Commissioners Carroll, Brady and Barnard were present. 

 
C. Pledge of Allegiance:  Commissioner Carroll led all in attendance in the Pledge of Allegiance. 

 
D. Motion to Approve Agenda: 

 
The agenda was amended.  Agenda items number II.A.2 - Discussion/Action Item – Human 
Resources – Classified Personnel Reorganization Pilot Program Final Report was moved 
subsequent to agenda item II.A.1 

 
Motion by: Russell Barnard 
Seconded by: Celia Carroll 
Vote:  2 – 0 

 
 

E. Public Comments: Public Comments is the time when members of the audience may address 
the Personnel Commission on items not scheduled on the meeting’s agenda.  All speakers are limited 
to three (3) minutes.  When there are a large number of speakers, the Personnel Commission may 
reduce the allotted time to two (2) minutes per speaker.  The Brown Act (Government Code) states 
that Personnel Commission members may not engage in discussion of issues raised during “Public 
Comments” except to ask clarifying questions, make a brief announcement, make a brief report on 
his or her own activities, or to refer the matter to staff. 
 
 

1. Request to Speak on Agenda Items 
2. Request to Speak on Non-agenda Items 

 
 
 
 
 



 

 

2 
F. Communications: The Communications section provides an opportunity for the 

 Personnel Commission to hear from the individuals or representatives listed below.  All reports 
 are limited to 5 minutes or less. 

 
1. SEIU Report 

None 
 

2. Board of Education Report  
None 

 
 
II. Discussion/Action Items/or Other Information:   
 
 

A. Action Item(s): 
 
 

2. Human Resources - Personnel Commission Reorganization Pilot Program:  Final Report 
Dr. Young presented the overall outline of the report.   
Dr. Douglas Staine, Director of Human Resources, emphasized the need for 
conclusion of the program.  The primary focus of the Personnel Commission is to 
provide qualified employees for District vacant positions as well as to conduct Appeal 
Hearings.  The essential responsibility of Human Resources is to provide support for 
all District employees to be successful in their assignments.  The jobs functions 
allocated between both departments must be in compliance with the Education Code.  
The Pilot Program extended beyond Classified Personnel and Human Resources 
duties, specifically into Fiscal department.  The goal of this program is to eliminate 
duplication of duties and to assign them appropriately.  Dr. Staine referred to the 
Gomez-Grobe Reorganization study that was conducted in 2004 to assist the District 
with analyses of the human resources services and their structure.  The study 
conclusions differ from the Memorandum of Understanding (MOU) between the 
Personnel Commission and the District signed on December 13, 2004.   
Dr. Young emphasized that the Gomez-Grobe study sample size consisted of 
approximately nine school districts, of which two thirds were not merit school 
districts, hence the final recommendations did not reflect the needs of a merit school 
district.  Commissioner Barnard stated that the Personnel Commission rejected the 
report and removed the vendor from a list of approved vendors. 
Using a time line, Dr. Young referred to the MOU and its purpose - to identify specific 
responsibilities and job functions associated with the Personnel Commission and the 
District.   
Dr. Young presented a matrix of classified personnel functions distributed between 
Human Resources department and Personnel Commission, per the Education Code. 
He called attention to the division of fourteen (14) specific job functions formulated in 
the MOU.  Additionally, he specified the inclusion of the benefits/insurance functions, 
which were not part of the MOU. 
 
Commissioner Brady joined the meeting at 4:50 p.m. 
 
Dr. Young also reviewed the classified personnel assignments in terms of pre- and 
post- MOU.  Commissioner Barnard inquired about clerical and substitute 



 

 

3 
assignments, which should be, according to the Education Code, processed by 
Classified Personnel.  Dr. Young replied that this job function was transferred to 
Classified Personnel at the extension of the Memorandum of Understanding in 
August 2006, as 0.5 FTE was designated to the department to manage the clerical and 
substitute assignments. 
Dr. Young presented the results of the Human Resources and Personnel Commission 
Pilot Program Opinion Survey.  The purpose of the survey was to measure the 
Program’s impact on staff, the work that staff performed, and the overall 
effectiveness of the Human Resources Department and the Office of Classified 
Personnel, according to each participant’s opinion.  According to the majority of the 
staff, the Pilot Program’s general goals were not completely met.  
Dr. Young recommended concluding the Pilot Program with a transfer of a Human 
Resources Technician position to the Classified Personnel department to assume 
responsibilities mainly related to recruitments, but also to perform duties concerning 
winter and spring break assignments as well as clerical and substitute assignments.  
The office of Classified Personnel would also be responsible for scheduling and 
managing employee evaluations. 
Dr. Staine recommended retaining both positions, Human Resources Information 
Specialist and Human Resources Technician, in the Human Resources department.   
Commissioner Barnard presented three possible conclusions of the Pilot Program – 
Personnel Commission may cancel the Memorandum of Understanding and assume 
all fourteen job functions, or the Personnel Commission may approve the 
Memorandum of Understanding as a permanent action hoping that the District will 
also approve it.  The District may cancel the Pilot Program as well, hence the two 
positions would be transferred to the office of Classified Personnel together with all 
fourteen (14) job functions.  The last option is to agree on another solution that would 
benefit both departments. 
Board of Education President, Kathy Wisnicki, requested focusing solely on the 
Memorandum of Understanding.  She encouraged the parties involved to continue 
dialog to reach a conclusion that would eliminate the duplication of job functions and 
create an efficient system in personnel services. 
Mr. Tim Walker, Deputy Superintendent, expressed his concern about the workload 
in the Human Resources department. 
Commissioner Barnard emphasized the need for Classified Personnel to be 
sufficiently staffed in order to effectively recruit for the District.  In addition to this 
focus, Classified Personnel is required to assume responsibility for winter and spring 
break assignments, as well as for clerical and substitute assignments in order to be in 
compliance with the Education Code.  It will not be possible to do so if both positions 
remain in the Human Resources department.  It is apparent that the existing 
Memorandum of Understanding will not comply with the Education Code, hence 
there is a need for modification. 
Commissioner Barnard made a motion stating “that instead of the temporary, half-
time position, the Personnel Commission is requesting a full-time, permanent FTE 
responsible for clerical and substitute assignments, winter and spring break 
assignments, employee evaluations and recruitment program, and a professional 
recruitment program to be developed and maintained.”   

 
Motion by: Russell Barnard 
Seconded by: Pam Brady 
Vote:  3 – 0 
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This request will be presented at the following Board of Education meeting. 
Personnel Commissioners will attend this meeting to provide any additional 
information for the Board of Education. 
 
 

1. Election of Personnel Commission Officers 
Ms. Celia Carroll was elected as the Personnel Commission Chair 

 
Motion by: Russell Barnard 
Seconded by: Pam Brady 
Vote:  3 – 0 

 
Ms. Pam Brady was elected as the Personnel Commission Vice Chair 
 

Motion by: Russell Barnard 
Seconded by: Celia Carroll 
Vote:  3 – 0 

 
 
 
 
III. Next Regular Personnel Commission Meeting: 

Thursday, March 15, 2007, at 5:00 pm – Ocean Park Branch Library, 2601 Main, Street, Santa Monica 
 
 
 
IV. Adjournment:   

There being no further business to come before the Personnel Commission, it is recommended that the 
meeting be adjourned. 

 
Motion by: Russell Barnard 
Seconded by: Pam Brady 
Vote:  3 - 0 

 
 
   TIME ADJOURNED:  7:07 p.m. 
 
 
 
 

Submitted by:  _____________________ 
    Wilbert Young, Ph.D. 
    Secretary to the Personnel Commission 
    Director, Classified Personnel 
 
 
 

If you wish to receive a full copy of the Personnel Commission Agenda Packet, please contact the Personnel 
Commission Office at (310) 450-8338, ext. 27 



HUMAN RESOURCES - PERSONNEL COMMISSION  

REORGANIZATION PILOT PROGRAM 

FINAL REPORT 

By  

Dr. Douglas Staine, Director  
Human Resources 

Dr. Wilbert Young, Director 
Classified Personnel 

March 6, 2007 

HR-PC Pilot ver 5 



Presentation Outline 

Overview of the GomezGrobe Reorganization Study (May 2004) 

Overview of the Memorandum of Understanding between the District and the Personnel Commission (December 
2004) 

Overview of the Extension of the Memorandum of Understanding between the District and the Personnel 
Commission (August  2006) 

Appendices: 

Functional Chart for Positions Listed for Positions Listed in Figure1 in GomezGrobe 
Reorganization Study (May 2004)  

Human Resources Department & Personnel Commission Pilot Program Opinion Survey 
(December 2006) 

Human Resources Department & Personnel Commission Pilot Program Opinion Survey 
(December 2006) Results 

Conclusions 

Matrix of Classified Personnel Functions for the Board and the Personnel Commission per the Education Code 

Article 6.  Merit System Education Code  Sections §45260 and §45261 

Matrix of Classified Personnel Functions and Personnel Assignments Pre and Post-2004 MOU 

Opening Remarks 



Opening Remarks 

 The Reorganization pilot program needs to be finalized. 
 
 Needs to adhere to a system that works and meets the needs of the 

District. 
 
 The primary focus for the Personnel Commission should be to recruit and 

provide qualified employees for permanent and temporary vacant 
positions. 

 
 Once selected, the primary focus for District is to process new employees 

and provide them with the support they need to be successful. 
 

 Job functions allocated between the District and the Personnel 
Commission should be consistent with the provisions outlined in the 
Education Code. 



 
 It involved more than the PC/HR reorganization MOU. 

 Health Benefits management 
 TSA coordination 
 Salary Schedule development 
 Workers Comp/Risk Management 
 Cross-training staff 
 Sub-finder System for both certificated and classified staff 
 

 Goals for all involved are the same. 
 Increased efficiency/less duplication 
 Appropriate assignment of responsibility 
 More consistent service 
 Reduce processing time 
 Fill Classified Vacancies 

 
 

Opening Remarks 



GomezGrobe Study - May 2004   

Purpose 

Assist the District in assuring that the HR services are 
provided effectively, efficiently and economically to 
achieve organizational goals. 

Determine whether the current organization structure 
contributes to organizational goals. 

Determine whether the range of personnel functions 
is appropriate to the scope of work. 

Determine the number of administrators required 
to oversee the personnel functions in the most 
efficient, effective and economic  manner possible. 



GomezGrobe Study - May 2004   

Methodology 

Obtained, analyzed and evaluated forms, processes and 
information. 

Obtained and analyzed organization charts, position 
titles and job descriptions from nine comparably sized 
unified school districts. 

Interviewed the nine incumbents in the positions in 
the current HR structure. 

Reviewed a pre-interview questionnaire prepared by 
each HR staff member. 

Interviewed four site administrators and one director 
of a central department as customers of HR. 



Assistant Superintendent, HR 

Administrative Assistant 

Office Specialist Sr. Office Specialist 

Director, HR 

Sr. HR Tech. (Classified) 

Sr. HR Tech. (Certificated) 

Benefits Tech. 

HRIS Tech. 

Sr. Office Specialist 
(Certificated & Classified) 

Personnel Commission 

Administrative Assistant  

GomezGrobe – Preferred Option 1: 

Re-engineer for Efficiency and Effectiveness 

50% 



Memorandum of Understanding (MOU)  

December 2004  Between   

the District and the Personnel Commission 

Rationale and Purpose: 

Time frame: 

Budget: 

Create a Classified Personnel which is responsible for Personnel Commission-related duties, 
protecting rights of fair employment and fair disciplinary practices. 

Expanding the HR 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. 

February 1, 2005 to July 1, 2006. 

Evaluated in June 2005 and November 2005. 

At the Personnel Commission meeting in May 2006, reviewed by both parties and may be revoked by 
either party. 

Budget remains with the Personnel Commission during the pilot program.  

If both parties are satisfied with the pilot program, it shall become permanent on July 1, 2006 and 
the budget permanently is shifted from the Personnel Commission to the District. 



Memorandum of Understanding (MOU) – 

December 2004  Between   

the District and the Personnel Commission 

(continued) 

Transfer of Personnel and Job Functions: 

2.0 FTE’s (HR Tech. and HRIS Tech.) 

Board Agenda Reports 

Clerical and Substitute Assignments 

Employee Evaluations 

Employee Processing 

Employment Verification 

Fingerprinting 

Filing of District Records 

HRIS Data Entry and Back-up 

Leaves of Absence Processing 

Processing of Non-merit, Special 
Services Employees and 
Volunteers 

Salary Adjustments 

Subpoenas for Records 

Unemployment Claims 

Winter and Spring Break 
Assignments 



Memorandum of Understanding (MOU)  

Extension  Between   

the District and the Personnel Commission  

Proposed Modifications: 

Reassignment of fifty (50%) of HR Technician position from the District to the Personnel Commission. 

Reassignment of Clerical and Substitute (excluding Instructional Assistant-Special Education) 
from the District to the Personnel Commission.  

Reassignment of Winter and Spring Break assignments from the District to the Personnel 
Commission. 

Extend the Pilot Program for another six (6) months.- August 1, 2006 to January 31, 2007. 

Personnel Commission and the District will jointly commence a data-based assessment during 
the  proposed six (6) month extension. 



45260.  (a) The commission shall prescribe, amend, and interpret, 
subject to this article, such rules as may be necessary to insure the 
efficiency of the service and the selection and retention of 
employees upon a basis of merit and fitness.  The rules shall not 
apply to bargaining unit members if the subject matter is within the 
scope of representation, as defined in Section 3543.2 of the 
Government Code, and is included in a negotiated agreement between 
the governing board and that unit.  The rules shall be binding upon 
the governing board, but shall not restrict the authority of the 
governing board provided pursuant to other sections of this code. 
   (b) No rule or amendment which would affect classified employees 
who are represented by a certified or recognized exclusive bargaining 
representative shall be adopted by the commission until the 
exclusive bargaining representative and the public school employer of 
the classified employees who would be affected have been given 
reasonable notice of the proposal. 

Article 6:  Merit System  

Education Code Section §45260 



Article 6:  Merit System  

Education Code Section §45261 

45261.  (a) The rules shall provide for the procedures to be 
followed by the governing board as they pertain to the classified 
service regarding applications, examinations, eligibility, 
appointments, promotions, demotions, transfers, dismissals, 
resignations, layoffs, reemployment, vacations, leaves of absence, 
compensation within classification, job analyses and specifications, 
performance evaluations, public advertisement of examinations, 
rejection of unfit applicants without competition, and any other 
matters necessary to carry out the provisions and purposes of this 
article. 
   (b) With respect to those matters set forth in subdivision (a) 
which are a subject of negotiation under the provisions of Section 
3543.2 of the Government Code, such rules as apply to each bargaining 
unit shall be in accordance with the negotiated agreement, if any, 
between the exclusive representative for that unit and the public 
school employer. 



Matrix of Classified Personnel Functions 

for the Board and the Personnel 

Commission per the Education Code  

Function Code Commission Board 

PERSONNEL  ADMINISTRATION 

Filing of District Records 

x 

RECRUITMENT  AND SELECTION 

Clerical and Substitute Assignments 45241, 45261, 45310 x 

Processing of Non-merit, Special 
Services Employees and Volunteers 

x  

Fingerprinting x 

Winter and Spring Break Assignments 45241, 45261, 45310 

Employment Verification x 

x 

Employee Processing x 

Board Agenda Reports x 

Leave of Absence Processing 45261 x x 

Subpoenas for Records x 

HRIS Data Entry and Back-up 45311 x x 



WAGE AND SALARY 

Function Code Commission Board 

Matrix of Classified Personnel Functions for the 

Board and the Personnel Commission per the 

Education Code (continued) 

EMPLOYEE BENEFITS 

RETAINING EMPLOYEES ON 
THE BASIS OF PERFORMANCE 

Employee Evaluations 45261 x 

45261 Salary Adjustments x 

Unemployment Claims x 

 Employee Benefits/Insurance Program * x 

* Not identified in 2004 MOU 

x 

x 



Matrix of Classified Personnel Functions 

and Personnel Assignments Pre and 

Post-2004 MOU  

Function Code Department/Class 

PERSONNEL  ADMINISTRATION 

Filing of District Records 

RECRUITMENT  AND SELECTION 

Clerical and Substitute Assignments 45241, 45261, 45310 

Processing of Non-merit, Special 
Services Employees and Volunteers 

Fingerprinting 

Winter and Spring Break Assignments 45241, 45261, 45310 

Employment Verification 

Employee Processing 

Board Agenda Reports 

Leave of Absence Processing 45261 

Subpoenas for Records 

HRIS Data Entry and Back-up 45311 

Department/Class 
PRE-2004 MOU POST-2004 MOU 

PC/AA 

PC/HRIS 

HRD/HRT, SOS, OS 

HRD/HRIS 

PC/HRT HRD/HRT, HRTC, SOS, OS 

PC/HRIS HRD/HRIS 

PC/HRT 

PC/HRT 

HRD-PC/HRT 

PC/HRT 

PC/HRT HRD/HRT, HRTC, SOS, OS 

PC/HRIS HRD/Sr.AA 

PC/HRIS 

PC/AA HRD/HRTC 

PC/AA HRD/Sr.AA 

HRD/HRIS 



WAGE AND SALARY 

Function Code 

Matrix of Classified Personnel Functions and 

Personnel Assignments Pre and Post-2004 MOU 

(continued) 

EMPLOYEE BENEFITS 

RETAINING EMPLOYEES ON 
THE BASIS OF PERFORMANCE 

Employee Evaluations 45261 

45261 Salary Adjustments 

Unemployment Claims 

 Employee Benefits/Insurance Program * 

* Not identified in 2004 MOU 

Department/Class 
PRE-MOU 

Department/Class 
POST-MOU 

HRD/HRT 

PC/HRIS HRD/HRIS 

PC/HRIS HRD/HRIS 

PC/HRT HRD/HRT 



Human Resources Department & Personnel Commission 
Pilot Program Opinion Survey  

Purpose and Scope: 

The Human Resources and Personnel Commission Reorganization Pilot 
Program was initiated in February of 2005.  This brief survey was designed to 
obtain staff’s opinions about the Pilot Program.  The purpose of the survey was 
to measure how the Pilot Program impacted staff, the work that staff 
performed, and the overall effectiveness of the Human Resources Department 
and the Office of Classified Personnel, according to each participant’s 
opinion..     

Methodology: 

The survey was distributed in December 2006 to thirteen former and 
current staff members of the Human Resources and Personnel 
Commission departments.  Twelve surveys were returned. 



CRITICAL OBJECTIVE (# of comments = 34)  

Q1.  In your opinion, what was (were) the critical objective(s) in implementing the 
Pilot Program in February 2005?  
Q2.  In your opinion, how successfully did the Pilot Program achieve each of the 
objectives you listed in Q1?   

a.  Reduce duplication of work.  

b.  Provide better service.  

c.  Personnel Commission being held responsible for testing, disciplinary 
practices and fair employment practices.  

d.  Positions filled in a timely manner.  

e.  Combine the Personnel Commission and HR departments under one director.  

f.  Make the insurance function part of the HR department.  

g.  Avoid re-employment of the Risk Management/Benefits employee.  

h.  Weaken/eliminate the Personnel Commission.  

i.  Provide uniform services for all employees.  

j.  Evaluate progress of the Pilot Program.  

k.  Use Personnel Commission funds and staff to manage and perform health 
benefits-related position.  

% 

l.   No response. 

18 

18 

12 

9 

3 

3 

12 

9 

3 

3 

3 

9 

ACHIEVED 

X 

X 

X 

NOT 
ACHIEVED 

X 

X 

X 

X 

X 

X 

X 

Neutral 



Q4.  What is the one aspect of the Pilot Program you like most? 

Q5.  What is the one aspect of the Pilot Program you like least? 

MOST (# of comments = 13)  LEAST (# of comments = 16)  

a.  Employment processing done by one person.  

b.  Assignment of  HR services functions to HR.  

c.  Communication/working relationship 
between departments’ staff.  

d.  Protect interests of classified staff-Personnel 
Commission.  

e.  Opportunity to discuss process and procedure.  

% % 

f.  No response. 

a.  Undefined/changing job duties assigned 
to staff.  

b.  Everything.  

c.  Disregard for compliance to merit rules 
and contract language.  

d.  Hidden agendas/motives 
underlining reorganization.  

e.  Length of Pilot Program extension.  

f.  District employees’ confusion about 
whom to contact.  

g.  Implementation of an untested position 
control system (i.e., FileMaker Pro).  

h.  Tension between employees.  

i.  No response. 

8 

31 

31 

8 

8 

14 

6 

38 

6 

13 

6 

6 

13 

6 

6 



Q6.  What would be a key recommendation to consider in order to 
effectively meet the goals of the District in assuring that the 

human resources services are provided effectively, efficiently and 
economically?  

KEY RECOMMENDATION (# of comments = 17)  
% 

a.  Fill/reinstate the Risk Management/Benefits insurance position ASAP.  

b.  Have a HR Technician handle all classified processing.  

c.  Have a single person oversee both departments.  

d.  Conduct staffing assessments of both departments to accurately determine the number and 
types of positions needed.  

e.  Separate from the Personnel Commission.  

f.  Return the bulk of pre Pilot Program duties and personnel back to the Personnel Commission.  

g.  Ensure that both departments work together and communicate well.  

h.  Educate District personnel about what each department does.  

i.  Set tangible goals and objectives to quantitatively measure effectiveness.  

j.  Employees should set aside the history behind the Pilot Program and focus on assigned duties with 
a positive and cooperative approach.  

k.  No response. 6 

24 

6 

6 

12 

6 

18 

6 

6 

6 

6 



FINAL COMMENTS (# of comments = 12)  
% 

Q7.  Finally, please use the space below if you 
have any other comments you would like to 
make regarding the HR-PC Reorganization 

Pilot Program.  

a.  If the two positions are returned to the Commission staff, they would have to learn how 
to process employees.  The needs of the District will be better served if the two positions 
are left in Personnel Services.  

b.  Employee processing is not being handled effectively.  

c.  Customer service is not being handled effectively.  

d.  Eliminate the Pilot Program and return to normal.  

e.  Main reason for the reorganization was to have someone process health benefits.  

f.  Commission needs the additional full-time HR Technician position.  

g.  Inconsistencies between the classified and certificated sides of personnel are 
being resolved by the reorganization.  

k.  No response. 14 

7 

14 

7 

14 

21 

14 

7 



Q3.  Since the implementation of the Pilot Program in 2005, in your 
opinion how would you rate your satisfaction related to each of 

following job functions:    

A.  Processing Board Agenda Reports  

B.  Processing clerical and substitute assignments  

C.  Processing Employee Evaluations  

D.  Employee processing   

E.  Processing employment verification   

F.  Processing fingerprints   

G.  Filing of District records   

H.  HRIS data entry and back-up   

I.  Processing leaves of absence   

J.  Processing of non-merit, special services and volunteers   

K.  Processing salary adjustments   

L.  Processing subpoenas for records   

M.  Processing unemployment claims   

N.  Processing Winter and Spring break assignments   



Decline 
Considerably 

Decline 
Somewhat 

Same Improved 
Somewhat 

Improved 
Considerably 

Don’t Know No Response 

A  0% 0% 33% 0% 8.3% 33% 25% 

B   
0% 16.6% 41.6% 0% 8.3% 8.3% 25% 

C  8.3% 8.3% 16.6% 8.3% 16.6% 16.6% 25% 

D  25% 33% 0% 0% 8.3% 8.3% 25% 

E 0% 0% 66.6% 0% 0% 8.3% 25% 

F 8.3% 25% 25% 8.3% 0% 8.3% 25% 

G 0% 0% 33% 16.6% 0% 25% 25% 

H 0% 0% 50% 8.3% 0% 16.6% 25% 

I 0% 8.3% 8.3% 25% 16.6% 16.6% 25% 

J 8.3% 33% 8.3% 0% 8.3% 41.6% 25% 

K 0% 0% 41.6% 0% 0% 33% 25% 

L 0% 0% 25% 0% 8.3% 41.6% 25% 

M 0% 0% 41.6% 0% 0% 33% 25% 

N 0% 0% 50% 0% 0% 25% 25% 

Q3.  Since the implementation of the Pilot Program in 2005, in your 
opinion how would you rate your satisfaction related to each of 

following job functions:    



 Conclusions 
 

Transferred Personnel and Functions: 

For the reassigned HRT, during most of the Pilot Program, only the “clerical and substitute 
assignments” has remained consistently at the HRT’s desk.  Upon implementation of the 
Pilot Program, the HRT has been working out of class performing benefits/insurance 
related duties.  HRT’s other job functions have been shared with other HRD personnel. 

For the reassigned HRIS,  six of seven transferred functions have consistently remained at the 
incumbent’s desk. HRIS’ functions are equally split between Board and Personnel 
Commission responsibilities. 

Based upon provisions outlined in the Education Code, most of the transferred functions 
appear to be uniquely Board’s and some are dual functions.  



 Conclusions 

•Reducing duplication of work.  •Providing better service.  

•Filling positions in a timely manner.  

•Providing uniform services for all employees.  

Most of the staff feels, by their definitions,  that the Pilot Program’s general goals are not fully 
met. 

•Working in appropriate job assignments. 

Most of the staff feels that “processing leaves of absence” and “processing  employee 
evaluations” have improved. 

Most of the staff feels that “processing employment verification,” “HRIS data entry and back-
up,” “processing Winter and Spring break assignments,” “processing salary adjustments,” “ 
processing clerical and substitute assignments,” and “processing Board Agenda Reports” have 
remained about the same. 

Most of the staff feels that the main goal of the Pilot Program, to underwrite the 
benefits/insurance-related  functions, is fully met. 

Survey Results: 

Most of the staff feels that “employee processing, ” “processing fingerprinting” and “processing  
of non-merit, special services and volunteers” have declined. 





























SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 
PERSONNEL COMMISSION 

District Office Board Room 
1651 Sixteenth Street, Santa Monica CA  90404 

  
MINUTES 

 
REGULAR MEETING 

June 14, 2011 @ 5:00 p.m. 
District Office Board Room 

 
Electronically Recorded 

 
       

 
PERSONNEL COMMISSIONERS:  Mrs. Pam Brady, Ms. Suzanne Kim, and Mr. Shane McLoud 
 
 
I. General Functions: 
 

A. Call to Order:  The Regular Meeting of the Personnel Commission was called to order at 
5:21 p.m. 

 
B. Roll Call:  Commissioners Brady, Kim and McLoud were present. 

 
C. Pledge of Allegiance:  Commissioner Brady led all in attendance in the Pledge of Allegiance. 

 
D. Motion to Approve Agenda: 

 
Motion by: Suzanne Kim 
Seconded by: Shane McLoud 
Vote:  3 – 0 

   
 

E. Motion to Approve Minutes: May 10, 2011; June 7, 2011 
 

Motion by: Suzanne Kim 
Seconded by: Shane McLoud 
Vote:  3 – 0 

 
 

F. Public Comments: Public Comments is the time when members of the audience may address 
the Personnel Commission on items not scheduled on the meeting’s agenda.  All speakers are 
limited to three (3) minutes.  When there are a large number of speakers, the Personnel 
Commission may reduce the allotted time to two (2) minutes per speaker.  The Brown Act 
(Government Code) states that Personnel Commission members may not engage in discussion of 
issues raised during “Public Comments” except to ask clarifying questions, make a brief 
announcement, make a brief report on his or her own activities, or to refer the matter to staff. 

 
 

1. Request to Speak on Agenda Items 
None 
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A. Personnel Commission Staffing Update/HR-PC Reorganization 
 

Commissioner Brady disclosed information from her meeting with Superintendent Cuneo 
and two Senior Cabinet members regarding reorganization and services provided by the 
Personnel Commission and the Human Resources departments.  Superintendent Cuneo 
requested establishing a subcommittee including representatives from SEIU and CTA. The 
subcommittee will evaluate the departments’ functions and effectiveness preventing any 
duplication of efforts. Any potential proposal would be presented to the Personnel 
Commission and the Board of Education for public discussions, given that there is a proof 
of duplication of efforts. 
Commissioner Brady also stated that the vacant Human Resources Technician position in 
Personnel Commission as well as the Senior Office Specialist position in Human Resources 
would remain open at this time. 
Commissioner Brady reported that the Personnel Commission budget was discussed- 
especially the three percent (3%) increase due to increase in mandatory benefits and lack 
of furlough days. 
Last topic of conversation during this meeting evolved around the attendance of Director of 
Classified Personnel. Commissioner Brady explained to the Administration that a specific 
condition in Dr. Young’s contract addresses his working from home one (1) or two (2) days 
a week.  
Commissioner Brady attended this meeting at the Superintendent’s request not taking any 
action on the Personnel Commission’s behalf except the commitment to strategically look 
at the two departments. She will attend another meeting with the Senior Cabinet on June 
20, 2011. 
Assistant Superintendent Washington and Dr. Young invited Union representatives to 
participate in the process. In addition, they met with their staff informing them about the 
possibility of reorganization. 

  Ms. Cartee-McNeely presented Mr. Haberberger’s letter addressed to Commissioner 
  Brady regarding this subject. Even though SEIU supports improvement of services, they 
  were alarmed by the current process regarding the reorganization review.    
  Ms. Cartee-McNeely requested SEIU to be an active participant in future evaluation  
  discussions since SEIU bargaining members working in both departments would be  
  impacted by any changes in the Personnel Commission and Human Resources operations. 
  She recalled several round table discussions taking place during the last reorganization. 
  This open process worked well for all involved parties. 
  Ms. Washington stated that both unions will be informed about the progress of   
  the reorganization. Further clarifications regarding the reorganization process will be 
  provided after the next meeting with Superintendent Cuneo on June 20, 2011. She was 
  under the impression that the process from the previous reorganization was not to be 
  followed. 

 
 
 
 
 
 

 



SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 
PERSONNEL COMMISSION 

District Office Board Room 
1651 Sixteenth Street, Santa Monica CA  90404 

  
MINUTES 

 
REGULAR MEETING 

July 12, 2011 @ 5:00 p.m. 
District Office Board Room 

 
Electronically Recorded 

 
       

 
PERSONNEL COMMISSIONERS:  Mrs. Pam Brady, Ms. Suzanne Kim, and Mr. Shane McLoud 
 
 
I. General Functions: 
 

A. Call to Order:  The Regular Meeting of the Personnel Commission was called to order at 
5:08 p.m. 

 
B. Roll Call:  Commissioners Brady, Kim and McLoud were present. 

 
C. Pledge of Allegiance:  Commissioner Brady led all in attendance in the Pledge of Allegiance. 

 
D. Motion to Approve Agenda: 

 
Motion by: Suzanne Kim 
Seconded by: Pam Brady 
Vote:  2 – 0 

   
 

E. Motion to Approve Minutes: June 14, 2011– tabled till August 9, 2011 
 

Motion by:  
Seconded by:  
Vote:   

 
 

F. Public Comments: Public Comments is the time when members of the audience may address 
the Personnel Commission on items not scheduled on the meeting’s agenda.  All speakers are 
limited to three (3) minutes.  When there are a large number of speakers, the Personnel 
Commission may reduce the allotted time to two (2) minutes per speaker.  The Brown Act 
(Government Code) states that Personnel Commission members may not engage in discussion of 
issues raised during “Public Comments” except to ask clarifying questions, make a brief 
announcement, make a brief report on his or her own activities, or to refer the matter to staff. 

 
   
  Commissioner McLoud joined the meeting. 
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1. Proposed Human Resources and the Personnel Commission Departments’ Reorganization 

 
Commissioner Brady disclosed information from her meeting with Superintendent 
Cuneo, Assistant Superintendent, Human Resources, Ms. Washington and Dr. Young 
regarding reorganization and services provided by the Personnel Commission and the 
Human Resources departments. The group was to look at the efficiencies both 
departments. The Administration proposed a new organizational chart that needs 
further discussions and revision. The reorganization process would be executed in 
phases.  
Commissioner Brady inquired about a substitute working for the Senior Office 
Specialist in the Human Resources department. Ms. Washington confirmed using a 
clerical substitute. 
Commissioner Brady inquired about staffing solution so that the Personnel 
Commission responsibilities are fulfilled during this critical period.  
Dr. Young informed the Personnel Commission about the fact that the vacant Human 
Resources Technician is budgeted and approved by the Los Angeles County of 
Education. He presented several solutions for this staffing issue. 
Ms. Cartee-McNeely informed the Personnel Commission that if a limited term position 
is established, it would be a supplemental temporary position in addition to the vacant 
permanent position. It would mean increasing the cost to the Personnel Commission, 
since the current budget is allocated for the permanent position and can’t be used for 
anything else.  
Dr. Young explained that in the District there is no clear distinction between a 
substitute and a limited term position. 
Ms. Cartee-McNeely shared the Union’s serious concerns about the vacant Human 
Resources Technician position, a bargaining position, in respect of contractual liability. 
According to the SEIU Contract, a vacant position shall be filled within sixty (60) days. 
The Union respects the reorganization process the Personnel Commission and the 
Human Resources department are trying to engage in, but that does not exclude them 
from honoring the Contract. SEIU wants the position to be filled in accordance with the 
Contract. 
Assistant Superintendent Washington stated that the substitute in the Human 
Resources department assists with some of the duties assigned to Senior Office 
Specialist. 
Commissioner Kim emphasized the fact that the substitute is assisting in the Human 
Resources department while the Personnel Commission office has not been fully staffed 
since February 2011. The staff has an enormous amount of work that has to be 
completed and is currently distributed among them, so the additional staff member is 
absolutely necessary no matter what is his/her status- permanent or temporary. The 
Human Resources department has the additional employee and the Personnel 
Commission does not in the most critical time staffing for the new school year. 
Commissioner Kim shared her concerns about the Personnel Commission staff and the 
District’s staffing needs. 
 
Assistant Superintendent Washington stated that based on her perspective, Dr. Young 
and she were to continue reviewing the reorganization and the presented format. The 
new proposal would directly impact the two (2) vacant positions. She inquired about the 
purpose of this agenda item. 
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Commissioner Brady explained that she needed to report out from the meeting with 
former Superintendent Cuneo since it was not a public session. Based on her 
understanding, development of the organizational chart requires much more complex 
and broader discussion. It would be placed aside to focus on the analysis of the positions 
and their assigned duties. Mr. Cuneo suggested implementing the reorganization in 
phases. 
Dr. Young addressed a couple of issues. Firstly, the reason for the agenda item being 
placed under “Discussion” is the SEIU Grievance assuring the Union that any debates 
regarding the reorganization would be conducted in a public, open forum. Also, 
reaffirming Commissioner Brady’s declaration at the June Personnel Commission 
meeting, the Personnel Commission is committed to hold any dialogue regarding the 
reorganization in a public arena. Therefore, any related discussion, action, or decision 
would be openly discussed as it was the norm in the previous pilot study. This process 
would be consistent with the District’s practice of developing the Strategic Plan. 
Secondly, looking at the vacant Human Resources Technician position, it was budgeted 
and approved by the Los Angeles County of Education. Dr. Young cited Education 
Code 45264 regarding appointment of new employees paid with budgeted funds for the 
Personnel Commission. 
Ms. Stephanie Perry, the Personnel Analyst, appreciated Commissioner Kim’s 
statement about fairness and equity with regarding to staffing of both of the 
departments. In her opinion, it is quite unfair that one position is being filled and the 
work done, whereas the Personnel Commission has been understaffed for six (6) 
months. Ms. Perry inquired about getting another staff member to meet the District’s 
staffing needs while the reorganization process continues. 
Commissioner Brady agreed that the current situation in the Personnel Commission 
office is rather grave.  The District’s positions have to be filled for the next school year, 
and the Personnel Commission can meet these needs only if the office is properly 
staffed. 
Commissioner McLoud inquired about the desired outcome of the situation. Dr. Young 
restated that his intent is to fill the vacant Human Resources Technician position while 
continuing the reorganization discussions. Commissioner McLoud suggested including 
Superintendent Lyon to learn about her vision in this process. 
Commissioner Brady recommended focusing on the District’s staffing needs and also to 
continue with the dialogue regarding the two (2) departments. 
Ms. Julie Younan, Human Resources Technician, expressed her appreciation of the 
constructive discussion; however, she stressed the severity of the situation in both 
departments and the need for both vacant positions to be filled in order to be ready for 
the new school year so that the District can provide appropriate learning environment 
and adequate support for our students. It is our prime objective. 
Ms. Cindy Johnston, Human Resources Technician, shared the challenges with the 
current work overload. Although she is working full time during this summer, it is 
impossible to meet the present demands. 
Commissioner Brady expressed her faith in resolving the situation in a timely manner. 
She thanked staff of both departments for their dedication and hard work for the 
welfare of the District’s students. 















































Personnel Analyst 
(Stephanie Perry) 

Human Resources Technician 
(Beth Papp) 

Human Resources Technician 
(Cindy Johnston - .50) 

Human Resources Technician 
(Julie Younan) 

Director of Classified Personnel 
(Dr. Wilbert Young) 

Personnel Commission Staff  Responsibilities  

June 5, 2012 

•Recruitment & Exam Meetings 

•Job Analysis Asst.  

•Vacancy Postings 

•Application Screenings & Notice 

•Exam Development Asst. 

•Exam Administration & Notice 

•Eligibility Lists 

•Candidate Interviews & Notice 

•Exam Reviews 

•Substitute Assignments 

•Special Reports/Projects 

•Customer Relations 

•Switchboard Backup 

•Advanced Step Placement 

•Annual Report Asst. 

•Career Development Workshop Asst. 

•Attend PC Meetings 

•Merit Rules & Admin Interpretation 

•Recruitment & Exam Meetings 

•Job Analysis Asst.  

•Vacancy Postings 

•Application Screenings & Notice 

•Exam Development Asst. 

•Exam Administration & Notice 

•Eligibility Lists 

•Candidate Interviews & Notice 

•Exam Reviews 

•Substitute Assignments 

•Special Reports/Projects 

•Customer Relations 

•Switchboard Backup 

•Advanced Step Placement 

•Annual Report Asst. 

•Career Development Workshop Asst. 

•Attend PC Meetings 

•Merit Rules & Admin Interpretation 

•Recruitment & Exam Meetings 

•Job Analysis Asst.  

•Vacancy Postings 

•Application Screenings & Notice 

•Exam Development Asst. 

•Exam Administration & Notice 

•Eligibility Lists 

•Candidate Interviews & Notice 

•Exam Reviews 

•Substitute Assignments 

•Special Reports/Projects 

•Customer Relations 

•Switchboard Backup 

•Advanced Step Placement 

•Annual Report Asst. 

•Career Development Workshop Asst. 

•Attend PC Meetings 

•Merit Rules & Admin Interpretation 

•Recruitment & Exam Planning 

•Job Analysis Consultation  

•Vacancy Postings 

•Application Screenings & Notice 

•Exam Development Consultation 

•Exam Administration & Notice 

•Eligibility Lists 

•Candidate Interviews & Notice 

•Exam Reviews 

•Substitute Assignments 

•Special Reports/Projects 

•Customer Relations 

•NeoGov Administrator 

•Advanced Step Placement 

•Procedural Forms Development Team Leader 

 

•Career Development Workshop Team Leader 

•Attend PC Meetings 

•Merit Rules & Admin Interpretation 

•Medical Accommodation •Seniority Lists 

•Transfer Bulletins 

•Position Control Forms 

•Layoff Process 

•Winter/Spring/Summer Breaks •Employment Processing  (Non-Merit) 

•NeoGov Backup 

•Unemployment Claims 

•Employment Verification 

•Classification Consultation 

•Director’s Backup 

•Annual Report Team Leader 

•Applicant’s  Appeal and Protest Response 

•Compensation /Salary Surveys 

•Commission Meeting Minutes  

•Secretary to the Personnel Commission 

•Administrator of the Personnel Commission 

•Item Analysis Asst. •Item Analysis Asst. •Item Analysis Asst. 

•Item Analysis Team Leader 

•Procedural Forms Development Asst. •Procedural Forms Development Asst. •Procedural Forms Development Asst. 

Administrative Assistant 
(Jana Hatch) 

•Commission  Meeting Agenda 

•Appeal Hearing Coordination 

•Department Budget 

•Performance Evaluation Program  

•Master Testing Calendar  

•Board Merit And Non-Merit Reports  

•Department Payroll  

•Switchboard Backup  

•Customer Relations 

•Annual Report Asst.  

•Department Correspondence 

•Work Orders/Service Requests •Web Site Maintenance 

•External Rater Panel Requests •Procedural Forms Development Asst. 

*  Please Refer to Classification by Job Family 



PERSONNEL COMMISSION 
SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 

Regular Meeting:  Tuesday, June 12, 2012 
 
 
 
AGENDA ITEM NO: IV.B.2. 
 
SUBJECT:  Amendment, Deletion or Addition to Merit Rules 
 
 
BACKGROUND INFORMATION: 
 
At its March 13, 2012 Personnel Commission meeting, the Commission requested that 
the process to amend, delete or add language to the Merit Rules return as a discussion 
item.  Attached are the following: 
 

 Merit Rule 1.2 Amendment, Deletion or Addition to Rules 
 

 Education Code Section §45260 Rules, Standards; Authority of Commission 
 

 Education Code Section §45261 Subject of Rules 
 
 
DIRECTOR’S RECOMMENDATION 
 
The Director of Classified Personnel recommends that the Personnel Commission discuss 
the process to amend, delete or add language to the Merit Rules. 
 
 







PERSONNEL COMMISSION 
SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 

Regular Meeting:  Tuesday, June 12, 2012 
 
 
 
AGENDA ITEM NO: IV.B.3. 
 
SUBJECT:  Hearing Protocol 
 
 
BACKGROUND INFORMATION: 
 
The Commission requested that the protocol for it to conduct a disciplinary appeal 
hearing be presented for discussion.  Attached are the following: 
 

 Merit Rule:  Chapter XIV Disciplinary Action and Appeal 
 

 Supplement A: Script for Appeal Hearing 
 

 Supplement B:  Procedural Steps 
 
 
DIRECTOR’S RECOMMENDATION 
 
The Director of Classified Personnel recommends that the Personnel Commission discuss 
the process to conduct a disciplinary appeal hearing. 
 
 

































 1 

SUPPLEMENT A 
 

SCRIPT FOR APPEAL HEARING 
 

Call to order   Good morning.  Today is __(day)__, __(month)__, __(date)__, 
   __(year)__, and it is __(time)__ a.m. 
 

We are in the facilities of the ____(school district)__________ in 
____(room)_______________, located at 
______(address)____________________________, California. 
 
The purpose of this Special Meeting of the Personnel Commission 
of _________(school district)__________________ is to conduct 
a hearing on the appeal of ________(case #) ______________ 
from disciplinary action taken by the District, approved by the 
Board of Education on __(date)___, which resulted in a 
____(suspension, demotion or dismissal)____.  The Appellant has 
made a timely appeal from this disciplinary action, which brings 
the matter before the Personnel Commission. 
 

Flag Salute   Pledge of Allegiance to the flag of the United States of America. 
 
Motion to Approve 
Agenda 
 
Public Comments for 
Closed Session Items 
Only 
 
Open Hearing  Since we have not received a request for an open hearing, we will 

 go into closed session at this time, _________a. m., to hear the 
 appeal of __(case #)__. 

 
 
Closed Session I ask that all parties to the hearing,  including the witnesses, 

assemble in the ___(room)____ to  hear a reading of procedures 
to be followed in the hearing. 

 
  Those parties participating in the hearing include the Personnel 

 Commissioners and staff, the District, and the Appellant. 
 
  For the record, the Personnel Commissioners are: 
   
  ____________________________________________________ 
 
  ____________________________________________________ 
 
  ____________________________________________________ 
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I have agreed to serve as hearing chair and will make all 
procedural rulings on behalf of the Commission.  I will conduct this 
hearing in an orderly and equitable fashion so that all relevant 
facts and evidence bearing upon this case may be presented to 
the Commission’s consideration.   

 
  The District is being represented by: 
 
  __________(name)_____________, ___________(title)________ 
 
  __________(name)_____________, ___________(title)________ 
 
  The Appellant is being represented by: 
 
  __________(name)_____________, ___________(title)________ 
 
  __________(name)_____________, ___________(title)________ 
 
 
  For the record, and according to the list before me, witnesses to 

 be called are as follows: 
 
  As I read your name, please respond by saying, “present.” 
 
  For the District, witnesses to be called are: 
 
  __________(name)_____________, ___________(title)________ 
 
  __________(name)_____________, ___________(title)________ 
 
  __________(name)_____________, ___________(title)________ 
 
  For the Appellant, witnesses to be called are: 
 

__________(name)_____________, ___________(title)________ 
 
  __________(name)_____________, ___________(title)________ 
 
  __________(name)_____________, ___________(title)________ 
 
  Let the record reflect that all parties are present. 
    or 
  Let the record reflect all parties are present with the exception of: 
 

__________(name)_____________, ___________(title)________ 
 
  __________(name)_____________, ___________(title)________ 
 
 
  I will proceed with a reading of the procedures to be followed in 

 this Hearing. 
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   Read procedures – move to “Steps to Follow…” 
    (Supplement B) 
 
  (If no settlement is reached between the parties, continue with the 

 hearing, as follows:) 
 
Stipulate Facts  I would like to have a stipulation from each party as to the facts 

 and matters at issue in this case.  Do you each stipulate that the 
 facts of the case are that __(name)__ was disciplined by the 
 District which resulted in __(suspension, demotion or 
 dismissal)__.  __(name)__ appealed that discipline to the 
 Personnel Commission on the grounds that 1) __(reason)______, 
 and 2) __(reason)_____. 

  
   District? _____ (“yes” or “no” response needed) 
   Appellant? _____ (“yes” or “no” response needed) 
 
Matters at Issue  Matters at issue in this case are: 
 
   Was the action arbitrary or capricious? 
 
   Was there cause to discipline __(name)__ supported by  

  facts? 
 
Opening Statements  Now we will have the District present its opening statement. 
 
  And now, the Appellant may present an opening statement. 
 
Calling Witnesses  District presents its witnesses first. 
       and  (Reminder, as witnesses are called, have them state their  
Presentation of case  name for the record.) 
by District 
 NOTE:  witnesses are questioned first by the party 

calling them as a witness, and may then be cross 
examined by the other party.  The calling party may 
then ask questions on re-direct.) 

 
 (If the Commission has any additional questions, they 

should wait until both parties have questioned the witness, 
and funnel their questions through the Chair.  Questions by 
Commissioners should only be to clarify a statement, 
request a direct answer, or clarify relevant and material 
facts.) 

 
 After District has called all witnesses, the District’s representative 

should state, “We have completed our case.” 
 

Presentation of case by Same as above. 
Appellant 
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 Appellant representative should state, “We have completed our 
case.”  At this point, Chair should ask District if they wish to call or 
recall rebuttal witnesses.  If no, hearing should proceed to closing 
arguments. 

 
Closing Statements At the close of the receipt of evidence, both parties shall be 

afforded an opportunity to make closing statements.  Closing 
statements are not evidence but are intended to summarize each 
party’s view of what the evidence has or has not presented.  At 
the pleasure of the Personnel Commission, closing statements 
may be made orally, or in writing.  If written, they must be received 
by the Personnel Commission no later than a date set by the 
Personnel Commission after which the matter will stand submitted 
for decision and the Personnel Commission will hear no further 
evidence or argument.  Now we will hear closing statements with 
District proceeding first. 

 
 Appellant, you may proceed with closing statements. 
 
Close the Hearing The Personnel Commission will consider the evidence and 

testimony submitted.  The Personnel Commission and will present 
its findings and decision in writing as early as possible, and unless 
an agreement for an extension is agreed to by all parties, the 
decision shall be me made within fourteen (14) calendar days 
after conclusion of the deliberations with copies going to the 
parties.  The Personnel Commission’s decision shall set forth 
which charge(s), if any, are sustained or rejected and the reasons 
therefor.  The decision shall be set forth in writing by the Director 
of Classified Personnel and signed by a Personnel Commissioner. 

 
 The decision of the Personnel Commission shall be final and shall 

not be subject to review by the Board.  Upon receipt of the 
Personnel Commission’s written decision, the Board shall 
forthwith comply with provisions thereof.  When the Board has 
fully completed with Personnel Commission’s decision, it shall so 
notify the Personnel Commission in writing. 

 
 The Minutes of this Special Meeting of the Personnel Commission 

will provide a public record of the decision. 
  
 It is now __(time, day, month, date, and year)____, and I declare 

that this hearing is now closed. 
 
Commission Deliberates The Commission will take a short recess, then return to Closed 

Session to deliberate its decision. 
 
Return to Open Session Note time returning to Open Session. 
 
 We will now return to Open Session. 
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Next Meeting The next meeting of the Personnel Commission will be a regular 
meeting on __(month, date)_____, 2012, at 5:00 p.m. 

 
Adjournment The Special Meeting of the Personnel Commission now stands 

adjourned at __(time)__ a.m./p.m. 
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SUPLEMENT B 
 

PROCEDURAL STEPS 
 

SANTA MONICA – MALIBU UNIFIED SCHOOL DISTRICT 
 

STEPS TO FOLLOW IN APPEAL HEARING 
 
 
 

Following are the procedures to be used in this hearing. 
 

 The Commission will not be bound by technical rules of evidence.  Decisions 
made by the Commission shall not be invalidated by any informality in the 
proceedings. 

 
 An electronic recording will be made of this hearing, which will be kept on file for 

90 days. 
 

 All parties are directed to speak clearly and audibly; indicate with a yes or no 
your response to a question – do not nod your head yes, or turn your head from 
side-to-side to indicate a no response.  Do not use slang, such un-huh for your 
response as it may be difficult to discern a correct response on the tape 
recording.  I also must ask that only one person at a time speak. 

 
 All witnesses are to stand to be sworn in: 

 
I would ask that all witnesses please stand at this time, raise your right 
hand, and repeat after me: 
 
 “I do solemnly swear     (witnesses repeat) 

that the testimony I give at this hearing  ( “ “     ) 
 will be the truth     ( “ “     ) 
 the whole truth     ( “ “     ) 
 and nothing but the truth.”    ( “ “     ) 

 
You may be seated. 
 
 Witnesses will be present in the hearing room only while testifying. 
 
 Witnesses are to refrain from discussing this hearing, facts of the case, and 

their testimony with others. 
 

 Each witness will be asked to please state his/her name for the record. 
 

 Those witnesses who are employees of the District may be assured that you 
will be free from restraint, interference, coercion, discrimination, or reprisal in 
presenting your testimony. 
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 The Commission shall determine relevancy, weight, and credibility of 
testimony and evidence; and, shall base its findings on the preponderance of 
evidence.  Irrelevant and unduly repetitious evidence shall be excluded. 

 
 The Chair shall read into the record the stipulations of fact and a statement of 

the issues. 
 

 Each party shall have an opportunity to present an opening statement with 
the District’s representative presenting first. 

 
 Each party shall have an opportunity to present an closing statement with the 

Employee’s representative presenting first. 
 

 The District’s representative shall present witnesses and evidence to sustain 
its charges, followed by the Employee’s representative who will present 
witnesses and evidence in defense. 

 
 Each party shall have the opportunity for submitting rebuttal evidence or 

testimony, with the District’s representative going first, followed by the 
Employee’s representative.  (Rebuttal evidence shall be limited to responding 
to evidence presented by the owner party, and shall not expand into a new 
subject.) 

 
 Exhibits entered into evidence shall be identified as follows: 

Exhibit D-1, D-2, D-3, etc., for the District 
Exhibit A-1, A-2, A-3, etc. for the Appellant 
Exhibit J-1, J-2, J-3, etc. for joint exhibits 

 
Objection may be made to the entering of material into evidence, with ruling 
on the objection being made by the Chair. 
 

 Each side is allowed to examine and cross-examine witnesses.  Re-direct 
questioning will be allowed following cross-examination. 

 
 The Commission reserves the right to question witnesses, through the 

Chair, on information it deems pertinent to the issues under consideration. 
 

 The Chair will maintain control of the proceedings, and may terminate 
testimony, which is irrelevant and repetitious. 

 
 The Commission shall deliberate its decision in Closed Session. 

 
 Judgment by the Commission shall be rendered as soon after the conclusion 

of the hearing as possible; and, shall be submitted to the parties involved in 
writing, in the form of findings of fact and decision. 

 
 Upon receipt of the Commission’s judgment, the Board shall forthwith comply 

with the provisions thereof, notifying the Commission of its compliance in 
writing. 
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 At this point I ask that the room be cleared except for those parties 
participating in this hearing, including Personnel Commission and staff, the 
District’s representative, and the Appellant and his representative. 

 
 
After room is cleared… 
 

 Before proceeding any further I ask that the representative for each party to this 
appeal step forward.  We will go off the record now, at _____________ a.m./p.m. 

 
(give an opportunity for settlement among the parties) 

 
Take a break if parties agree to attempt to settle case. 

 
We will return to the record now at _____________ a.m./p.m. 
 
 If no settlement is reached, continue with hearing. 
   return to script 
   (Supplement A) 
 
If settlement is reached, state that settlement has been reached by the parties, 
and that the Board will be taking action to amend its action if necessary. 
 
I’m going to ask each party to respond to the following questions for benefit of the 
tape: 
 

Representative for the District, do you understand the settlement?  (need 
“yes” or “no” response) 
Are you in agreement with the settlement?  (need “yes” or “no” response) 
 
Representative for the Employee, do you understand the settlement?  
(need “yes” or “no” response). 
Are you in agreement with the settlement? (need “yes” or “no” response) 

 
Return to Open Session (note time) 
 
Announce in open session that the parties have reached a settlement in the 
case.  Therefore, the hearing has been canceled. 
 
Next meeting of the Personnel Commission will be _____________________, at 
_____________ a.m./p.m. 
 
The Special Meeting of the Personnel Commission stands adjourned at 
_____________ a.m./p.m. 

 
 



Req Status Count

* Cert. List 4
[Selection interviews held/scheduled for 2 positions.]

* Open 5
[None of these positions are on Transfer Bulletin.]

Total: 9

Count

* Previous Requisition Total (05/02/12) 8

* Requisitions Received (+) 2

* Requisitions Filled (-) 0  

* Requisitions Cancelled/On Hold (-) 1

* Current Requisition Total (06/06/12) 9

Personnel Commission

 REQUISITION STATUS 

 REQUISITION ACTIVITY 

as of June 6, 2012
Personnel Requisition Executive Summary



Req Status 6/7/2011 7/6/2011 8/8/2011 9/8/2011 10/6/2011 10/28/2011 12/7/2011 1/4/2012 3/7/2012 4/11/2012 5/2/2012 6/6/2012

Cert. List 2 2 32 10 9 5 23 7 6 3 3 4

Open 21 23 28 37 33 39 17 33 9 7 5 5

Total 23 25 60 47 42 44 40 40 15 10 8 9

Req Status:  "Cert. List" indicates that the Personnel Commission staff has submitted a list of names of persons who have qualified in all parts of the appropriate 
examination process to the appointing authority.  "Open" indicates that the appointing authority has not received a Cert. List.

Personnel Commission

Personnel Requisition Monthly Comparison



# Req. ID

Date From 

HR

Working 

Days as of 

6/6/12 Requisition Title Dept/Site FTE% Hrs Per Day

Position Type 
1

Replacing

Transfer 

Bulletin # PC Status 
2

Cert Date Comments 3+ Ranks

1 12-220 05/08/12 20 ACCOUNTANT SPECIAL ED 100.00 8 New --- 37 Open

RECRUITMENT OPENED 05/07/12 TO 05/25/12.  

WRITTEN EXAM SCHEDULED FOR 06/11/12.  STAFF 

COLLABORATING WITH SUBJECT MATTER EXPERT 

(SME) TO DEVELOP STRUCTURED INTERVIEW 

COMPONENT (TENTATIVELY SCHEDULED FOR 

06/21/12).  NEXT MEETING WITH SME SCHEDULED 

FOR 06/12/12. [TRANSFER BULLETIN #37 CLOSED 

05/15/12.]

2 12-219 03/23/12 49
DEVELOPMENTAL/HEALTH 

INSTRUCTIONAL ASST
SPECIAL ED 56.25 4.50 New --- 36 Cert List 05/29/12

RECRUITMENT OPENED 03/12/12 TO 04/03/12.  

WRITTEN EXAM ADMINISTERED 04/27/12.  

PROTEST PERIOD ENDS 05/04/12. EXAM PROCESS 

REVISED IN COLLABORATION WITH SMES TO 

INCLUDE STRUCTURED INTERVIEW (QAI) 

COMPONENT.  QAI ADMINISTERED 05/22/12.  [THIS 

IS A 1:1 POSITION.  TRANSFER BULLETIN #36 

CLOSED 03/30/12.]

NO

Personnel Commission

Personnel Requisition Detailed Report

Report Date:  June 6, 2012 Page 1 of 4



# Req. ID

Date From 

HR

Working 

Days as of 

6/6/12 Requisition Title Dept/Site FTE% Hrs Per Day

Position Type 
1

Replacing

Transfer 

Bulletin # PC Status 
2

Cert Date Comments 3+ Ranks

Personnel Commission

Personnel Requisition Detailed Report

3 12-165 11/09/11 139 ELEMENTARY LIBRARY COORD
JOHN MUIR 

ELEMENTARY
87.50 7.00 Vac

SUZANNE 

MOSCOSO
15 Cert. List 11/17/11

SELECTION INTVWS HELD 12/07/11.  FOLLOW-UP 

INTVWS HELD 12/19/11.   STAFF CONTACTED 

HIRING AUTHORITY ON 12/21/11 REGARDING 

SELECTION.  SELECTED CANDIDATE DECLINED 

OFFER 01/05/12.  THREE RANKS REMAIN FOR 

SELECTION.  HIRING AUTHORITY INDICATED 

COMMITTEE NEEDED TO RECONVENE TO SELECT 

ANOTHER ELIGIBLE CANDIATE.  STAFF 

CONFERRED WITH HIRING AUTHORITY 

REGARDING STATUS OF SELECTION AND 

REQUISITION CERT. LIST ON 02/08/12, 02/09/12, 

02/28/12, 03/06/12, 03/07/12 AND 03/22/12.  STAFF 

ADVISED THAT A SELECTION MUST BE MADE 

WHEN THERE ARE THREE RANKS OF ELIGIBLE 

CANDIDATES.  ALSO, IF THE POSITION IS NO 

LONGER REQUIRED, A PC SHOULD BE SUBMITTED 

TO ABOLISH THE POSITION AND A SUBSITUTE 

WOUD NO LONGER BE PROVIDED.     (NOTE: A 

SUBSTITUTE  WAS ASSIGNED PENDING 

SELECTION.  THE SUBSTITUTE WILL REMAIN IN 

PLACE THROUGH THE END OF THE SCHOOL YEAR.   

STAFF WILL CONTACT CANDIDATE WHO 

PREVIOUSLY DECLINED OFFER TO SEE IF 

INTERESTED, AND CANVAS RANKS PREVIOUSLY 

INTERVIEWED TO DETERMINE 

INTEREST/AVAILABILITY.  DEPENDING ON 

OUTCOME, SITE MAY BE ENTITLED TO INTERVIEW 

ADDITIONAL CANDIDATES.  ON 06/05/12, STAFF 

MET WITH SITE AND DISTRICT ADMINISTRATION 

TO BEGIN REVIEW ESSENTIAL JOB DUTES OF THE 

CLASSIFICATION AND DISCUSS POSSIBLE CLASS 

SPEC REVISIONS.)

YES

4 12-075 08/17/11 197
EQUIPMENT OPERATOR/SPORTS 

FACILITIES

MAINTENANCE & 

OPERATIONS
100.00 8.00 New --- 6 Open

WRITTEN EXAM CONDUCTED 5/22/2012, 

PERFORMANCE EXAM TENTATIVELY SCHEDULED 

6/14/2012 (PENDING RATERS)

STAFF WORKING WITH SMEs TO DEVELOP EXAM.  

(MOST RECENT MEETINGS HELD 03/28/12 AND 

04/27/12).  CLASS SPEC REVISED 10/11/11.  

RECRUITMENT REOPENED 02/03/12 TO 02/28/12.  

ORIGINAL APPLICATION FILING PERIOD WAS  

09/27/11 to 10/18/11.  CURRENT EMPLOYEE 

WORKING OUT OF CLASS PENDING COMPLETION 

OF RECRUITMENT/EXAMINATION PROCESS.   

[TRANSFER BULLETIN #6 CLOSED 08/24/11.] 

Report Date:  June 6, 2012 Page 2 of 4



# Req. ID

Date From 

HR

Working 

Days as of 

6/6/12 Requisition Title Dept/Site FTE% Hrs Per Day

Position Type 
1

Replacing

Transfer 

Bulletin # PC Status 
2

Cert Date Comments 3+ Ranks

Personnel Commission

Personnel Requisition Detailed Report

5 12-201 01/23/12 108
FISCAL SERVICES SUPERVISOR 

(PAYROLL)
FISCAL SVCS 100.00 8.00 Vac RICARDO LOPEZ 27 Cert List 05/01/12

RECRUITMENT INITIALLY OPENED 12/21/11 

THROUGH 01/20/12.  TRAINING AND EXPERIENCE 

EVALUATION COMPLETED 02/10/12.  STRUCTURED 

INTERVIEW (QAI) ADMINISTERED 04/20/12.  ELIG 

LIST ESTABLISHED 04/30/12.  CERT LIST DATED 

05/01/12 CONTAINED ONE RANK.  AT THE REQUEST 

OF HIRING AUTHORITY, RECRUITMENT RE-

OPENED FROM 04/26/12 TO 05/18/12 TO SECURE 

ADDITIONAL ELIGIBLES.  SECOND 

ADMINISTRATION OF QAI SCHEDULED FOR 

06/22/12.  [INCUMBENT'S RESIGNATION WAS 

EFFECTIVE 01/31/12.  TRANSFER BULLETIN #26 

CLOSED 02/08/12.]

NO

6 12-221 05/07/12 21 HVAC MECHANIC
MAINTENANCE & 

OPERATIONS
100.00 8.00 Vac CRAIG SMITH 38 Open

RECRUITMENT OPENED 05/14/12 TO 06/06/12.  

WRITTEN EXAM SCHEDULED 06/21/12.  [TRANSFER 

BULLETIN #38 CLOSED 05/17/12.]

7 12-105 09/08/11 198
INSTRUCTIONAL ASST-PHYSICAL 

ED
SANTA MONICA HIGH 50.00 4.00 New --- 7 Cert List 03/29/12

INITIAL CERT LIST TO HIRING AUTHORITY 09/23/11.  

RECRUITMENT RE-OPENED 11/30/11 TO 12/20/11 

TO SECURE ADDITIONAL RANKS TO MEET BFOQ.  

WRITTEN EXAM ADMINISTERED 01/09/12 DID NOT 

RESULT IN FEMALE CANDIDATES.  RECRUITMENT 

RE-OPENED ON A CONTINUOUS BASIS TO OBTAIN 

FEMALE CANDIDATES.  STAFF CONTACTED HIRING 

AUTHORITY ON 02/08/12 TO CONFIRM NEED FOR 

FEMALE CANDIDATE.  MOST RECENT EXAM, 

ADMINISTERED 03/29/12, RESULTED IN TWO 

RANKS. SELECTION INTVWS HELD 05/01/12 

SELECTION MADE.  STAFF AWAITING 

DOCUMENTION FROM HIRING AUTHORITY TO 

EXTEND OFFER.  NOTE:  THIS ASSIGNMENT IS 

SCHEDULED TO BEGIN AT THE START OF THE 

2012-2013 SCHOOL YEAR.

NO

8 12-210 02/15/12 91
JOB DEVELOPMENT & 

PLACEMENT
SANTA MONICA HIGH 75.00 6.00 Vac KELLIE LE DUFF 31 Open

STAFF COLLABORATING WITH HIRING AUTHORITY 

TO REVISE CLASS SPEC TO MORE ACCURATELY 

REFLECT THE DUTIES, RESPONSIBILITIES AND JOB 

REQUIREMENTS FOR FUTURE RECRUITMENT 

PURPOSES.  A CLECRICAL SUB ASSIGNED 02/28/12 

DURING JOB ANALYSIS AND EXAM DEVELOPMENT 

PROCESS.  INITIAL DISCUSSION WITH SME ON 

02/02/12.  MOST RECENT MEETING WITH SME 

HELD 05/02/12.  [TRANSFER BULLETIN #31 CLOSED 

02/22/12.]

Report Date:  June 6, 2012 Page 3 of 4



# Req. ID

Date From 

HR

Working 

Days as of 

6/6/12 Requisition Title Dept/Site FTE% Hrs Per Day

Position Type 
1

Replacing

Transfer 

Bulletin # PC Status 
2

Cert Date Comments 3+ Ranks

Personnel Commission

Personnel Requisition Detailed Report

9 12-103 09/08/11 198
SCHOOL OCCUPATIONAL 

THERAPY ASST (COTA)
SPECIAL ED 100.00 8.00 Vac KARI ISACKSON 7 Open

RECRUITMENT OPENED 09/08/11 UNTIL FILLED.  

[TRANSFER BULLETIN #7 CLOSED 09/14/11.]

NOTES:

1

2 Req Status :   "Cert. List" indicates that the Personnel Commission staff has submitted a list of names of persons who have qualified in all parts of the appropriate examination process to the appointing authority.  "Open" indicates that 

the appointing authority has not received a Cert. List.

Position Type :  "Vac" (Vacancy) refers to a personnel requisition initiated to replace a separated employee.  "New" refers to a personnel requisition initiated for a newly established position.

Report Date:  June 6, 2012 Page 4 of 4



Personnel Commission 

Personnel Requisition Graphic Summary 
as of June 6, 2012 

4, 44% 

5, 56% 

Status 

Certified to
Managers

Open 9, 
100% 

Work Hours 

Less than 20
hours

20 hours or
more

5, 56% 

4, 44% 

Position Type 

Vacancy/
Replacement
New 9, 

100% 

Work  Location 

Malibu

Santa
Monica



SANTA MONICA – MALIBU UNIFIED SCHOOL DISTRICT 
PERSONNEL COMMISSION 

MEETING CALENDAR 
2012 – 2013 

 
Date Time Location Discussion Item 

2012    
July 17, 2012 5:00 p.m. Board Room – District Office  
August 14, 2012 5:00 p.m. Board Room – District Office  
September 11, 2012 5:00 p.m. Board Room – District Office  
October 9, 2012 5:00 p.m. Board Room – District Office  
November 13, 2012 5:00 p.m. Board Room – District Office  
December 11, 2012 5:00 p.m. Board Room – District Office  
2013    
January 15, 2013 5:00 p.m. Board Room – District Office  
February 2013 Daily Conference TBD CSPCA 2013 Annual 

Conference 
February 12, 2013 5:00 p.m. Board Room – District Office  
March 12, 2013 5:00 p.m. Board Room – District Office  
April 9, 2013 5:00 p.m. Board Room – District Office 2013–14 Budget Discussion 

and Development,  
May 14, 2013 5:00 p.m. Board Room – District Office 2013-14 Budget Adoption 
June TBD, 2013 5:00 p.m. Board Conference Room – 

District Office 
Progress Review of Strategic 
Goals - Director of Classified 
Personnel 

June 11, 2013 5:00 p.m. Board Room – District Office  
 



















RECRUITMENT 

PROCESS 

OVERVIEW 
 

June 12, 2012 

Personnel Commission Staff 

1 



PRESENTATION 

AGENDA 
 Objective 

 Merit System Principles 

 Initiating a Recruitment 

 Recruitment Process Overview 

– Job Analysis 

– Type of Recruitment 

– Job Bulletin 

– Job Interest Forms 

– Employment Applications – Review & 
Notification 

– Examination Review, Development & 
Revision 

– Examination Types 

– Eligibility Lists 

– Selection Interview 

– Job Offer 

– Final Steps 

 Employment-related Resources and 
Information 
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OUR OBJECTIVE 

  Augment your knowledge of the 

classified recruitment & 

examination process 

  Share Best practices for 

interviewing and selecting classified 

employees 

  Emphasize the Collaborative 

effort between departments/sites & 

Personnel Commission team 

members. 
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MERIT SYSTEM 

PRINCIPLES 
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 Employment and promotion on the 
basis of merit as shown by competitive 
examination 

 Fair and equitable treatment in all 
personnel matters 

 Equal pay for work of equal value 

 High standards of integrity and 
conduct and concern for the public 
interest 

 Efficient and effective use of the work 
force 

 Improved performance through 
effective education and training 

 Protection of employees from arbitrary 
action, personal favoritism or political 
coercion 

 
Following District policy, the negotiated contract, 

the Education Code, and Personnel Commission 
Merit Rules help to prevent issues associated 

with grievances and lawsuits.  



INITIATING A 

RECRUITMENT 

 The Classified Position Control 

Form (PC) is used to initiate a 

recruitment.  This form serves as 

clearance from the Fiscal Department 

for expenditure of salary funds.  
 

 Upon receipt of the approved PC form 

from the Human Resources 

Department, the Personnel 

Commission recruiter will contact the 

hiring manager/administrator to 

discuss: 
 

Recruitment Timelines ~ Advertising ~ 

Exam Development 

 

 

*These considerations will be documented in the 

Recruitment/Examination Plan.* 
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RECRUITMENT PROCESS OVERVIEW 

JOB ANALYSIS 

Purpose of the Job Analysis 

o Establishes a legally defensible foundation 
for a variety of selection decisions 

o Documentation must be maintained and 
validity must be established according to the 
Uniform Guidelines (1978) 

o Griggs v. Duke Power (1971) 

o Albermarle Paper Co. v. Moody (1975) 

 

Job Analysis Questionnaire (JAQ) 

The JAQ is used to learn more about the duties 
performed in this position and the completeness 
required to be successful on the job.  This 
information will give us an overall picture of the 
requirements of this job and help us to develop a 
more effective selection process.  
 

JAQ Rating Scales 

 Task & Duty Statement Rating Scale - to 
determine whether a particular task or duty 
is ESSENTIAL to the overall performance of 
the job. 

 

 Knowledge, Skills and Abilities (KSA) 
Statement Rating Scale - to measure the 
relationships between possession of KSA’s 
and overall “SATISFACTORY” job 
performance.  
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RECRUITMENT PROCESS OVERVIEW 

TYPE OF RECRUITMENT 
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 Open – Competitive 
 

 Promotional 
 

 Promotional and Open-
Competitive (with the promotional list 
taking precedence) 

 

 Merged Promotional and Open-
Competitive 

*Merit Rule 5.2.1, Ed.Code 45272, 45284* 



RECRUITMENT PROCESS OVERVIEW 

JOB BULLETIN (GENERAL) 

Our recruiters collaborate 

with our clients to prepare 

& post a formal job bulletin 

containing: 
 

 a description of job duties 

 minimum qualifications, 

 pay level, and 

 any special conditions of 

employment 
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SMMUSD Employment Opportunities Page 

http://agency.governmentjobs.com/smmusd/default.cfm


RECRUITMENT PROCESS OVERVIEW 

JOB BULLETIN (ADVERTISING SOURCES) 
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General 

•SMMUSD website & 

bulletin boards 

•Governmentjobs.com 

•District Employees 

•ED-Join 

•Craigslist 

•Other Districts 

•County Agencies 

Specialty 
•AdvanceWeb 

(OT, PT, 

SLPA) 

•CASBO 

•Choralnet 

 

Regional 
•Malibu Times 

•Ventura County Star 

•The Acorn 

•Santa Monica Mirror 

Higher Ed 
•CSUN 

•LMU 

•USC 

•CSLA 

•SMC 

Other 
•Los Angeles Times 

•CareerBuilder.com 

•Monster.com 



RECRUITMENT PROCESS OVERVIEW 

JOB INTEREST  FORMS 

Job Seekers may submit an 

online Job Interest Card to be 

notified when  a recruitment 

begins 
 

Job interest cards expire after 

12 months 
 

Prior to expiration, Job interest 

cards can be renewed for an 

additional 12 months 
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RECRUITMENT PROCESS OVERVIEW 

EMPLOYMENT APPLICATIONS-

REVIEW & NOTIFICATION 

 Job seekers apply for jobs 
through the 
Governmentjobs.com web site.  

 

 Each job contains a link to the 
Personnel Commission’s online 
applicant tracking system.  
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 Our recruiters: 

 Review applications to ensure 
minimum education and 
experience and application 
requirements are met. 

 Notify applicants of acceptance 
or rejection of the application.  

 Invite applicants to participate 
in exam process. 

 

*Applications are only accepted during  

the established filing period* 

 



RECRUITMENT PROCESS OVERVIEW 

EXAM REVIEW, DEVELOPMENT 

& REVISION 

Exam development is a collaborative process. 
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 Supervisor – provides 

input into the Job 

Analysis Questionnaire 

to the extent he/she has 

actually performed the 

job in the recent past 

and/or remains close to 

the work. 

Job 
Analysis 

Exam 
Development 

& Revision 

SME & 
Supervisor 

Review 

Subject Matter Expert (SME) – an experienced 

incumbent who is articulate in explaining the 

job.  The SME is the best authority to complete 

the Job Analysis Questionnaire and  accurately 

rate the  importance and frequency of job 

tasks and the knowledge/skills/ abilities 

expected upon job entry. 

 

Personnel Analyst – conducts job analysis and 

confers with SME and supervisor to 

determine appropriate selection methods. 



RECRUITMENT PROCESS OVERVIEW 

EXAMINATION TYPES 

Type Description 

1. Written (multiple-

choice/short-answer) 

Assess knowledge  of a 

particular subject area. 

2. Performance/ 

Practical Demonstration  

of Skill 

Assess ability to perform 

essential job tasks. 

3. Structured Interview 
Evaluate training, education 

and experience. 

4.Training & Experience 

Rating 

Evaluate level of experience 

attained by reviewing essay-

type answers to 

supplemental application 

questions.   

 
[Supervisory and managerial 

positions] 

20 

P
e
rso

n
n

e
l C

o
m

m
issio

n
 

*Merit Rule 5.2.7, Ed.Code 45260, 45273* 

Recruitment and selection for classified positions are on the 

basis of merit as shown by competitive examination. 
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RECRUITMENT PROCESS OVERVIEW 

ELIGIBILITY LISTS 

 Applicants successful in all parts of 

the examination process will have 

their names placed on an Eligibility 

List by score. 

 

 Ranks will be assigned by final score 

with the highest score receiving Rank 

1.   

 

 

 

 

 

 
 

*Eligibility Lists are generally active for one year* 22 
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Candidate Name 

• G. Blumenthal 

• S. D. Hellmann 

• M. Fox 

• T White 

• H. Yang 

Exam 
Score 

• 92 

• 92 

• 88 

• 88 

• 85 

Rank 

• 1 

• 1 

• 2 

• 2 

• 3 



RECRUITMENT PROCESS OVERVIEW 

SELECTION INTERVIEW 

Our recruiter will provide the hiring 
manager/administrator with a 
Certification Summary which contains: 

 

A Listing of the Top 3 Ranks of  Eligible 
Candidates to Interview 

 

Sample Interview Questions 
Open ended  Probing  Situational 

 

Interview Do’s and Don’ts 
 

Classified Reference Request 
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 Scheduling Interviews  - our recruiters 

schedule interviews upon learning of the hiring 

manager/administrator’s availability and 

preferences 
 

 Interview Panel  

Who? other managers/administrators or 

supervisors who are familiar with the position 

Why? panel members are able to provide 

different perspectives and lend validity to 

the selection process 
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RECRUITMENT PROCESS OVERVIEW 

JOB OFFERS 

Our recruiter will: 

make the job offer 

inform you of the candidate’s 

decision 

Inform the candidate that the 

appointment is contingent 

upon successful completion of 

all pre-employment 

processing with the Human 

Resources Department 

 

 

 

Forward candidate materials 

to the Human Resources 

Department 
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RECRUITMENT PROCESS OVERVIEW 

FINAL STEPS 
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Our colleague in the Human 

Resources Department will: 

o Schedule the pre-employment 

processing appointment and 

coordinate the following: 
1. TB test/physical exam 

2. Fingerprint 

3. background clearances 

4. safety training 

5. new employee orientation (NEO) 
 

o Notify the hiring manager/ 

administrator once ALL  

clearances have been met and 

provide employee start date. 



EMPLOYMENT-RELATED 

INFORMATION & RESOURCES 

 Current Employment Opportunities 

 Forms 

 Job Descriptions 

 Layoff & Reemployment FAQs 

 Merit Rules 

 Classified Employee Hourly Salary 

Schedule 

 SEIU Bargaining Unit Agreement 

 Guide to Hiring Classified 

Employees   
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PERSONNEL COMMISSION 

WEB PAGE 
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http://www.smmusd.org/hrs/classified/index.html
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 Augment knowledge 

   Best practices                         

         Collaborative effort 



Santa Monica-Malibu Personnel Commission - Merit Rules Review Tracker

Section Number Title PC  Review Dates Comments (Requests) 

Adoption 

Date by PC

Chapter II 2nd Reading The Personnel Commission 9.19.06 9.19.06

Chapter III 2nd Reading

Classification of Employees and 

Positions 1.12.10 Excluding Rule 3.1.2.B 1.12.10

Rule 3.1.2.B 2nd Reading Special Categories 2.9.10 2.9.10

Chapter IV 2nd Reading Application for Employement 1.12.10 Excluding Rule 4.6.2.B 1.12.10

Rule 4.6.2.B 2nd Reading Appeal from Disqualification 2.9.10 2.9.10

Chapter V 2nd Reading Recruitment and Examinations 2.9.10 2.9.10

Chapter VI 1st Reading Eligibility Lists 4.13.10

2nd Reading 6.8.10 6.8.10

Chapter VII 1st Reading

Appointment to Classified 

Positions 6.8.10 Exluding Rule 7.3.3

Review to the Superintendent and SEIU - 

7.26.10

2nd Reading 9.14.10 9.14.10

Rule 7.3.3 1st Reading Summer Session Assignment 4.13.10

2nd Reading 6.8.10 6.8.10

Chapter VIII 1st Reading Employee Clearances 7.13.10

Review to the Superintendent and SEIU - 

7.26.10

2nd Reading 9.14.10 9.14.10

Chapter IX 1st Reading Employment Status 11.9.10

Review to the Superintendent and SEIU - 

12.6.10

2nd Reading 2.8.11 2.8.11

Merit Rule Tracker: 6-12-12



Santa Monica-Malibu Personnel Commission - Merit Rules Review Tracker

Section Number Title PC  Review Dates Comments (Requests) 

Adoption 

Date by PC
Chapter X 1st Reading Performance Evaluation 11.9.10

Review to the Superintendent and SEIU - 

12.6.10

2nd Reading 2.8.11 2.8.11

Chapter XI 1st Reading

Vacation, Leaves of Absence and 

Holidays 4.12.11

Review to the Superintendent and SEIU - 

6.7.11                                                                  

Per the Assistant Superintendent's 

Request - Deadline Extended

Chapter XII 1st Reading

Salaries, Overtime Pay and 

Benefits 4.12.11

Review to the Superintendent and SEIU - 

6.7.11                                                                 

Per the Assistant Superintendent's 

Request - Deadline Extended

Rule 12.2.4.B 2nd Reading Salary on Employment 1.12.10 1.12.10

Chapter XIII 2nd Reading

Seniority, Layoff, Displacement 

and Reemployment 1.12.10 1.12.10

Chapter XV 1st Reading Resignation and Reinstatement 4.17.12

Merit Rule Tracker: 6-12-12



Santa Monica - Malibu Unified Schood District

Workforce Organization Development Tracker

Activity Staff Date Comments

Human Resource Forum (in-service training)

Participate in collaborative planning sessions 1.24.11

3.1.11 Collaborators (Fiscal, HR, and PC)

PA 4.12.11

4.21.11

Workshop presentation on The Recruitment 

Guide

PA/DOC 4.28.11 Two session held (9a.m.-12 p.m. and 1 p.m.-

4 p.m.

Attendees included Administrators, 

Department Heads, and Office Managers

Approx. number of attendees: 55

District's New  Employee Orientation 

Program

Staff

Prepare PowerPoint slides to overview PC TBD

Collaborate with the HR to put into District's 

New Employee Orientation Program

Career In-Service Training Seminars Staff Develop a series of seminars to augment 

employees' knowledge and skills to work 

within a Merit System school district. To 

explore such questions as:

Merit Principles of Personnel 

Administration/Merit System under the State 

of California Education Codes

TBD 1. What is a Merit  System?

2. Is there an outline of appropriate 

Education Code Sections to reference?

3. What is the relationship between the 

Education Code and Merit Rules?

Personnel Commission Merit Rules

TBD 4. How to navigate the Personnel 

Commission's website?

5. How to get useful feedback from users?

Classification Titles and Descriptions TBD 6. How to mediate issues?

7. Which Personnel Commission staff to 

contact?

Overview of the Personnel Commission TBD 8. Why this and not that?

Welcome Letter (Electronic) to New 

Administrators and Managers

DOC/AA TBD

Introduction to the Personnel Commission

Workforce Organization Development Tracker: 6-12-12



Santa Monica - Malibu Unified Schood District

Workforce Organization Development Tracker

Activity Staff Date Comments
Link to Website

Link to Personnel Commission Staff

Personnel Commission Website

Update

AA/DOC On-going Collaborate with District's Information 

Systems Department

Employee Development Workshops

Staff 3.30.11 Targeted and District-wide workshops on 

such topics as:

4.7.11 1. Interviewing Skills

TBD 2. Employment Application Skills

3. Understanding the Employment 

Application Process

4. Resume Skills

5. Examination Preparations

6. Career Planning

4.4.12 & 

4.11.12 Interview Skills

Feedback Mechanisms Staff

One-to-One Meetings with Administrators 

and Managers

On-going

Customer Satisfaction Surveys On-going

Review "Best Practices" from the literature 

and other Agencies

On-going

Key:

AA - Administrative Assistant

DOC - Director of Classified Personnel

HRT - Human Resources Technician

PA - Personnel Analyst

Workforce Organization Development Tracker: 6-12-12



 
 
V.  Personnel Commission Business: 
 
 
 

A. Personnel Commissioner Comments 
 
 

B. Future Items: 
 

   
Subject Action Steps Tentative 

Date 
Merit Rules Revisions Second Reading of Changes to Merit Rules: 

Chapter XI: Vacation, Leaves of Absence and 
Holidays 
Chapter XII: Salaries, Overtime Pay, and 
Benefits 
First Reading of Changes to Merit Rules: 
Chapter XIV: Disciplinary Action and Appeal 
Chapter XVI: Grievance Procedure  

July 2012 

Job Fair (Malibu)  July 2012 
Personnel Commission’s 
Guiding Principles and 
Transparency 

 July 2012 

Overview of the District 
Strategic Plan 2012 

 July 2012 

Strategic Mission 
Planning and Goals 
Setting for the Personnel 
Commission 

 July 2012 

 
 
  



 

 
VI. Closed Session: 

 
 None 

 
 



 
 
 

IV. Next Regular Personnel Commission Meeting: 
Tuesday, July 17, 2012, at 5:00 pm - District Office Board Room 
 



 
 
VIII.  Adjournment: 


	I. UGeneral Functions:
	A. Call To Order
	E. Motion To Approve Minutes



