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

November 13, 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. Joseph Pertel and Mr. Michael
Sidley

1. 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: October 9, 2012

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 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

IL. 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. Appointment Letter from State Superintendent Torlakson for Commissioner
Pertel

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
e Ms. Elizabeth Baker, Technical Specialist 1I, K-2 Music Instructor, from

September 21, 2012 to May 31, 2013, Muir Elementary School
e Ms. Kim Brown, Technical Specialist II, Instructor for Science, Art, Music
and Computer, from October 1, 2012 to June 25, 2013, Cabrillo
Elementary School
e Ms. Lucia Burke, Technical Specialist I, School Garden Coordinator
Assistant, from August 22, 2012 to June 11, 2013, Food and Nutrition Services
e Mr. Christopher Parise, Technical Specialist II, Band Coach,
from September 10, 2012 to June 30, 2013, John Adams Middle School/Ed.
Services
e Ms. Rynearson, Patricia, Technical Specialist II, String Coach,
from October 1, 2012 to June 30, 2013, Lincoln Middle School/Ed. Services
e Mr. Mick Wetzel, Technical Specialist III, Orchestra Coach, from
September 10, 2012 to June 30, 2013, Santa Monica High School/Ed. Services
e Ms. Diana Zaslov, Technical Specialist 111, Voice Coach, from
October 1, 2012 to June 30, 2013, Santa Monica High School/Ed. Services
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C. Merit Rules Advisory Committee (A.R.C.) Update
e Advisory Rules Committee Agenda — October 25, 2012; November 1, 2012

D. Disciplinary Pre-hearing Conferences (TBD)
e Ref. Number: 7011 0470 0002 6451 4053
e Ref. Number: 7011 0470 0002 6451 4138
e Ref. Number: 7011 0470 0002 6451 4169

E. 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

e Mr. Damone Fowler, Cafeteria Cook Baker in the position of the Production
Kitchen Coordinator, October 2, 2012; October 24, 2012

111. Consent List:

A. Approve Classified Personnel Eligibility List(s):

Classification # Eligibles
Elementary Library Coordinator 13
Instructional Assistant — Bilingual (Spanish) 28
Motion by:

Seconded by:

Vote:

IV. Action/Discussion Items/or Other Information:

A. Action Item(s):

1. Recruitment/Selection Process for the Director of Classified Personnel — Panel
Composition
a. Screening Applications
Director’s Recommendation: Approve

Motion by:
Seconded by:
Vote:

b. Technical Interview
Director’s Recommendation: Approve

Motion by:
Second by:
Vote:
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c. General Fitness Interview
Director’s Recommendation: Approve

Motion by:
Second by:
Vote:

d. Selection Interview
Director’s Recommendation: Approve

Motion by:
Second by:
Vote:

2. Advanced Step Placements:

a. The Director of Classified Personnel recommends that the Personnel
Commission approve Advanced Step Placement for new employee Puja
Chocha in the classification of Specialized Instructional Assistant 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:

b. The Director of Classified Personnel recommends that the Personnel
Commission approve Advanced Step Placement for new employee Mikiko
Yamamoto in the classification of Specialized Instructional Assistant 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:

3. Classification Revisions:
Director’s Recommendation: Approve

a. The Director of Classified Personnel recommends that the Personnel
Commission approve the revision to the Sprinkler Repair Technician
classification specification within the Operations

Motion by:
Seconded by:
Vote:

Personnel Commission AGENDA: November 13, 2012 Page 4



4. Scheduling Disciplinary Hearings
a. Ref. Number: 7003 1680 0002 6368 3401 (half day)

Motion by:
Seconded by:
Vote:

b. Ref. Number: 7003 1680 0002 6368 3517 (full day)

Motion by:
Seconded by:
Vote:

B. Discussion Item(s):
1. HR-PC Reorganization
2. Personnel Requisition Status Report
3. Personnel Commission’s Twelve-Month Calendar of Events
e 2012-2013

C. Information Item(s):
1. Classified Personnel — Merit Report - No. A.17
e October 18, 2012
Classified Personnel — Merit Report - No. A. 22
e November 1, 2012
2. Classified Personnel — Non-Merit Report — No. A.18
e QOctober 18, 2012
Classified Personnel — Non-Merit Report — No. A.23
e November 1, 2012
Personnel Commission Annual Report FY 2011-2012
Merit Rules Review Tracker
5. Workforce Organization Development and Strategic District Partnership Tracker

W

V. Personnel Commission Business:

A. Personnel Commissioner Comments
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B. Future Items:

Subject Action Steps Tentative
Date
Merit Second Reading of Changes to Merit Rules: December
Rules Chapter XI: Vacation, Leaves of Absence and Holidays 2012

Revisions Chapter XII: Salaries, Overtime Pay, and Benefits
Chapter X1V Disciplinary Action and Appeal Chapter
Chapter XV: Resignation and Reinstatement Chapter February
XVI: Grievance Procedure 2013

First Reading of Changes to Merit Rules:
Chapter I: Preliminary Statement and Definition of
Terms

VI. Next Regular Personnel Commission Meeting:
Tuesday, December 11, 2012, at 5:00 pm - District Office Board Room

VII. 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.
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SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT
PERSONNEL COMMISSION
District Office Board Room
1651 Sixteenth Street, Santa Monica CA 90404

MINUTES
REGULAR MEETING

October 9, 2012 @ 5:00 p.m.
District Office Board Room

Electronically Recorded

PERSONNEL COMMISSIONERS: Mrs. Barbara Inatsugu, Mr. Joseph Pertel 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, Pertel and Sidley were present.

C. Pledge of Allegiance: Human Resources Analyst Stephanie Perry led all in attendance in the
Pledge of Allegiance.

D. Motion to Approve Agenda:

Motion by:  Joseph Pertel
Seconded by: Barbara Inatsugu
Vote: 3-0

The Commission approved an addendum to the Personnel Commission Agenda - Agenda

Item IV. B.4. “HR-PC Reorganization.” Additional e-mail communication was placed in
Agenda Item IV.C.6. “Scheduling Disciplinary Hearings.”

E. Motion to Approve Minutes: September 11, 2012;

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

Commissioner Sidley welcomed the new Personnel Commissioner, Mr. Joseph Pertel,
wishing him all the best as Commissioner.

Commissioner Sidley congratulated Commissioner Inatsugu on her re-appointment.
Commissioner Inatsugu also welcomed Commissioner Pertel saying she is looking forward to
working with him.



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
2. Request to Speak on Non-agenda Items
None

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 Commissioner Inatsugu on
her re-appointment and welcomed Commissioner Pertel. She reported on the current
events and activities within SEIU including their support of Prop 30 and negotiation
preparations.

2. Board of Education Report
Ms. Debra Moore Washington, Assistant Superintendent of Human Resources, also
congratulated Commissioner Inatsugu on her re-appointment and welcomed
Commissioner Pertel. She informed the Personnel Commission about the District’s
current events and activities including enrollment increase, negotiation training and
recruitment for the new Director of Classified Personnel.

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. Reappointment of Personnel Commissioner — Mrs. Barbara Inatsugu
Dr. Young congratulated Commissioner Inatsugu on her re-appointment and said he is
looking forward to continuing working with her until his retirement in December 2012.

B. Welcome to New Personnel Commissioner — Mr. Joseph Pertel
e Emergency Appointment of Personnel Commissioner

e Appointment of Personnel Commissioner for Unexpired Term of Commissioner
Shane McLoud

Dr. Young welcomed Commissioner Pertel and said he is looking forward to working with
him.
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C. Recruitment for the Director of Classified Personnel — Update
Dr. Young presented Mr. Cole’s e-mail communication as well as the job bulletin draft for
the Personnel Commission’s review.
Commissioner Sidley provided clarification regarding reporting relations of the new
Director of Classified Personnel to the Personnel Commission and/or its designee/delegatee.

D. 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. Jody Anderson, Technical Specialist I1I, Band Coach, from July 1, 2012 to June 30,
2013, Santa Monica High School/Ed. Services

Mr. Robert Anderson, Technical Specialist III, Orchestra Coach, from September 10,
2012 to June 30, 2013, Santa Monica High School/Ed. Services

Ms. Elizabeth Baker, Technical Specialist II, Vocal Music Instructor, from
September 10, 2012 to June 15, 2013, Webster Elementary School

Ms. Alisha Bauer, Technical Specialist III, Orchestra Coach, from September 10, 2012
to June 30, 2013, Santa Monica High School/Ed. Services

Mr. Andrew Bill, Technical Specialist II, Band Coach, from July 1, 2012 to June 30,
2013, Santa Monica High School/Ed. Services

Ms. Margaret Flanagan Lysy, Technical Specialist III, Orchestra Coach, from
September 10, 2012 to June 30, 2013, Santa Monica High School/Ed. Services

Mr. Jesus Florido, Technical Specialist III, Orchestra Coach, from

September 10, 2012 to June 30, 2013, Santa Monica High School/Ed. Services

Mr. Juan Gonzalez, Technical Specialist II, Band Coach — Color Guard, from July 1,
2012 to June 30, 2013, Santa Monica High School/Ed. Services

Mr. Mark Harris, Technical Specialist III, Music Instructor, from September 11, 2012
to June 30, 2013, Olympic High School

Ms. Grace Hsu, Technical Specialist II, String Coach, from September 10, 2012 to June
30, 2013, John Adams Middle School/ Lincoln Middle School/Ed. Services

Mr. Michael Hyziak, Technical Specialist II, Woodwind/Brass Coach, from
September 4, 2012 to June 30, 2013, Ed. Services

Mr. Yosuke Miyoshi, Technical Specialist II, Band Coach, from July 1, 2012 to June
30, 2013, Santa Monica High School/Ed. Services

Dr. Josephine Moerschel, Technical Specialist II, String Coach, from September 10,
2012 to June 30, 2013, John Adams Middle School/Ed. Services

Ms. Karolina Naziemiec, Technical Specialist II, String Coach, from September 10,
2012 to June 30, 2013, Lincoln Middle School/Ed. Services

Ms. Betsy Newell, Technical Specialist II, Vocal Music Instructor, from September
28,2012 to June 11, 2013, Roosevelt Elementary School

Ms. Julianna Ostrovsky, Technical Specialist II, Art Instructor, from October 1, 2012
to March 18, 2013, Point Dume Elementary School

Mr. Chris Parise, Technical Specialist I1, Music Clinician, from August 22, 2012 to June
11, 2013, John Adams Middle School

Ms. Teag Reaves, Technical Specialist II, Band Coach, from September 10, 2012 to
June 30, 2013, Lincoln Middle School/Ed. Services

Ms. Jennifer Roth, Technical Specialist II, Band Coach, from September 10, 2012 to
June 30, 2013, John Adams Middle School/Ed. Services

Ms. Jody Ruben, Technical Specialist II, String Coach, from September 4, 2012 to June
30, 2013, Ed. Services
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e Mr. Peter Senchuk, Technical Specialist II, Band Coach, from September 10, 2012 to
June 30, 2013, John Adams Middle School/ Lincoln Middle School/Ed. Services

e Ms. Shannon Sukovotky, Technical Specialist I1, Vocal Music Instructor, from
September 3, 2012 to May 24, 2013, Cabrillo Elementary School

e Mr. Daniel Thomason, Technical Specialist 111, Orchestra Coach, from September 10,
2012 to June 30, 2013, Santa Monica High School/Ed. Services

e Ms. Meghan Turner, Technical Specialist II, Woodwind/Brass Coach, from
September 4, 2012 to June 30, 2013, Ed. Services

e Mr. Kelly Weaver, Technical Specialist 11, Band Coach, from September 10, 2012 to
June 30, 2013, Lincoln Middle School/Ed. Services

e Mr. David Young, Technical Specialist I1I, Orchestra Coach, from September 10, 2012
to June 30, 2013, Santa Monica High School/Ed. Services

E. Merit Rules Advisory Committee (A.R.C.) Update
e Adyvisory Rules Committee Agenda — September 13, 2012
Dr. Young drew attention to the A.R.C. agenda and sign-in sheet from September 13, 2012
for the Personnel Commission’s review.

F. Disciplinary Hearings
e Ref. Number: 7011 0470 0002 6451 4053
e Ref. Number: 7011 0470 0002 6451 4138
- Pre-hearing Conference: TBD

G. 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
e Mr. Damone Fowler, Cafeteria Cook Baker in the position of the Production Kitchen
Coordinator, September 10, 2012

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
Athletic Trainer 6
Instructional Assistant — Classroom 33
Instructional Assistant — Physical Education 16

Technical Theater Technician
Motion by: ~ Barbara Inatsugu

Seconded by: Joseph Pertel
Vote: 3-0
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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 Teresa Ivey in the classification of
Specialized Instructional Assistant 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

b. The Director of Classified Personnel recommends that the Personnel Commission
approve Advanced Step Placement for new employee Ryan Van Otten in the
classification of Physical Activities Specialist 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 Fidel Winzey in the classification
of Stock and Delivery Clerk 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

Commissioner Sidley inquired about quantifying the value of salaries and benefits
provided for employees.

B. Discussion Item(s):

1. Personnel Commission Annual Report FY 2011-2012
Dr. Young presented an overview of the most important functions and activities
performed by the Personnel Commission Department in fiscal year 2011-2012. The
report will also be given to the Board of Education members for their information.
Commissioner Inatsugu inquired about the Job Interest Cards and actual applications
as well as the number of classification studies.
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Commissioner Pertel asked about substitute/provisional jobs data for 2010-2011.
Commissioner Sidley inquired about the number of applicants who participated in the
examination and the Personnel Commission staff involved in the process.

Dr. Young provided a detailed explanation of these activities.

Commissioner Sidley inquired about processing classified employees evaluations. Ms.
Washington explained the evaluation process.

Commissioner Sidley requested adding additional functions and activities performed by
the Personnel Commission to the annual report. The revised report will be presented at
the next regular Personnel Commission meeting in November 2012.

2. Personnel Requisition Status Report
Ms. Stephanie Perry, Human Resources Analyst, provided a brief overview of the eleven
(11) vacancies.

3. Personnel Commission’s Twelve-Month Calendar of Events
o 2012 -2013
Dr. Young drew attention to the CSPCA Annual Conference that will take place in
February 2012 in Anaheim.

4. HR-PC Reorganization
Commissioner Sidley provided a brief background to the reorganization’s status drawing
attention to examples of organizational structures from various school districts and
emphasizing the Personnel Commission’s authority over the Personnel Commission staff.
He also defined the Personnel Commission’s role and authority within the District.
Commissioner Pertel suggested conducting round table discussions about the
reorganization inviting various interested parties including SEIU and SMMCTA.
Commissioner Sidley requested written input from SEIU, SMMCTA and the District
Administration.
Dr. Young provided a background to the previous reorganization that took place from
2004 to 2007.
Commissioner Inatsugu inquired about the reporting structure on the District’s proposed
organizational chart.

C. Information Item(s):

1. Classified Personnel — Merit Report - No. A.16
e September 20, 2012
Classified Personnel — Merit Report - No. A. 13
e QOctober 4, 2012
2. Classified Personnel — Non-Merit Report — No. A.17
e September 20, 2012

3. Merit Rules Review Tracker
No changes

4. Workforce Organization Development and Strategic District Partnership Tracker
No changes
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5. California School Personnel Commissioners Association Annual Conference
Commissioners Inatsugu and Pertel expressed their interest in attending the conference
that will take place from February 21 to 24, 2013 in Anaheim.

6. Scheduling Disciplinary Hearings
e Ref. Number: 7003 1680 0002 6368 3401 (half day)
e Ref. Number: 7003 1680 0002 6368 3517 (full day)

7. Director of Classified Personnel Classification Specification
Dr. Young reviewed the updated classification specification. Mrs. Washington inquired
about a few differences in requirements stated in the classification specification and job
bulletin. Dr. Young suggested meeting with Mrs. Washington about these discrepancies
and send a correct list to Mr. Cole who is conducting the recruitment for the new
Director of Classified Personnel.

V. Personnel Commission Business:

A. Personnel Commissioner Comments
Commissioner Inatsugu informed the Personnel Commission about her involvement with the
Board of Education election process.

B. Future Items

Subject Action Steps Tentative
Date
Merit Rules Second Reading of Changes to Merit Rules: | November
Revisions Chapter XI: Vacation, Leaves of Absence and | 2012
Holidays

Chapter XII: Salaries, Overtime Pay, and Benefits
Chapter X1V Disciplinary Action and Appeal
Chapter XV: Resignation and Reinstatement December
Chapter XVI: Grievance Procedure 2012

First Reading of Changes to Merit Rules:

Chapter I: Preliminary Statement and Definition of
Terms

Dr. Young provided a brief overview of the future items. He suggested adding another
Personnel Commission workshop to discuss Brown Act and Personnel Commissioners’
responsibilities.
Commissioner Pertel inquired about the priorities of the Personnel Commission current
tasks. Dr. Young listed recruitment for the new Personnel Commissioners and HR-PC
reorganization.
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VI Closed Session:

e 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: 3-0
TIME ADJOURNED TO CLOSED SESSION: 6:36 p.m.
TIME RETURNED TO OPEN SESSION AT: 6:55 p.m.

The Commission reported out of Closed Session at 6:56 p.m. No action was taken.

VII. Next Regular Personnel Commission Meeting:
Tuesday, November 13, 2012, at 5:00 pm - District Office Board Room

VII. 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: 3-0

TIME ADJOURNED: 6:35 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.
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II.

Report From The Director Of Classified

Personnel:

A. Appointment Letter from State Superintendent Torlakson for
Commissioner Pertel

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

Ms. Elizabeth Baker, Technical Specialist II, K-2 Music
Instructor, from September 21, 2012 to May 31, 2013, Muir
Elementary School

Ms. Kim Brown, Technical Specialist I1, Instructor for Science,
Art, Music and Computer, from October 1, 2012 to June 25,
2013, Cabrillo Elementary School

Ms. Lucia Burke, Technical Specialist I, School Garden
Coordinator Assistant, from August 22, 2012 to June 11, 2013,
Food and Nutrition Services

Mr. Christopher Parise, Technical Specialist II, Band Coach,
from September 10, 2012 to June 30, 2013, John Adams Middle
School/Ed. Services

Ms. Rynearson, Patricia, Technical Specialist II, String Coach,
from October 1, 2012 to June 30, 2013, Lincoln Middle
School/Ed. Services

Mr. Mick Wetzel, Technical Specialist III, Orchestra Coach,
from September 10, 2012 to June 30, 2013, Santa Monica High
School/Ed. Services

Ms. Diana Zaslov, Technical Specialist III, Voice Coach, from
October 1, 2012 to June 30, 2013, Santa Monica High School/Ed.
Services

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

Advisory Rules Committee Agenda — October 25, 2012;
November 1, 2012

D. Disciplinary Pre-hearing Conferences (TBD)

Ref. Number: 7011 0470 0002 6451 4053
Ref. Number: 7011 0470 0002 6451 4138
Ref. Number: 7011 0470 0002 6451 4169



E. 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
e Mr. Damone Fowler, Cafeteria Cook Baker in the position of the

Production Kitchen Coordinator, October 2, 2012; October 24,
2012



TOM TORLAKSON
STATE SUPERINTENDENT OF PUBLIC INSTRUCTION

CALIFORNIA
DEPARTMENT OF
EDUCATION St
October 30, 2012 )
R NOV 0 5 2012 D
Joseph H. Pertel : SANTA MONICA-MALIBU USD
2821 Pear! Street . SUPERINTENDENT'S OFFICE

Santa Maria, CA 90405

Dear Mr. Pertel:

it is my pleasure to appoint you to the Santa Monica-Malibu Unified School District
(USD) Personnel Commission. Your term will be begin immediately and will expire
November 30, 2013.

| am confident that you will be a valuable member of the commission. Thank you for
your willingness to service. '

If you have any questions regarding this appointment, piease contact Craig Cheslog,
Principal Advisor to the State Superintendent of Public Instruction, Superintendent’s
Initiatives Office, by phone at 916-319-0554 or by e-mail at ccheslog@cde.ca.gov.

Sincerely,

Ton' Jonfakeson.
Tom Torlakson

TT:gn
2012-01662

cc: Sandra Lyon, Superintendent, Santa Monica-Malibu USD

1430 N STREET, SACRAMENTO, CA 958]4f5901 « 92146-319-0800 » WWW.CDE.CA.GOV
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SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT
Advisory Rules Committee (A.R.C.)
District Office Testing Room
1651 Sixteenth Street, Santa Monica CA 90404
AGENDA

October 25, 2012 @ 1:00 p.m.

Review:
o Chapter XI: Vacation, Leaves of Absence and Holidays

o Chapter XII: Salaries, Overtime Pay, and Benefits

Other Business:

Next Regular A.R.C. Meeting

o TBD




A.R.C. Meeting

SIGN-IN SHEET

Date: October 23,2012
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SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT
Adyvisory Rules Committee (A.R.C.)
District Office Testing Room
1651 Sixteenth Street, Santa Monica CA 90404
AGENDA

November 1, 2012 @ 1:00 p.m.

1. Review:
e Chapter XI: Vacation, Leaves of Absence and Holidays

e Chapter XII: Salaries, Overtime Pay, and Benefits

2. Other Business:

3. Next Regular A.R.C. Meeting

o TBD



AR.C, Meeting

SIGN-IN SHEET

Date: November 1 2012
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II1. Consent List:

A. Approve Classified Personnel Eligibility List(s):

Classification # Eligibles
Elementary Library Coordinator 13
Instructional Assistant — Bilingual (Spanish) 28
Motion by:

Seconded by:

Vote:




IV. Action Items/ Discussion/or Other Information:

A. Action Item(s):

1. Recruitment/Selection Process for the Director of Classified
Personnel — Panel Composition
a. Screening Applications
Director’s Recommendation: Approve

Motion by:
Seconded by:
Vote:

b. Technical Interview
Director’s Recommendation: Approve

Motion by:
Second by:
Vote:

c¢. General Fitness Interview
Director’s Recommendation: Approve

Motion by:
Second by:
Vote:




d. Selection Interview
Director’s Recommendation: Approve

Motion by:
Second by:
Vote:

2. Advanced Step Placements:

a. The Director of Classified Personnel recommends that the
Personnel Commission approve Advanced Step Placement for
new employee Puja Chocha in the classification of Specialized
Instructional Assistant 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:

b. The Director of Classified Personnel recommends that the
Personnel Commission approve Advanced Step Placement for
new employee Mikiko Yamamoto in the classification of
Specialized Instructional Assistant 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:

3. Classification Revisions:
Director’s Recommendation: Approve

a. The Director of Classified Personnel recommends that the
Personnel Commission approve the revision to the Sprinkler
Repair Technician classification  specification  within  the
Operations

Motion by:
Seconded by:
Vote:




4. Scheduling Disciplinary Hearings
a. Ref. Number: 7003 1680 0002 6368 3401 (half day)

Motion by:
Seconded by:
Vote:

b. Ref. Number: 7003 1680 0002 6368 3517 (full day)

Motion by:
Seconded by:
Vote:

B. Discussion Item(s):
1. HR-PC Reorganization
2. Personnel Requisition Status Report
3. Personnel Commission’s Twelve-Month Calendar of Events
e 2012-2013

C. Information Item(s):
1. Classified Personnel — Merit Report - No. A.17
e QOctober 18, 2012
Classified Personnel — Merit Report - No. A. 22
e November 1, 2012
2. Classified Personnel — Non-Merit Report — No. A.18
e QOctober 18, 2012
Classified Personnel — Non-Merit Report — No. A.23
e November 1, 2012
Personnel Commission Annual Report FY 2011-2012
Merit Rules Review Tracker
5. Workforce Organization Development and Strategic District
Partnership Tracker

W



PERSONNEL COMMISSION

SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT
Regular Meeting: Tuesday, November 13, 2012

AGENDA ITEM NO: IV.A.1.

SUBJECT: Recruitment/Selection Process for the Director of Classified Personnel - Panel
Composition

BACKGROUND INFORMATION:

The table as follows presents the panel composition for the Director of Classified Personnel.

Panel Date Participants

a. Screening Applications 11.14.12 George Cole, CSPCA Executive
Director, Patty Duwel, Apple Valley
USD, Director of Classified Personnel
and Janice Maez, Assistant
Superintendent of Business Services

b. Technical Interview 11.21.12 Classified Personnel Directors (N=2)
and Terry Deloria, Assistant
Superintendent of Educational Services

c¢. General Fitness Interview 11.21.12 SEIU, Deborah Moore Washington,
Assistant  Superintendent of Human
Resources and TBD

d. Selection Interview 11.28.11 Michael  Sidley, Chair Personnel
Commission, Barbara Inatsugu, Vice
Chair Personnel Commission, Joseph
Pertel, Member Personnel Commission
and Sandra Lyon, Superintendent

DIRECTOR’S RECOMMENDATION:

The Director of Classified Personnel recommends that the Personnel Commission approve of the
panel composition for the Screening Applications Panel.

a. Screening Applications
Motion by:

Second by:
Vote:




DIRECTOR’S RECOMMENDATION:

The Director of Classified Personnel recommends that the Personnel Commission approve of the
panel composition for the Technical Interview Panel.

b. Technical Interview
Motion by:

Second by:
Vote:

DIRECTOR’S RECOMMENDATION:

The Director of Classified Personnel recommends that the Personnel Commission approve of the
panel composition for the General Fitness Interview Panel.

c. General Fitness Interview
Motion by:

Second by:
Vote:

DIRECTOR’S RECOMMENDATION:

The Director of Classified Personnel recommends that the Personnel Commission approve of the
panel composition for the Selection Interview Panel.

d. Selection Interview
Motion by:

Second by:
Vote:




PERSONNEL COMMISSION

SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT
Regular Meeting: Tuesday, November 13, 2012

AGENDA ITEM NO: IV.A.2.a.

SUBJECT: Advanced Step Placement — Puja Chocha

BACKGROUND INFORMATION:

Classification Title: Employee:
Specialized Instructional Assistant Puja Chocha

Education and Experience:

e At least three hundred (300) contact hours of e Puja has over 1,100 contact hours working with
working with individuals with exceptional needs students with exceptional needs and behavioral,
and/or behavioral, social-emotional deficits are social-emotional deficiencies.

required. This experience must be directly related

to behavior management within the last five (3) ® Puja has the qualifications for the position in

years. education; she has obtained Bachelors in
All positions require a high school diploma or its Psychology and Human Development from
recognized equivalent AND California State University, San Bernardino.

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

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

e 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.

e She has passed the District” examination.

DIRECTOR’S RECOMMENDATION:

Ms. Chocha’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 26, Step F on
the 2006-07 Classified Employee’s Salary Schedule pursuant to Merit Rule §12.2.4. (B) Salary on
Employment (attachments). Pay rate at Step A is $14.89/hour; Step F is $19.00/hour. The net
difference in pay is an increase of $4.11 per hour.

Motion by:
Second by:
Vote:




Younan, Julie

From: Puja Chocha <pujachocha@gmail.com>
Sent: Monday, October 15, 2012 10:09 AM
To: Younan, Julie

Subject: Advanced step placement

Puja Chocha

7886 Del Rosa Ave

San Bernardino CA 92410

October 8, 2012

Dear Julie Y ounan

| am a Specialized Special Education Instructional Assistant, at Juan Cabillo Elementary School. |
believe that | should be considered for the Advanced Step Placement specifically for Step F. | believe that |
meet and far pass the minimum requirements of the job. | have 2 bachelors’ degrees one in psychology and one
in human development from California State University of San Bernardino (208 Units). | am currently enrolled
asafull time student working on my mastersin Clinical Psychology at Cal Lutheran University. | currently
have two plus years experience working with special needs children. | interned with a program called Cuidar for
two years where we worked with typically and atypically developed children. | was a behavior therapist for
Applied Behavior Consultants Inc. for about ayear. | was aresearch assistant working with children of special
needs at California State University of San Bernardino. | also have worked with children who had Autism and
Down syndrome at Christian Counseling Center in Redland, CA. Due to the experience and my educational
level | really do believe that | should be considered for the Advance Step Placement.

Thank you for your time,

Puja Chocha
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Santa Monica-Malibu Unified School District
1451 Sixteenth Street = Santa Monica, California 0404 = 310.450.8338

Department of Special Education

Date: November 7, 2012

To:  Dr. Wilbert Young
Director, Personnel Commission

From: Brianne Huff, M. A.
Allison Jones, M.S.
Behavior Intervention Specialists

The purpose of this correspondence is to discuss the starting salary for Puja Chocha. Puja is a new
hire to the Santa Monica-Malibu Unified School District in the position of Specialized Instructional

Assistant.

This recommendation is based on two factors. First, Puja has a Bachelor’s Degree in Psychology
and Human Development. Second, Puja has significant experience working with students with
behavioral and developmental disorders through a nonpublic agency. Additionally, it is challenging
to locate qualified individuals for this position due to competition from private agencies.

It is our feeling that a step up in salary rate would compensate Puja fairly for her educational

background in addition to her employment experience. Thank you in advance for your
consideration of this recommendation.

c. Sara Woolverton, Director of Special Education



PERSONNEL COMMISSION

SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT
Regular Meeting: Tuesday, November 13, 2012

AGENDA ITEM NO: IV.A.2.b.

SUBJECT: Advanced Step Placement — Mikiko Yamamoto

BACKGROUND INFORMATION:

Classification Title: Employee:
Specialized Instructional Assistant Mikiko Yamamoto

Education and Experience:

e At least three hundred (300) contact hours of e Mikiko has over 1,300 contact hours working
working with individuals with exceptional needs with students with exceptional needs and
and/or behavioral, social-emotional deficits are behavioral, social-emotional deficiencies.

required. This experience must be directly related

to behavi t within the last five (5
0 behavior management within the last five (5) ®  Mikiko has the qualifications for the position in

yeats. education; she has obtained Bachelors in Child
All positions require a high school diploma or its and Adolescent from California State University,
recognized equivalent AND Northridge.
e Completed 48 units at an institution of higher
learning; or

X . ) e She has passed the District’ examination.
e Obtained an Associate’s (or higher) degree; or

e 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.

DIRECTOR’S RECOMMENDATION:

Ms. Yamamoto’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 26,
Step F on the 2006-07 Classified Employee’s Salary Schedule pursuant to Merit Rule §12.2.4. (B)
Salary on Employment (attachments). Pay rate at Step A is $14.89/hour; Step F is $19.00/hour. The
net difference in pay is an increase of $4.11 per hour.

Motion by:
Second by:
Vote:




Mikiko Yamamoto

November 3, 2012

Dear Ms. Younan,

I am currently working as a Specialized Special Education Instructional Assistant, at Juan Cabrillo
Elementary School. Based on my education and experience, I am requesting to be considered for
Advance Step Placement. I would like to be considered for step F in the monthly salary schedule. I
believe that I have meet and far pass the minimum requirements. I have a bachelors’ degree in Child and
Adolescent Development from California State University of Northridge (120 units). [ have passed the
district’s examinations, which means that I have the “ability to assist in instructing reading readiness,
writing readiness and mathematics readiness.” Aside from that I am proficient in speaking, writing, and
reading in Spanish. I have been working with children with exceptional needs specifically with those
with Autism and related developmental disabilities for almost two years now.

Through CSUN I did my internship at the Child and Family center, where I was able to learn
teaching skills under the mentorship and faculty as they interact with children and their families. I also
did an internship for a year at the Children’s Hospital in Los Angeles as a Child Life Specialist
Assistant. Some of my functions and duties included:

e Helping provide services to help child patients (including those with exceptional needs) and
families, with their emotional, social, intellectual and physical development.

e Provide supportive relationships for children and their families.

e Participate in therapeutic play sessions.

e Shadow the children’s life specialist in preparing a patient for surgical/medical procedure.

e Provide helpful information to the Child Life Specialists by collecting and recording data.

I am also currently working part-time as a Lead Behavior Intervention Therapist for BEST
(Behavior Education services Team). Some of my job functions and duties include:
e Teaching Children with Autism and related development disabilities in their natural settings.

e To train families in the implementation of interventions to reduce challenging behaviors.



e To implement programs in a range of areas including communication, functional living skills,
social skills, self-help skills, and recreational and leisure skills.
e To collect and supervise data collection.

e To provide training for new Behavior Intervention Therapists.
Due to my experience and education level I hope that you will consider my request. Thank you

for your time and consideration.

Sincerely,

Mikiko Yamamoto
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Santa Monica-Malibu Unified School District
1451 Sixteenth Street = Santa Monica, California 0404 = 310.450.8338

Department of Special Education

Date: November 7, 2012

To:  Dr. Wilbert Young
Director, Personnel Commission

From: Brianne Huff, M. A.
Allison Jones, M.S.
Behavior Intervention Specialists

The purpose of this correspondence is to discuss the starting salary for Mikiko Yamamoto. Mikiko
is a new hire to the Santa Monica-Malibu Unified School District in the position of Specialized
Instructional Assistant.

This recommendation is based the fact that Mikiko has significant experience working with students
with behavioral and developmental disorders through a nonpublic agency. Additionally, it is
challenging to locate qualified individuals for this position due to competition from private
agencies.

It is our feeling that a step up in salary rate would compensate Mikiko fairly for her educational

background in addition to her employment experience. Thank you in advance for your
consideration of this recommendation.

c. Sara Woolverton, Director of Special Education



SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT

CLASS TITLE: INSTRUCTIONAL ASSISTANT-SPECIALIZED

Classified Employees Salary Schedule — Range 26

BASIC FUNCTION:

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

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

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.

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.

Follows implementation plan for intensive behavioral intervention services.

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

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

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

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

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

Provides assistance for the scheduling of activities.

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

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

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

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

Guide children with severe handicaps toward more acceptable social behaviors.

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

OTHER DUTIES

*

Performs related duties as assigned.



Instructional Assistant-Specialized Page 2

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:
o Basic characteristics of human behavior and practical learning patterns.

e 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.

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

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

e Data collection/summarization and progress report preparation techniques.

e Personal hygiene practices; health and safety regulations.

ABILITY TO:
e Provide intensive behavioral intervention to designated students at school and/or the
home.

o 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.

o 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.

¢ 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.

o Use computer applications and other assistive technology.

EDUCATION AND EXPERIENCE:
Any combination of:

EDUCATION:

Must have a high school diploma or its recognized equivalent and
e Completed 48 units at an institution of higher learning; or
e Obtained an Associate’s (or higher) degree; or

e 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.



Instructional Assistant-Specialized Page 2

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.

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.

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



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



16.3

16.4

16.5

Step Advancement

16.3.1 Upon entering employment on Step A, each regular classified unit member, after
satisfactory completion of the first six (6) months in a permanent position, shall
advance to the next step on the appropriate range of the salary schedule.
Thereafter, he/she shall advance one (1) step on the salary schedule upon
completion of each year of continuous and satisfactory service until the maximum
salary is reached.

1632 Upon entering employmenton Step B or higher, each regular classified unit member
shall advance to the next step on the appropriate range of the salary schedule after
the completion of one (1) year of satisfactory service and in one (1)-yearincrements
thereafter until the maximum-salary is reached.

16321 The parties agree that there shall be a single classified salary schedule
upon which all unit members shall be compensated.

1633 Salary advancement shall be computed only on the first (1%) of each calendar month.
When an anniversary date falls on or before the fifteenth (15™) of the month, the
increment shall be figured on the first (1) of the month. When the anniversary date
falls after the fifteenth (15") of the month, the increment shall be figured the first (1%)
of the following month.

Advanced Step Placement:

A unit member may request or be recommended for Advanced Step Placement within the
first sixty (60) working days during the probationary period. If the unit member is granted
Advanced Step Placement, the salary rate shall be retroactive to the date of entry into the
classification.

164.1 Unit members being promoted may be offered advanced step placement upon the
supervisor's request. This request shall be supported by at least one of the following
criteria:

a. Unit member was originally hired in an entry level classification in which
Advanced Step Placement was not offered; and/or

b.  Recruitment difficulty as evidenced by failure to obtain a rank of three (3)
through the testing process, or a lack of qualified applicants as determined by
the Director of Classified Personnel.

Salary on Promotion

16,51 When a unit member is promoted to a position in a higher salary range, he/she shall
receive the next higher dollar amount above his/her present rate of pay, but not less
than the minimum of the new salary range. If that amount is less than a one (1) step
(5%) increase, the unit member shall be placed at the next higher step over that
authorized above. :

1652 Some unit members promoted at step A shall advance one (1) step after satisfactory
completion of a six (6) month probationary period. Therefore, he/she shall receive
regular annual salary increments in accordance with Article 16.3.

16521 A unit member promoted atstep B or higher, shall advance one (1) step
after satisfactory completion of one (1) year of service, which includes a
six (6) month probationary period. Thereafter, he/she shall receive regular
annual salary increments in accordance with Article 16.3.2.

1653 When it is to the unit member's financial advantage to retain his/her regular

anniversary date, it shall be retained. When it is to the unit member's disadvantage
to retain his/her anniversary date, the date he/she is promoted to the higher class

39




PERSONNEL COMMISSION
SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT
Regular Meeting: Tuesday, November 13, 2012

AGENDA ITEM NO: 1V.A3.a.

SUBJECT: Classification Specification Revision—Sprinkler Repair Technician

BACKGROUND INFORMATION:

The classification specification has been revised to update the Working Conditions (i.e.,
environment, physical demands and hazards) based on the job analysis. The job analysis team
included the Manager of Buildings and Grounds Operations and the District’s Risk Specialist. The
job analysis team is in agreement with the revisions.

At this time, 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 Sprinkler Repair Technician.

Motion by:
Second by:
Vote:
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SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT

CLASS TITLE: SPRINKLER REPAIR TECHNICIAN
Classified Employee’s Salary Range: A-33

BASIC FUNCTION

Under general supervision, perform technical installation, maintenance and repair of District turf
sprinkler and irrigation systems.

REPRESENTATIVE DUTIES:
ESSENTIAL DUTIES:

¢ Install, maintain and repair sprinkler and irrigation controls, timing devices, sprinkler and
irrigation heads, valves, lines and back flow devices. E

e Input, clean and adjust sprinkler controllers for correct time and duration of operation. £

¢ Plan and lay out new sprinkler and irrigation systems; provide estimates of labor and
material costs for related work. E

e Replace sprinkler clocks, service or replace clock motors and micro switches in automatic
timing devices; clear and adjust height of sprinkler heads for proper area coverage. E

e Maintain and replace valves; unplug and reroute water and control lines. E

e Replace or repair, clean, or reroute supply lines. E

e Operate, pick-up, trenchers and other power driven equipment. E

e Maintain inventory and order new supplies E

e Install and repair tubing; install compression fittings and bleed systems as required.

e Assist plumber in repair of back flow valves as assigned.

OTHER DUTIES

e Perform related duties as assigned.

SUPERVISION:

Supervision is received from the Manager of Eaetlities Buildings and Grounds Operations. No
supervision is exercised over other staff.
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Sprinkler Repair Technician- Continued Page 2

KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF:

Methods and materials used in the installation, repair and maintenance of automatic
irrigation systems including various timing devices, controllers, valves, heads and back
flow devices.

Hand and power tools and equipment used in the maintenance and installation of
sprinkler systems and general grounds-keeping activities.

Operation and use of power grounds equipment and related safety precautions and
procedures.

Methods of pipefitting as related to irrigation systems.

Sizes and specifications of pipes and fittings for proper water volume and pressure.
Interpersonal skills using tact, patience and courtesy.

Health and safety regulations.

Technical aspects of the irrigation field.

ABILITY TO:

Install, repair and maintain irrigation systems to assure proper functioning of irrigation
systems for maximum efficiency.

Operate the hand and power tools and equipment used in the installation, repair and
maintenance of irrigation systems including a trencher and other grounds maintenance
equipment.

Estimate time and costs of irrigation maintenance, repair and projects.
Work cooperatively with others.

Add, subtract, multiply and divide quickly and accurately.

Maintain routine records.

Understand and follow oral and written directions.

Determine appropriate action within clearly defined guidelines.

Work independently with little direction.

Meet schedules and time lines.

Observe health and safety regulations.

Be flexible.
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Sprinkler Repair Technician- Continued Page 3

EDUCATION AND EXPERIENCE:

EDUCATION

Educational attainment equivalent to a Graduationfrem high school and diploma or its
recognized equivalent.

EXPERIENCE:

tT'wo (2) years experience in the installation, maintenance and repair of automatic sprinkler
systems.

LICENSES AND OTHER REQUIREMENTS:

Valid and appropriate California driver’s license; incumbents must have an acceptable driving
record and must qualify for insurability by the District’s insurance carrier.

WORKING CONDITIONS:
ENVIRONMENT:

Work is performed Ooutdoors at ground level or below, with exposure to hot and cold
weather/temperatures. work—envirenment; dDriving a vehicle to conduct work at various
District facilities is required.

PHYSICAL ABILITIES:

Dexterity of hands and fingers is needed to operate a variety of hand and power tools. Physical
demands include Wwalking over rough or uneven surfaces, bending at the waist, kneeling or
crouching, sitting, standing, squatting, stooping, climbing and crawling; digging; ability to
safely lift up to seventy-five (75) pounds and to push and pull up to twenty-five pounds,
with frequent carrying of objects weighing up to twenty-five (25) pounds a distance of up to

forty (40) vards with appropriate safety gear heavyphysicallabor;liftingand-carryingheavy
objeets.
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Sprinkler Repair Technician- Continued

HAZARDS:

Page 4

Incumbent will be exposed to working around moving machinery and will be required to

work in onerous conditions, such as dirt, dust, dampness/wetness, chemical vapors (e.g.,

Polyvinyl Chloride (PVC) primer and glue), narrow spaces, etc.

DUTIES APPROVED
BOARD OF EDUCATION:

No date.

CLASSIFICATION APPROVED

PERSONNEL COMMISSION:

May 1995
Revised July 1997




PERSONNEL COMMISSION

SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT
Regular Meeting: Tuesday, November 13, 2012

AGENDA ITEM NO: 1V.A4.a.b.

SUBJECT: Scheduling Disciplinary Hearings — Ref. Number 7003 1680 0002 6368 3401 (Half
Day) and Ref. Number 7003 1680 0002 6368 3517 (Full Day)

BACKGROUND INFORMATION:

Since we are having extreme difficulty coordinating schedules for the disciplinary hearings for Ref.
Number 7003 1680 0002 6368 3401 and Ref. Number 7003 1680 0002 6368 3517, pursuant to the
Personnel Commission Rule 14.2.2., at the regular Personnel Commission meeting on November
13, 2012, the Personnel Commission will determine the date and time these hearings will be held in
near future (see attached Personnel Commission Rule 14.2.2. Procedure for Hearing)

DIRECTOR’S RECOMMENDATION: . Ref. Number 7003 1680 0002 6368 3401 (Half Day)

The Director of Classified Personnel recommends that the Personnel Commission shall fix the time
and place of the hearing for Ref. Number 7003 1680 0002 6368 3401 (Half Day), pursuant to
Personnel Commission Rule 14.2.2. Procedure for Hearing

Motion by:
Second by:
Vote:

DIRECTOR’S RECOMMENDATION: . Ref. Number 7003 1680 0002 6368 3517 (Full Day)

The Director of Classified Personnel recommends that the Personnel Commission shall fix the time
and place of the hearing for Ref. Number 7003 1680 0002 6368 3517 (Full Day), pursuant to
Personnel Commission Rule 14.2.2. Procedure for Hearing

Motion by:
Second by:
Vote:




Rule 14.2 PROCEDURE FOR APPEAL AND HEARING

14.2.1 PROCEDURE FOR APPEAL (EDUCATION CODE 45305)

A.

A permanent employee who has been suspended,
demoted or dismissed may appeal to the Commission
within fourteen (14) days after receipt of the
notification of charges from the Director of Classified
Personnel by filing a written answer to the charges
and he/she may request a hearing.

B. The employee's written answer to the charges must
include facts based on the following grounds:

1. that the charges made do not constitute
sufficient cause for the action taken:

2, that the ac-tion taken was not in accord with the
facts.

3. That there was abuse of discretion;

4. Tat the procedure set forth in these Rules have
not been followed or

5. That the disciplinary action was taken because
of political affiliations, religious beliefs or
opinions, race, color, national origin, ancestry,
sex, employee organization membership or
non-membership, marital status, handicapping
condition or medical condition as defined i
Government Code 12926. -

C. For purposes of this rule, if a notice is mailed, the
working day following the postmark date of the notice
shall be considered to be the official date of receipt.

D. Failure to appeal disciplinary action as provided in this
Rule shall make the action of the Board final.

14.2.2 PROCEDURE FOR HEARING (EDUCATION CODE 45306,

45311, 45312)

A

After an employee has made and filed an appeal in
answer to the charges against him/her, the
Commission shall investigate, or cause to be




PERSONNEL COMMISSION

SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT

Regular Meeting: Tuesday, November 13, 2012

AGENDA ITEM NO: 1V.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

Personnel Commission SMMUSD Regular Meeting — June 14, 2011

Personnel Commission SMMUSD Regular Meeting — July 12, 2011

Merit School Districts

Director’s Recommendation-9.11.12

Dual Reporting Structure Districts

MNO Barstow

Organizational Chart PC-HR

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.

. Board Agenda Reports

. Clerical & Substitute Assignments

. Employee Evaluations

. Employee Processing

. Employment Verification

. Fingerprinting

. Filing of District Records

. HRIS Data Entry & Back-Up (Labels, List & Letter)
. 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
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PERSONNEL COMMISSION
SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT
Special Meeting: Tuesday, March 6, 2007

AGENDA ITEM NO: ILLA.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 I1.A.2 - Discussion/Action Item — Human
Resources — Classified Personnel Reorganization Pilot Program Final Report was moved
subsequent to agenda item I1.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



I1.

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

Board of Education Report
None

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

2



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



I11.

IV.

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.

. 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

Next Regular Personnel Commission Meeting:

Thursday, March 15, 2007, at 5:00 pm — Ocean Park Branch Library, 2601 Main, Street, Santa Monica

Adjournment:

Submitted by:

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.

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



UMAN RESOURCES - PERSONNEL COMMISSION
REORGANIZATION PILOT PROGRAM

FINAL REPORT
March 6, 2007
By
Dr. Douglas Staine, Director Dr. Wilbert Young, Director
Human Resources Classified Personnel

HR-PC Pilot ver 5



Presentation Outline

LR R G O b b D b b o

Opening Remarks

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)

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

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

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

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

Conclusions

Appendices:

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

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




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.



Opening Remarks

o 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

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



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.



GomezGrobe - Preferred Option 1:
-engineer for Efficiency and Effectiveness

Assistant Superintendent, HR Personnel Commission

Administrative Assistant
| 50%

| |
Office Specialist Sr. Office Specialist

Director, HR

Administrative Assistant

Sr. HR Tech. (Classified) Benefits Tech.

Sr. HR Tech. (Certificated) HRIS Tech.

Sr. Office Specialist
(Certificated & Classified)




Memorandum of Understanding (MOU)
December 2004 Between
the District and the Personnel Commission

Rationale and Purpose:

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.

Time frame:

B February 1, 2005 to July 1, 2006.
B LEvaluated in June 2005 and November 2005.

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

m
either party.

Budget:

B 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: ‘
B» 2.0 FTE's (HR Tech. and HRIS Tech.) m» HRIS Data Entry and Back-up
[ Board Agenda Reports B | ecaves of Absence Processing
m»  Clerical and Substitute Assignments Processing of Non-merit, Special
B» Services Employees and
m»  Employee Evaluations Volunteers
m»  Employee Processing W®  Salary Adjustments
m»  Employment Verification m®  Subpoenas for Records
g Fingerprinting B» Unemployment Claims
ot Filing of District Records mep !Vinter and Spring Break

Assignments



Memorandum of Understanding (MOU)
Extension Between
the District and the Personnel Commission

‘ Proposed Modifications: ‘

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

B 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.

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

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



Article 6: Merit System
Education Code Section §45260

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 CodeSection §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 i i
Processing of Non-merit, Special i i
Services Employees and Volunteers ! ! x
Filing of District Records i i X
Fingerprinting i i X
Employment Verification E E X
Employee Processing E E X
Board Agenda Reports E E X
Leave of Absence Processing 45261 i X i X
Subpoenas for Records E E X
HRIS Data Entry and Back-up 45311 i X i X
RECRUITMENT AND SELECTION
Clerical and Substitute Assignments 45241, 45261, 45310 E X E
Winter and Spring Break Assignments 45241, 45261, 45310 i X i




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

Function

WAGE AND SALARY

Salary Adjustments

EMPLOYEE BENEFITS

Unemployment Claims

Employee Benefits/Insurance Program *

RETAINING EMPLOYEES ON
THE BASIS OF PERFORMANCE

Employee Evaluations

* Not identified in 2004 MOU

Code

45261

45261

Commission

Board



Matrix of Classified Personnel Functions

and Personnel Assignments Pre and
Post-2004 MOU

i PRE-2004 MOU | POST-2004 MOU

Function Code i Department/Class : Department/Class
PERSONNEL ADMINISTRATION i i
Proc§ss1ng of Non-merit, Special : PC/AA ' HRD/HRT, SOS, OS
Services Employees and Volunteers ! !
Filing of District Records i PC/HRIS i HRD/HRIS
Fingerprinting i PC/HRT 'HRD/HRT, HRTC, SOS, OS
Employment Verification i PC/HRIS i HRD/HRIS
Employee Processing i PC/HRT 'HRD/HRT, HRTC, SOS, OS
Board Agenda Reports i PC/HRIS i HRD/Sr.AA
Leave of Absence Processing 45261 ! PC/AA ! HRD/HRTC
Subpoenas for Records i PC/AA i HRD/Sr.AA
HRIS Data Entry and Back-up 45311 i PC/HRIS i HRD/HRIS
RECRUITMENT AND SELECTION
Clerical and Substitute Assignments 45241, 45261, 45310 ! PC/HRT ! HRD-PC/HRT
Winter and Spring Break Assignments 45241, 45261, 45310 i PC/HRT i PC/HRT



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

* Not identified in 2004 MOU

(continued)
i PRE-MOU | POST-MOU
Function Code i Department/Class | Department/Class

WAGE AND SALARY ! !
Salary Adjustments 45261 ! PC/HRIS ! HRD/HRIS
EMPLOYEE BENEFITS i i
Unemployment Claims ! PC/HRIS ! HRD/HRIS
Employee Benefits/Insurance Program * i i HRD/HRT
RETAINING EMPLOYEES ON | |
THE BASIS OF PERFORMANCE | |
Employee Evaluations 45261 i 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.



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?

CRITICAL OBJECTIVE (# of comments = 34)

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.
1. 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.

1. No response.

% ACHIEVED Acgl(l)ﬂl;fED
18

18

12 Neutral

9 X
3 X
3 X
12 X

9 X

3 X
3 X
3 X

9




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 : | %
a. Employment processing done by one person. 8 a. Undefined/changing job duties assigned 33
: to staff.
b. Assignment of HR services functions to HR. 31 :
: b. Everything. : 6
c. Communication/working relationship :
R + 31 . . .
between departments’ staff. : c. Disregard for compliance to merit rules 13
. and contract language.
d. Protect interests of classified staff-Personnel Pog
Commission. d. Hidden agendas/motives 6
: underlining reorganization.
e. Opportunity to discuss process and procedure. 8
e. Length of Pilot Program extension. 6
f. No response. . 14
: f. District employees’ confusion about 13
whom to contact.
g. Implementation of an untested position 6
control system (i.e., FileMaker Pro).
h. Tension between employees. 6
i. No response. : 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. 24
b. Have a HR Technician handle all classified processing. 6
c. Have a single person oversee both departments. 6
d. Conduct staffing assessments of both departments to accurately determine the number and 12
types of positions needed.
e. Separate from the Personnel Commission. 6
f. Return the bulk of pre Pilot Program duties and personnel back to the Personnel Commission. 18
g. Ensure that both departments work together and communicate well. 6
h. Educate District personnel about what each department does. 6
i. Set tangible goals and objectives to quantitatively measure effectiveness. 6
j. Employees should set aside the history behind the Pilot Program and focus on assigned duties with 6

a positive and cooperative approach.

k. No response. 6



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.

FINAL COMMENTS (# of comments = 12)

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

14

21

14

14




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



following job functions:

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

Decline Decline Same Improved Improved Don’t Know No Response
Considerably Somewhat Somewhat Considerably

A 0% 0% 33% 0% 8.3% 33% 25%
0% 16.6% 41.6% 0% 8.3% 8.3% 25%

B
c 8.3% 8.3% 16.6% 8.3% 16.6% 16.6% 25%
25% 33% 0% 0% 8.3% 8.3% 25%

D
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%




Conclusions

Transferred Personnel and Functions:

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



Conclusions

Survey Results:

>*

*

*

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

met.
*Reducing duplication of work. *Providing better service.

*Filling positions in a timely manner. *Working in appropriate job assignments.

*Providing uniform services for all employees.

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

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-

29 ¢¢ 29 ¢¢

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.

99 ¢¢

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.

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

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

Motion to Approve Agenda:

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

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

Motion by: ~ Suzanne Kim
Seconded by: Shane McLoud
Vote: 3-0

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



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.
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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.

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

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

Motion to Approve Agenda:

Motion by:  Suzanne Kim
Seconded by: Pam Brady

Vote: 2-0
Motion to Approve Minutes: June 14, 2011- tabled till August 9, 2011
Motion by:
Seconded by:
Vote:

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.



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.

Personnel Commission MINUTES: July 12, 2011 Page 2



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.
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DIRECTOR OF HUMAN RESOURCES

CITY SCRHOOL DISTERT

Department/Division: Human Resources

Reports To: Assistant Superintendent of Human
Resources

Provides Direction To: Human Resources Staff

Classification Status: Classified or Certificated Management

Date Prepared: October 12, 2009 :

Board Adopted: October 26, 2009

GENERAL PURPOSE

Under the direction of the Assistant Superintendent-Human Resources, plan, organize,
control and direct classified and certificated personnel function of the District; plan,
implement and monitor the district's workers compensation and employee benefits
programs; supervise and evaliuate the per‘u«mam:e of assigned personnel; and perform
other related duties as assigned.

ESSENTIAL FUNCTIONS

The duties listed below are intended only as illustrations of the various types of work
_ that may be performed. The omission of specific statements of duties does not exclude
them from the position if the work is similar, related, or a logical assignment to the class.

1.

Plan, organize, control and direct the classified and certificated personnel
function of the District; assure compliance with a variety of State and federal
regulations, laws and reporting requirements; research, develop and recommend
new procedures and programs.

Direct the recruitment and selection process for classified and certificated
personnel; develop, implement and oversee job announcements, testing
activities, paper screening, interviewing, reference checking and other selection
processes. . '

Plan, implement and monitor the District's worker's compensation and employee
benefits programs.

Supervise and evaluate the performance of assigned personnel; interview and
select employees and recommend transfers, reassignment, termination and
disciplinary actions; plan, coordinate and arrange for appropriate training of
subordinates.

Director of Human Resources Page 1/4
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Director, Classified
Personnel s e

Comittad
- fo
 Exceflence ]

Bargaining Unit: not applicable

CONEJO VALLEY UNIFIED SCHOOL DISTRICT
Revision Date: Apr 18, 2008

SALARY RANGE

$41.43 - $52.90 Hourly
$3,314.04 - $4,231.69 Biweekly
$7,180.42 - $9,168.67 Monthly
$86,165.00 - $110,024.00 Annually

Under administrative direction, serves as secretary and executive officer of the Personnel
Commission; plans, organizes and administers a comprehensive classified personnel
program and performs other related work as required.

NATURE AND SCOPE

The Director of Classified Personnel works under the supervision of the Personnel
Commission, however, may perform duties on behalf of the Board of Education requiring
the estabhshment of sound organizational relationships within the District's management
structure.

The Director of Classified Personnel is a member of the Management Team and will be
required to travel and attend meetings (daytime and evenings) representing the District
and/or Personnel Commission. A major function of the Classified Personnel office is to
provide a high degree of personnel services to a variety of departments and school sites: to
develop and impiement systems and procedures for the timely and efficient response to the
needs and requirements of those utilizing the services.

ESSENTIAL DUTIES/RESPONSIBILITIES:

. Plans, develops, conducts and supervises selection processes.

. Develops a selection plan and selection instruments.

. Establishes weighing and scoring of examination parts

. Selects panel members.

. Trains proctors and raters in selection process documentation.

. Establishes and administers eligibility lists.

. Conducts job analysis for selection and classification purposes.

. Gathers data, document findings and prepares written recommendations.

. Prepares class specifications for new and revised classifications.

10. Directs and supervises the maintenance of official classified personnel files and records.
11. Conducts salary surveys, collects, compiles and analyzes data.

12. Formulates and makes recommendations.

13. Advises and assists district managers on classified personnel management matters such
as employee complaints, grievances, State Unemployment Insurance and involvement with
workers' compensation; promotion, progressive discipline, transfer, layoff, termination and

performance appraisals.

14. Develops seniority lists, prepares layoff notices and administers layoff lists.

15. Prepares Personnel Commission agenda, meeting minutes, budget and annual report.

OCONOTULAWNPRE
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. Covina-Valley Unified School District May 1989

DIRECTOR OF PERSONNEL SERVICES

DEFINITION

Under general administrative direction, to be responsible for the District classified personnel
program; to assist the Assistant Superintendent, Personnel Services in the administration of the
total District personnel program; to perform technical classification, pay, examining, recru1t1ng
and employee relations work; and to do related work as required.

EXAMPLES OF DUTIES

Assists the Assistant Superintendent, Personnel Services in the administration of District
personnel policies and procedures with major emphasis on the personnel program for classified
employees; makes classification studies; prepares class specifications and allocation standards;
gathers and evaluates pay data; schedules, prepares and arranges for the preparation of
examinations and examination bulletins; interviews job applicants; evaluates and accepts or
rejects applications in accordance with specified requirements; participates as a member or
chairman of qualification appraisal boards, certifies eligible candidates; participates as a
management representative in the collective bargaining process; manages and maintains the
District health and welfare programs and workers' compensation insurance program; maintains
regular communications with employee organizations; confers with employees, supervisors and
school principals on personnel and District policy matters; assists in preparing new policies and
procedures; assembles materials for Personnel Commission meetings; represents the District in
unemployment insurance claims; conducts various in-service training programs; assists in
preparing annual reports and budget request for the Personnel Office; maintains records and
makes reports of work done; supervises the work of clerical assistants; acts for the Assistant
Superintendent, Personnel Services in the absence thereof or as directed.

DESIRABLE QUALIFICATIONS
Knowledge of:
Principles and techniques of public personnel administration;
Principles of job analysis, selection techniques and salary administration;
Principles of employee relations;
Principles of management and organization.

Ability to: :

Make independent decisions based on information from various sources;

Communicate well, both orally and in writing;

Assist with the formulation and administration of personnel policies;

Do research, evaluate data and prepare reports;

Counsel employees on a variety of personnel matters;

Establish and maintain harmonious and effective relationships with applicants,
employees, administrators and the public.



Covina-Valley Unified School District
Personnel Services Division
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Glendale Unified
Assistant Superintendent, Human Resources

This position is a dual appointment and carries dual responsibilities, reporting to the Superintendent as
Assistant Superintendent, Human Resources and to the Personnel Commission in the capacity of Director,
Classified Personnel. The Assistant Superintendent, Human Resources is responsible for the leadership and
management of the certificated and classified human resources programs and directs the employer/employee
relations program for the District.

Major duties and responsibilities include:

1. Directs the certificated and classified personnel programs within policies of the Board of Education and the
Personnel Commission.
2. Serves as Secretary to the Personnel Commission, carrying out those responsibilities required by law.
3. Directs the District's employer/employee relations program.
4. Provides direction for the District's Workers' Compensation Program.
5. Provides assistance in personnel matters to school principals and other management personnel.
6. Prepares personnel reports for submission through the Superintendent of Schools to the Board of
Education.
7. Develops, monitors and evaluates the budget for the Human Resources department.
8. Coordinates the employee recruitment, interviewing, placement, evaluation and promotion programs of the
District.
9. Supervises preparation of contracts for certificated and classified employees.
10. Develops new personnel policies for submission to the Board of Education through the Superintendent
when required.
11. Serves as the District's Affirmative Action Employment Officer.

2. Collaborates with the Educationa! Services division to support and implement teacher induction programs.
13. Performs other duties as assigned.

Supervision Exercised or Received:

Under the direction of the Superintendent and the District Personnet Commission.

6
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MANHATTAN BEACH UNIFIED SCHOOL DISTRICT

N
post g
DIRECTOR OF HUMAN RESOURCES Sue
(CLASSIFIED MANAGEMENT POSITION)

BRIEF DESCRIPTION OF POSITION

The Director of Human Resources is directly responsible to the Superintendent and is
accountable for the management of the certificated and classified divisions of the Human
Resources Department. The Director of Human Resources has the primary responsibility
. 1n establishing criteria and recommending employment, assignments and dismissal of
personnel in cooperation with appropriate district personnel. The Director of Human
Resources serves as an “ex officio” member of the Superintendent’s Cabinet and
participates in Cabinet activities as necessary. The Director of Human Resources also
serves as the Personnel Director -and Secretary to the Personnel Commission. This is a
classified senior management position (Education Code Section 45108.5).

GOALS OF EFFECTIVE PERFORMANCE

* An efficient, cooperative and healthy work place environment

* The development of operational procedures in support of district goals and in
compliance with employee contracts, district adopted budgets and state and federal
laws

¢ The administration of Merit System regulations »

¢ The coordination of district staffing (recruitment, selection, credentials, assignment,
compensation, training, discipline) ‘

¢ Advisement to the Board, Superintendent, Personnel Commission and appropriate
staff of changes and developments in all aspects of labor relations, personnel
practices, training, employee contracts, legal issues, wages and benefits, grievances
and arbitration

EXAMPLES OF DUTIES AND RESPONSIBILITIES

* Plan, coordinate, supervise and evaluate the daily operations and work of the Human
Resources Department

* Directs and supervises the recruitment, selection, assignment and evaluation of
certificated and classified personnel

» Coordinates, monitors and reviews all requests for transfer, promotion, professional
growth, grievances, leaves of absence, evaluations, sick leave, termination or
retirement, layoffs and discipline/dismissal issues.

* Supervises and evaluates the performance of assigned staff

* Assists, monitors and reviews the coordination, preparation, and implementation of
the Human Resources items for the Board of Trustees agendas

* Provides counseling in matters related to employee assistance, grievances,
credentialing

* Assists staff in contract issues and Merit System requirements



Manhattan Beach Unified School District
Human Resources




SAN BERNARDINO CITY UNIFIED SCHOOL DISTRICT PERSONNEL COMMISSION

HUMAN RESOURCES DIRECTOR - CLASSIFIED
DEFINITION
To plan, organize, and direct the activities of the Classified Human Resources Department in accordance with state
laws, Personnel Commission rules, collective bargaining agreements and Board of Education policies and

procedures; to provide technical classified personnel support to all District departments; and to provide highly
complex staff assistance to an Assistant Superintendent.

SUPERVISION RECEIVED AND EXERCISED

Receives administrative direction from an Assistant Superintendent.

Exercises direct supervision over supervisory and office support staff,

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:

Directs and participates in the development and implementation of goals, objectives, policies and procedures
related to the Classified Human Resources Department. Selects, supervises, trains and evaluates technical and
clerical staff. Directs and participates in the preparation and administration of the Department budget. Interprets
laws, rules and regulations affecting the program and services provided; informs necessary parties regarding
implications and ramifications. Manages the planning and implementation and gives direction and supervision to
staff assigned to the recruitment and selection program for classified personnel, including scheduling of
examinations, reviewing applications, preparing or arranging for the preparation and administration of written
tests, performance tests and qualification appraisals. Supervises the preparation of lists of qualified employment
candidates and submission of lists to the Persornel Commission for certification. Administers classified employee
performance evaluation program. Counsels and advises management on classified disciplinary matters.
Investigates, prepares and recommends to the Board of Education formal charges and causes for certain classified
disciplinary actions. Administers applicable laws, rules and regulations related to classified employment.
Conducts compensation studies and researches information needed for negotiation with classified employee
organizations and for the purpose of representing the District's position in relation to reclassification requests.
Serves as a member of the District's negotiating team in classified collective bargaining. Administers the
provisions of the Classified Collective Bargaining Agreement. Makes recommendations to the Assistant
Superintendent and the Board of Education related to classified personnel issues. Meets with employees and
association representatives to resolve complaints. Represents the Board of Education and the Assistant
Superintendent at meetings of the Personnel Commission. Coordinates and participates in a wide variety of special
projects as assigned by the Superintendent. Prepares special studies and reports for the Assistant Superintendent
and the Board of Education. Provides complex and technical staff assistance to assi gned Assistant Superintendent;
prepares and presents staff reports and other necessary correspondence. Performs related duties as assigned.
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Santa Clara County Office Of Education
DIRECTOR, CLASSIFIED PERSONNEL SERVICES

SANTA CLARA COUNTY OFFICE OF EDUCATION
Classified Administrative Job Description
DIRECTOR, CLASSIFIED PERSONNEL SERVICES

SUMMARY: Directs, plans, and supervises the services, activities, and functions of the Classified Personnel
Services Department for the Personnel Commission, and assists the County Superintendent of Schools in the
functions performed by the Human Resources Branch; develops and recommends policies and procedures to
the Personnel Commission, Office administration, and employee group representatives; oversees recruitment,
examination, eligibility determination, and selection activities; administers the classification and salary plans for
the classified service; manages, organizes and coordinates employment support programs including,
substitute recruitment and staffing, applicant live scan fingerprinting, and related special projects as assigned,
schedules and organizes employee disciplinary hearings; serves as expert resource for questions and
counsel; serves as Secretary to the Personnel Commission; and performs all other related duties.

ACTIVITIES:

40% CLASSIFIED PERSONNEL ADMINISTRATION

Under the direction of the Personnel Commission, directs and participates in the preparation of recruitment
programs, applicant examinations, and selection activities; ensures the validity and reliability of employment
examination components; oversees the preparation of eligibility, transfer, and reemployment lists as well as
confidential files and records; administers classification and compensation plans: reviews classified personnel
actions for compliance with law and rules; responds to requests for advanced salary step placement; conducts
classification and wage studies, prepares narrative reports, and makes recommendations to the Commission;
monitors classified position control, progressive discipline actions, seniority, layoff, and reemployment
activities; develops, recommends, and implements rules, policies, and practices related to the classified
service personnel program in accordance with Merit System Rules and provisions of the Education Code;
serves as Secretary to the Personnel Commission; prepares and coordinates agenda and supporting
documents for Commission meetings; schedules and organizes employee disciplinary hearings; responds to
complaints related to Personnel Commission functions; prepares, administers, and monitors expenditures of
the Commission's budget; and develops and maintains working relationships with Office administrators,
employees, employee group representatives, community groups, and others concerned with fair employment.

25% HUMAN RESOURCES PROGRAMS ,
Administers human resources programs relating to substitute applicant orientation, recruitment, selection, and
- staffing; manages and coordinates applicant live scan fingerprinting operations and special projects as

assigned; approves new job categories and salary rate adjustments for non-regular personnel; researches and
remains abreast of issues related to human resources employment functions; coordinates activities with clients
as needed; develops, recommends, and proposes policies, rules, and practices related to assigned programs;
administers, monitors, and projects basic and revenue budgets; and oversees and authorizes interagency and
maintenance agreements.

15% TECHNICAL ASSISTANCE

Provides responsible staff assistance to the Personnel Commission and the Assistant Superintendent, Human
Resources; advises Office managers, employees and employee group representatives; responds to technical
and general questions; discusses classified labor agreements/merit system rules and employment policies and
practices; implements, justifies, or defends decisions; resolves classified personnel issues; and prepares -
statistical and narrative reports.

15% SUPERVISION :
Selects, directs, assigns, monitors, and evaluates technical, secretarial, and other support staff.

5% RELATED ACTIVITIES
Performs all other related duties.

DECISION-MAKING AND PROBLEM-SOLVING: Hears protests and makes determinations relative to

10
http://www.edjoin.org/ jobDescription.aspx?description]D=542 6/12/2012
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Executive Director of
Classified Human
Resources and Closs Code:
Personnel Commission

Bargaining Unit: Management/Supervisory &
Confidential positions

HAYWARD UNIFIED SCHOOL DISTRICT
Revision Date: Dec 31, 2011

SALARY RANGE

$62.34 - $75.01 Hourly
$4,987.27 - $6,000.96 Biweekly
$10,805.75 - $13,002.08 Monthly
$129,669.00 - $156,025.00 Annually

GENERAL DESCRIPTION:

This is a management position under the sole direction of the Personnel Commission. The Executive
Director of Classified Human Resources directs the activities of professional and support personnel in the
overall administration of a comprehensive personnel management program for the classified service.
Under Merit System law, this includes recruitment, examination and classification, and appeals. The
position also performs duties in training, PERB hearings, arbitration cases, employer/employee relations,
disciplinary actions and related staffing problems in support of District human resources activities.

EXAMPLES OF DUTIES:
Direct the establishment and maintenance of procedures required for the administration of the personnel
program in conformity with Merit System laws, Personnel Commission rules.

Plan, organize, and direct recruitment, examination and selection programs; prepare or arrange for the
preparation and administration of written tests, performance tests, qualification appraisal interviews. -

Plan, organize and direct activities including development and issuance of agendas and minutes,
development and administration of actual budgets, organizing disciplinary hearings and issuing annual
reports to the Board of Education.

Direct the maintenance of the classification plan; gather, analyze and interpret salaky data; conduct
difficult classification and wage studies and recommend changes in classifications and compensation.

Interpret laws, rules, and regulations at Comm|55|on and Board of Education meetings and to classified
employees.

Plan, organize and conduct training for classified employees including supervisory training, administrative
workshops and others.

Select, supervise and train Commission staff members.

Meet on individual or group basis with employees and their representatlves to resolve problems; resolve
grievances as necessary.

12
http://agency.governmentjobs.com/haywardusd/default.cfm?action=specbulletin&ClassSp...  5/18/2012



VICTOR VALLEY UNION HIGH SCHOOL DISTRICT
PERSONNEL COMMISSION |

THE POSITION

The Personnel Commission of the Victor Valley Union High School District is looking for a Merit
System director with the ability to direct a comprehensive human resources program including
classification, compensation, discipline, training, employee relations, recognition, budget, and rules.
The position serves as principle advisor and secretary to the three-member Personnel Commission as
well as being a key administrator in the district human resources program for the Board of Trustees.
Both the Board of Trustees and Personnel Commission rely on this position to provide legal and
technical advice concerning the Education Code, Personnel Commission authority, and collective
bargaining issues. The position reports directly to the Personnel Commission; however, on a day-to-
day basis, the position works closely with the Assistant Superintendent of Human Resources, as well
as other key district administrators on training, staffing and employee relations issues.

THE COMMUNITY

Victorville is a city located in the Mojave Desert (Victor Valley) foothills along the I-15 interstate
corridor north of the San Bernardino and San Gabriel Mountains. The five cities of Victorville,
Apple Valley, Hesperia, Adelanto and Barstow make up the Victor Valley with a population of
325,000. The beautiful Mojave Desert, offers the taste of a finer affordable life, while being able to
retreat to a quiet calm seldom found in cities. The surrounding Mojave Desert offers some of the
finest parks and recreation in the country. Excellent educational and health care opportunities are
available in the Victor Valley.

THE DISTRICT

The Victor Valley Union High School District enjoys a reputation of educational leadership, with a
strong interest in students and their instructional program, and a commitment to meeting the needs of
all students. There are 10,500 students enrolled in the District’s secondary programs. The District
takes pride in the outstanding staff of more than 463 certificated employees, 451 classified
employees, and 39 managers. It is a Merit System district. For District information, please visit the
VVUHSD web site at www.vvuhsd.org/

THE PERSONNEL COMMISSION
The Merit System’s Personnel Commission manages the recruitment, selection, classification,

compensation, and performance management of the classified employees to select and retain the best
possible employee. The three Personnel Commissioners of the Victor Valley Union High School

PERSONNEL COMMISSION
Ruth TerKeurst Christie Swearingen Rita Jackson

Vice Chair Chair Member

13



PERSONNEL COMMISSION

SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT
Regular Meeting: Tuesday, September 11, 2012

AGENDA ITEM NO: 1V.B.1.

SUBJECT: HR-PC Reorganization

BACKGROUND INFORMATION:

This item is brought before the Personnel Commission at the request of Commissioner Sidley. In
order to facilitate this discussion, the following information is presented:

e C(lass specifications for human resources administrators and organizational charts from
several school districts

e Example of a Memorandum of Understanding
e Proposed organizational chart for HR and PC

DIRECTOR’S RECOMMENDATION

The Director of Classified Personnel recommends that the Personnel Commission discuss the
organizational realignment of the HR and PC Departments



AGREEMENT
BETWEEN
BARSTOW UNIFIED SCHOOL DISTRICT
AND THE PERSONNEL COMMISSION

ADMINISTRATIVE COORDINATION FUNCTIONS
(NON-MERIT SYSTEM DUTIES AND RESPONSIBILITIES)

1. The Barstow Unified School District (hereafier, “DISTRICT”) and the Personnel
Commission (hereafter, “COMMISSION”) have mutually agreed upon administrative
coordination duties and responsibilities for the Director, Personnel Commission.

2. COLLECTIVE BARGAINING DUTIES: The Director will play an active role in
-classified negotiations including: facilitating and suggesting solutions, analyzing and
reporting the implications of negotiable issues, drafting contract language for
consideration by the parties.

The Director’s function is one of a resource to both the DISTRICT and the Exclusive
Representatives (hereafter, “REPRESENTATIVES”) of the bargaining units. The
Director shall not serve as the DISTRICT’S spokesperson and shall be free to point
out areas to both parties where negotiations may be in conflict with Merit System
laws. -

The Director may caucus with the DISTRICT or the REPRESENTATIVES if
requested, and if appropriate. The Director may facilitate, problem solve, analyze, or
suggest alternatives. However, the Director will not pressure either party to reach
agreement through the use of a mediation role.

3. DISCIPLINARY PROCESS DUTIES: The Director can advise both the
DISTRICT and the REPRESENTATIVES/employee on disciplinary procedures,
determine facts but not consequences, and help develop individualized employee
training programs to address performance needs.

The Director is the COMMISSION’S representative in the disciplinary process; no
duties shall be performed that conflict with this primary role. The Director must be
free to be an impartial procedural advisor and resource to the DISTRICT, the
REPRESENTATIVES, and employees. The Director’s participation at different
levels of the disciplinary process should promote fairness, consistency, and due
process compliance. The Director will not be the DISTRICT’S spokesperson; the
decision as to the specific disciplinary action necessary in due process/progressive
discipline will be determined by the supervisor and/or Superintendent—not the
Director.

The DISTRICT’S spokesperson or designee will notify the employee of disciplinary
action or administrative leave, the Director may be present to assist with procedural
issues.



4. CONTRACT ADMINISTRATION DUTIES: The Director will help with
administering the contract language as agreed to by the parties. In the event of a
grievance, the Director can research factual background information for the parties,
act as a facilitator, coordinate procedural issues, and propose solutions/resolutions of
alleged violations of the contract.

The Director will not be the DISTRICT’S representative authorized to determine the
DISTRICT’S official response to a grievance. The DISTRICT’S response to a
grievance is the responsibility of the DISTRICT administrator designated at the
appropriate level.

5. OTHER MISCELLANEOUS ADMINISTRATIVE COORDINATION
DUTIES:

5.1 Classified Staffing Levels: The Director will assist with the research of staffing
levels in schools or offices and provide information to the DISTRICT. The
DISTRICT will determine the necessary course of action, if any.

5.2 Layoff Processing: The Director will coordinate the implementation of layoff,
displacement, or reassignment of employees based on negotiated layoff impact
agreements, contractual, COMMISSION rule, and legal requirements.

5.3 New Position Duty Statements: The Director will assist with necessary research
and coordinate the drafting of new classification duties based on the functions
assigned by the DISTRICT. Upon the Board’s approval of the duties for a new
position, the Director will submit appropriate items to the COMMISSION for
classification and assignment of minimum qualifications.

5.4 Job Duty Assignment Issues: The Director will coordinate responses to
supervisors and employees regarding duty assignment issues. The Director will
consult with the Superintendent or designee for clarification of the DISTRICT’S
position as necessary.

6. The Director is a representative of the COMMISSION and is one hundred percent
(100%) funded from the COMMISSION budget. No additional duties performed by
the Director under this agreement may conflict with this role. The COMMISSION is
responsible for the supervision and evaluation of the Director, providing for input
from the DISTRICT and the REPRESENTATIVES.

7. The Merit System duties performed for the COMMISSION under the class
specification for the Director, Personnel Commission will take priority over any
duties contained in this Agreement. The Director will balance the performance of the
administrative coordination functions contained in this Agreement with the core Merit
System duties to the extent possible. Where a balance is not possible, the
performance of the duties in this Agreement will not be permitted to significantly
impact the Director’s primary Merit System duties and responsibilities.



8. The REPRESENTATIVES of the classified employees has reviewed this agreement
and is understanding of the changes in the administrative coordination functions
ass1gned to the Director, Personnel Commission.

9. The COMMISSION may revoke or request modification of this Agreement with 60
days notice to the DISTRICT. However, the parties may mutually agree to a shorter
timeline.

Chairperson, Signature Date
Personnel Commission '

ML i

President, Board of Trustees Signature Date

Mr ............

Superintendent Signature Date

Ms. .............. :
Chapter President, California Signature Date

School Employees Association,
Chapter 306



Proposal

Board of Education

Personnel Commission

Superintendent

Board Agenda

~\

Asst. Superintendent — Human Resources

Original-6/20/2011

1st Revision-5/18/2012
2"d Revision-5/21/2012
3rd Revision- 8/6/2012

Sr. Admin. Asst.-Conf. (Lisa)

Admin. Asst. (Jana)

Director of Classified Personnel

Personnel
Analyst
(Stephanie)

* Plan
recruitment/
selection
activities

+ Job analysis

+ Compensation
studies

+ Recommenda-
tions to
Commission

* NeoGov Admin

e Admin. in
charge

* Prof. Dev.

* Classified Ul
Claims

HR Tech.
(Julie)

Recruitment
Post job
bulletins
Coordinate
testing and
interviews
Assign
substitutes
Customer
Service
Classified

Employment
verifications

Black-Unchanged Assignment

Purple- Transferred Duties from
HR to PC. Agreed upon by Asst
Supt of HR and Director of
Personnel Commission 5/21/2012

HR Tech. .5 HR Tech
(Cindy) (Beth).

* Recruitment

* Post job * Recruitment
bulletins + Post job

» Coordinate bulletins
testing and « Customer
interviews Service

* Transfer » Coordinate
Bulletins testing and

+ School break interviews
assignments » Assign

« Seniority list substitutes

« Customer (incl Special
Service Ed)

« Employee
Processing-
Non-merit
(coaches,
avid tutors &
Noon Duty)

Black Italics-Permanent
Task Reassignment

r. Office Benefits Analyst
Specialist Tech. (Marcia)
(Christine) (Cheryl)

50% \
Maintain * Benefits Process new
employee files oversight certificated

o employees

Certificated * Open Evaluate sal
fingerprinting enrollment valuate salary

i placement for new
Switchboard . NEQ/safety teachers,
backup . training administrators
PF?CGSSIHQ + COBRA Monitor credential
volunteers maintenance renewals
HR Reception « LTD claims Evaluate and
Volunteer processing maintain NCLB
fingerprinting N information
Benefit ew Process clear and
Support employee Induction
Customer sign-up for credentials
Service benefits Teacher summer
Subpoenas » Customer employment
Customer Service Answer inquires
Service regarding

HR Spec.-
HR Tech. Conf.
HR . (PaUIa) (Leyla)
Specialist
(Carmen) Certificated
Certificated position control
— processing
- sub desk
Classified including i Manage HRS
(perm/sub/Prof > data system
Experts) processing
employees - Non reelects
employment :
: processing, Salary
processing >
(including renewing sub advancements
, et credentials Joo
fingerprinting) )
" -daily and long
Position control term Vacgncy
processing assignments - postings
HRS input- payroll Teacher Evals
Classified Cert Sub HRS Surveys/Staffing
Surveys and and subfinder reports
staffing reports input Leaves
Wage COBRA Certificated
adjustments Letters unemployment
Annual Salary Cert SUB Ul claims/VOE
Letters Claims/VOE Customer
Leaves Customer Service
Accommo- Service
dations 4
Customer
Service

credentials, salary
placement, union
guidelines, etc.

Customer Service

For distribution to management staff 8/7/2012




Personnel Commission
Personnel Requisition Executive Summary
as of November 5, 2012

REQUISITION STATUS

Req Status Count
* Cert. List 8
[Selection interviews held/scheduled for the positions.]
*Open 8
[One position on Transfer Bulletin #17.]

Total: 16

REQUISITION ACTIVITY

Count
* Previous Requisition Total (10/02/12) 11
* Requisitions Received (+) 17
* Requisitions Filled (-) 11
* Requisitions Cancelled/On Hold (-) 1

* Current Requisition Total (11/05/12) 16




Personnel Requisition Monthly Comparison

Personnel Commission

Req Status 10/28/2011| 12/7/2011 | 1/412012 | 3712012 | 4/11/2012 | 5/22012 | 6/6/2012 | 7/2/2012 | 8/9/2012 | 9/6/2012 | 10/2/2012 | 11/5/2012
Cert. List 5 23 7 6 3 3 4 4 10 5 4 8
Open 39 17 33 9 7 5 5 9 6 7 7 8
Total 44 40 40 15 10 8 9 13 16 12 11 16

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 Detailed Report(working copy for November)

Working
Date From | Days as of Position Type Transfer
# Req. ID HR 11/5/12  |Requisition Title Dept/Site FTE% Hrs Per Day ! Replacing Bulletin # PC Status Cert Date Comments 3+ Ranks

HIRING AUTHORITY CONTACTED 10/19/12 FOR
SELECTION INTVW DATE. HIRING AUTHORITY
1 13-041 | 1012112 16 |ADMINISTRATIVE ASSISTANT EDUCATION SVCS 100.00 8.00 New |- 1" ONHOLD | 10/19/12 |SUBSEQUENTLY PLACED POSITION ON HOLD. A YES
CLERICAL SUBSTITUTE IS CURRENTLY ASSIGNED.
[TRANSFER BULLETIN #11 CLOSED 10/18/12]

SELECTION INTVWS HELD 09/20/12 AND 09/28/12.
RECRUITMENT OPENED 09/20/12 TO 10/16/12 TO
PROVIDE ADDITIONAL ELIGIBLES FOR INTVW.
(LESS THAN 3 RANKS OF ELIGIBLES INTERESTED
IN THIS 10 HR/WEEK POSITION.) EXAM NO
ADMINISTERED TO NEW TEST GROUP ON 10/25/12
AND 10/26/12. HIRING AUTHORITY CONTACTED
10/29/12 FOR SELECTION INTVW DATE.
[TRANSFER BULLETIN #05 CLOSED 08/30/12.]

ELEMENTARY LIBRARY CLAIRE SWARTZ- . 09/10/112,
2 13-024 | 08/23/12 49 COORDINATOR SMASH 25.00 2.00 Vac MILLER 5 Cert. List 10129112

HIRING AUTHORITY INTERVIEWED ONE
CANDIDATE ON 09/18/12. THE OTHER 2
CANDIDATES CANCELLED THEIR INTVWS
APPOINTMENTS. SUBSTITUE CURRENTLY IN
PLACE. RECRUITMENT RE-OPENED 09/20/12 TO
3 13-028 | 09/07/12 39 I(I;IEXETJS(I:I)'IONAL ASST-BILINGUAL LINCOLN MIDDLE 43.75 3.50 Vac  |DIANA VALENCIA 7 Cert. List 2%10%//1122 PROVIDE ADDITIONAL ELIGIBLES FOR INTVWS. YNEOS
WRITTEN EXAM ADMINISTERED TO NEW TEST
GROUP 10/23/12; ORAL EXAM ADMINISTERED
10/29/12. HIRING AUTHORITY CONTACTED
11/02/12 FOR SELECTION INTVW DATE.

[TRANSFER BULLETIN #07 CLOSED 09/13/12.]

RECRUITMENT RE-OPENED ON 09/20/12 TO
PROVIDE ADDITIONAL ELIGIBLES FOR INTVWS.
WRITTEN EXAM ADMINISTERED TO NEW TEST
4 13-029 | 09/05/12 4 l(';S/IEIlé(I:-i-I)-|ONAL ASST-BILINGUAL JOHN ADAMS MIDDLE 37.50 3.00 Vac  |MARIA MOLINA 7 Cert. List 11/02/12  |GROUP 10/23/12; ORAL EXAM ADMINISTERED YES
10/29/12. HIRING AUTHORITY CONTACTED
11/02/12 FOR SELECTION INTVW DATE.
[TRANSFER BULLETIN #07 CLOSED 09/13/12.]

Report Date: November 5, 2012 Page 1of 3



Personnel Commission

Personnel ReqUiSition Detailed Report(working copy for November)

Working
Date From | Days as of Position Type Transfer
# Req. ID HR 11/5/12  |Requisition Title Dept/Site FTE% Hrs Per Day ! Replacing Bulletin # PC Status Cert Date Comments 3+ Ranks
INSTRUCTIONAL ASST- HIRING AUTHORITY CONTACTED 11/02/12 FOR
5 13-042 | 10/12/112 16 GRANT ELEMENTARY 25.00 2.00 Vac  |SHELLY HAWKINS 12 Cert. List 11/02/12 |SELECTION INTVW DATE. [TRANSFER BULLETIN YES
CLASSROOM
#12 CLOSED 10/21/12.]
HIRING AUTHORITY CONTACTED 11/02/12 FOR
INSTRUCTIONAL ASST- PT. DUME SHAREEN )
6 13-046 | 09/28/12 26 CLASSROOM ELEMENTARY 37.50 3.00 Vac BEAMAN-JACOBS 14 Cert. List 11/02/12 |SELECTION INTVW DATE. [TRANSFER BULLETIN YES
#14 CLOSED 10/28/12.]
THIS POSITION IS TEMPORARILY ON HOLD DUE
INSTRUCTIONAL ASST- TO INTERNAL MOVEMENT OF POSITIONS WITHIN
7 13-047 1 10122712 10 DEVELOPMENTAL HEALTH SPECIAL ED 7500 600 New |- 14 ONHOLD THE DEPARTMENT. [TRANSFER BULLETIN #14
CLOSED 10/28/12.]
8 13-052 | 11/05/12 0 INSTRUCTIONAL ASST-PHYSICAL - (EDISON LANGUAGE 40.63 3.25 Vac |JOSE BARRON 18 Open [TRANSFER BULLETIN #18 CLOSES 11/11/12.]
ED ACADEMY
EMPLOYMENT OFFER EXTENDED TO
INSTRUCTIONAL ASST-SPECIAL AMANDA ) SELECTED CANDIDATE; HOWEVER, ON
9 13-026 | 08/23/12 49 ED SANTA MONICA HIGH 50.00 4.00 Vac SAUGSTAD 6 Cert. List 10111/12 10/30112, CANDIDATE DECLINED OFFER YES
[TRANSFER BULLETIN #06 CLOSED 09/03/12.]
SELECTION INTVWS HELD 11/01/12 AND 11/02/12.
10 | 13-038 | 10/10/12 18 INSTRUCTIONAL ASST-SPECIAL MALIBU HIGH 100.00 8.00 Vac  |JIMMY BELT 10 Cert. List 10/31/12 |SELECTION PENDING. [TRANSFER BULLETIN #10 NO
ED
CLOSED 10/17/12.]
HIRING AUTHORITY CONTACTED 10/31/12 FOR
1 13-039 | 10/10/12 18 E\IDSTRUCTlONAL ASST-SPECIAL Efél\';l‘g:ll'lltjARY 75.00 6.00 Vac  |MIRNA MALKOUN 10 Cert. List 10/31/12 |SELECTION INTVW DATE. [TRANSFER BULLETIN YES
#10 CLOSED 10/17/12]
504 PLAN REQUIRES A 1:1 ASSISTANT FOR
12 | 13-043 | 10/12/12 16 !‘DSTRUCTlONAL ASST-SPECIAL GRANT ELEMENTARY 62.50 5.00 New |- 12 Open STUDENT. BFOQ=MALE ONLY. [TRANSFER
BULLETIN #12 CLOSED 10/21/12.]

Report Date: November 5, 2012

Page 2 of 3



Personnel Commission

Personnel ReqUiSition Detailed Report(working copy for November)

Working
Date From | Days as of Position Type Transfer
# Req. ID HR 11/5/12  |Requisition Title Dept/Site FTE% Hrs Per Day ! Replacing Bulletin # PC Status Cert Date Comments 3+ Ranks
INSTRUCTIONAL ASST- THIS POSITION WILL ASSIST WITH 1-3 STUDENTS
13 ] 13045 1 A07SM2 15 NopeciaLizED SPECIAL ED 7500 | 600 New |- 3 Open [TRANSFER BULLETIN #13 CLOSED 10/24/12.]
THIS POSITION TO SUPPORT GENERAL ED
14 | 13-051 | 11/01/12 2 INSTRUCTIONAL ASST- SPECIAL ED 75.00 6.00 New |- 17 Open INCLUSION. [TRANSFER BULLETIN #13 CLOSES
SPECIALIZED
11/07/112.]
RECRUITMENT OPENED 09/08/11 UNTIL FILLED.
POSITION ADVERTISED WITH A VARIETY OF
SOURCES. POSITION RE-POSTED ON EDJOIN
15 | 12-103 | 09/08/11 289 ?SEQSI‘—I;YO:S%L#P(@g?E)AL SPECIAL ED 100.00 8.00 Vac  |KARIISACKSON 7 Open 09/11/12. STAFF IS COMMUNICATION WITH THE
HIRING AUTHORITY REGARDING RECRUITMENT
STATUS. [TRANSFER BULLETIN #7 CLOSED
09/14/11.]
RECOMMENDATION FOR CLASS SPEC REVISION
MAINTENANCE & ON 11/13/12 COMMISSION AGENDA. (CLASS SPEC
16 | 13-034 | 09/24/12 29  |SPRINKLER REPAIR TECHNICIAN OPERS 100.00 8.00 New |- 8 Open REVISED TO UPDATE WORKING CONDITIONS AND
PHYSICAL DEMANDS PER JOB ANALYSIS.)
[TRANSFER BULLETIN #08 CLOSED 10/01/12.]
NOTES:
1 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.
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.
Report Date: November 5, 2012 Page 3 of 3



Personnel Commission

Personnel Requisition Graphic Summary
as of November 5, 2012

Status Work Hours
8, 50%
Certified to Less than 20
Managers hours
m 8,50% = Open 63% m 20 hours or
more
Position Type Work Location
2, 12%
10,
62%
Vacancy/ .
m 6, 38% Replacement . Malibu
E New 14,

88% B Santa Monica



SANTA MONICA — MALIBU UNIFIED SCHOOL DISTRICT

PERSONNEL COMMISSION
MEETING CALENDAR
2012 -2013
Date Time Location Discussion Item

2012

July 11, 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 12, 2013 5:00 p.m. Board Room — District Office

February 21 — 24, 2013

Daily Conference

Anaheim, CA

CSPCA 2013 Annual

Conference

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 Progress Review of Strategic

District Office

Goals - Director of Classified
Personnel

June 11, 2013

5:00 p.m.

Board Room — District Office




SMMUSD Board of Education Meeting Schedule 2012-2013

Closed Session begins at 4:30pm
Public Meetings begin at 6:00pm

July through December 2012

1§t 2nd 3rd 4tn
Month Thursday | Thursday | Thursday | Thursday Special Note:

July 7/18* DO *Wednesday, 7/18
*Wednesday, 8/1

August 8/1* M 8/15* DO *Wednesday, 8/15
First day of school: 8/22

September 9/6 DO 9/20 DO

October 1014 M 10/18 DO

November 111 M 1115 DO : Thanksgiving: 11/22-23

December 12/13 DO winter break -

Winter Break: December 24 - January 4

;

January through June 2013

Wint‘er‘, Bréak: ,:Decembér 24 —;’Ja‘nu‘ary 4

January 117 DO
February 217 M 221 DO

March 37 DO 321 M | spring break

Spring Break: March 25— April 5

April ‘spring break 4/18 DO
May 5/2 M 516 DO

Last day of school: 6/11
June 6/6 DO 6/26* DO | *Wednesday: 6/26

District Office (DO); 1651 16™ Street, Santa Monica.
Malibu City Council Chambers (M): 23815 Stuart Ranch Road, Malibu, CA

It you will require accommodation to participate in the Board meeting, please notify the Superintendent’s Office ayjj
least one day prior to the meeting.
Board of Education Meeting AGENDA: June 27, 2012



FROM:

RE:

BOARD OF EDUCATION

ACTION/CONSENT
10/18/12

SANDRA LYON / WILBERT YOUNG

CLASSIFIED PERSONNEL — MERIT

RECOMMENDATION NO. A.17

it is recommended that the following appointments for Classified Personnel (merit system) be
approved and/or ratified. All personnel will be properly elected in accordance with District

policies and salary schedules.

ELECTION
Anderson, Sally
Malibu HS

Campos, Oscar
Operations

Franks, Shanelle
Special Education

lvey, Teresa
Special Education

Winzey, Fidel
Purchasing

SUMMER ASSIGNMENTS
Rosenbaum, Joyce
Cabrillo ES/Malibu HS

TEMP/ADDITIONAL ASSIGNMENTS

Dominguez, Cheny
Facility Permits

Garfield, Kristina
Grant Elementary

Leavitt, Lynn
Lincoln MS

Loza, Adelsa
Lincoln MS

Medellin, Diana
Lincoln MS

LIMITED TERM ASSIGNMENTS
Coleman, Daniel
Webster Elementary

SUBSTITUTES
Aldana, Monica
Child Develop Sves

EFFECTIVE DATE
Senior Office Specialist 9/10/12
4 Hrs/10 Mo/Range:25 Step: F
Gardener ' 9/12/12
8 Hrs/12 Mo lRange:24 Step: A
Inst Asst — Developmental Health 9/18/12
5 Hrs/SY/Range:23 Step: F
Specialized Inst Asst 91412
6 Hrs/SY/Range:26 Step: A
Stock and Delivery Clerk 9/18/12

6 Hrs/10 Mo/Range:26 Step: A

EFFECTIVE DATE

Physical Therapist 6/26/12-7/31/12

EFFECTIVE DATE
Swimming Inst - Lifeguard . 9/18/12-6/30/13

[additional hours, weskend school functions]

Inst Asst — Special Ed
[additional hours, student supervision]

9/18/12-10/17/12

Library Asst | 8/22/12-6/11/13
[additional hours, afterschool supervision]
Inst Asst — Special Ed 8/22M12-6/11/13
[additional hours, afterschool supervision]
Inst Asst — Spécial Ed 8/22112-6/11/13

[additional hours, afterschocl supervision]

EFFECTIVE DATE
9/18/12-1/15/13

Inst Asst — Physical Ed

EFFECTIVE DATE
9/1/12-6/30/13

Childrens Center Asst
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TO: BOARD OF EDUCATION ACTION/CONSENT
11/01/12

FROM: SANDRA LYON / WILBERT YOUNG

RE: CLASSIFIED PERSONNEL — MERIT

RECOMMENDATION NO. A.22

It is recommended that the foliowing appointments for Classified Personnel (merit system) be
approved and/or ratified. All personnel wﬂl be properly elected in accordance with District

policies and salary schedules.

ELECTION
Anderson, Joshua
Facility Permits

Rose, Cheryl
Health Services

Winzey, Fidel
Purchasing

Yamamoto, Mikiko
Special Education

SUMMER ASSIGNMENTS
Smith, Angelique
Special Education

TEMP/ADDITIONAL ASSIGNMENTS

Ausmus, Juley
Cabrillo Elementary

Cooper, James
Facility Permits

Flores, Maria
Roosevelt Elementary

Goudeau, Tajanieace
Santa Monica HS

Gutlerrez, Yoly
Edison Elementary

Gutierrez, Yoly
Student Services

Jorgensen, Stephanie
Special Education

Lopez, Manue!
Facility Permits

McKinley, Tyrone
Facility Permits

EFFECTIVE DATE

Sports Facility Attendant 10/6/12
6 Hrs/12 Mo/Range:22 Step: B
Health Office Specialist 10/3M12
3.5 Hrs/ SY/Range:25 Step: A
Stock and Delivery Clerk 9/M18/12
7 Hrs/10 Mo/Range:26 Step: B
Specialized Inst Asst 10/2/12

& Hrs/SY/Range:26 Step: A

EFFECTIVE DATE
872112

Occupational Therapist

EFFECTIVE DATE
9/10M12-5/2413

Inst Asst — Classroom

[additional hours, homework club]
Campus Security Officer 10/3/12-10/16/12
fadditional hours, overnight security]
Senior Office Specialist 9/24/12-10/5/12
[overtime; achievement datal
Inst Asst — Physical Education 9/21M12-6111M3
[additional hours, locker rcom attendant]
Bilingual Community Liaison 9/4/12-10/3112
[overtime; franstation]
Bilingual Community Liaison 8/22/12-6/11/113
[overtime; translation for SARB]
Office Specialist 10/112-16/31/12
[additional hours, processing documentation]
Campus Security Officer 10/3/12-10/16/12
[additional hours, overnight security]

Swimming Instructor/Lifeguard 10/6/12-2/23/13

[additional hours, weekend events)
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TO: BOARD OF EDUCATION ACTION/CONSENT
10/18/12
FROM: SANDRA LYON / DEBRA MOORE WASHINGTON -/ WILBERT YOUNG

RE: CLASSIFIED PERSONNEL —~ NON-MERIT
RECOMMENDATION NQ. A.18
It is recommended that the following be approved and/or ratified for Classified Personnel (Non-

Merit). All personnel assigned will be properly elected on a temporary basis to be used as
needed in accordance with District policies and salary schedules.

AVID TUTOR

MARTIN, MICHAEL JOHN ADAMS MIDDLE SCHOOL 9/1/12-6/11/13
COACHING ASSISTANT

BOWER, J ALAN MALIBU HS 9/13/12-6/30/13

CANNON, KERMIT
COLL, PATRICK

DE LA TORRE, JOSE
DONOHOE, CHRIS
DOS SANTOS, LUIZ
FREEDMAN, WILL
HOUSTON, LOVELL
MARQUIS, HENRY
MASSEY, PATRICK
MURRAY, BIANCA
POON, WILSTON
PROCTOR, SEAN
SKEHAN, NIALL
TRINH, NGUYEN
WHITE, ZACHARY
WILSON, TERRY

SANTA MONICA HS
SANTA MONICA HS
SANTA MONICA HS
SANTA MONICA HS
SANTA MONICA HS
SANTA MONICA HS
SANTA MONICA HS
SANTA MONICA HS
SANTA MONICA HS
SANTA MONICA HS
SANTA MONICA HS
SANTA MONICA HS
SANTA MONICA HS
SANTA MONICA HS
SANTA MONICA HS
SANTA MONICA HS

9/4/12-6/30/13
9/13/12-6/30/13
9/4/12-6/3013
9/4/12-6/30/13 -
9/4/12-6/30/13
9/20/12-6/30/13
9/4/12-6/30/13
9/4/12-6/30/13
9/4/12-6/30/13
9/4/12-6/30/13
9/4/12-6/30/13
9/4/12-6/30/13
9/4/12-6/30/13
9/4/12-6/30/13
9/13/12-6/30/13
9/11/12-6/30/13

NOON SUPERVISION AIDE

OYENOKI, AIMEE MCKINLEY ELEMENTARY 9/6/12-6/11/13
RIVERA, JENNIFER MCKINLEY ELEMENTARY 9/6/12-6/11/13
SANTINO, SUSAN MUIR ELEMENTARY 8/22/12-6/111/13
SEMSAR, DORSA MUIR ELEMENTARY 9/7112-6/11113
WILSON, TERRY JOHN ADAMS MS 9/11/12-6/11/13

TECHNICAL SPECIALIST — LEVEL |l _

ANDERSON, JODY SANTA MONICA HS 7/1/12-6/30/13
[Band Coach]
- Funding: SM Arts Parents Asscciation

BILL, ANDREW SANTA MONICA HS 7/1/12-6/30/13

[Band Coach]
- Funding: SM Arts Parents Association
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TO: BOARD OF EDUCATION ACTION/CONSENT
11/01/12
FROM: SANDRA LYON / DEBRA MOORE WASHINGTON / WILBERT YOUNG

RE: CLASSIFIED PERSONNEL — NON-MERIT
RECOMMENDATION NO. A.23
It is recommended that the following be approved and/or ratified for Classified Personnel (Non-

Merit). All personnel assigned will be properly elected on a temporary basis to be used as
needed _in accordance with District policies and salary schedules. ,

AVID TUTOR :

SANTOS, MARIE LINCOLN MIDDLE SCHOOL 9/20/12-11/30/12
WILSON, TERRY JOHN ADAMS MIDDLE SCHOOL 9/24112-6M11/13
YAGHOUBZADEH, MICHELLE LINCOLN MIDDLE SCHOOL 9/20/12-11/30/12

COACHING ASSISTANT

BALDWIN, BLAKE MALIBU HS 10/4/12-6/30/13
CLARK, TRAVIS SANTA MONICA HS 9/4/12-6/30/13
GAINES, ANDRE SANTA MONICA HS 9/4/12-6/30/13
KEMPAINEN, EDWARD MALIBU HS 9/1/12-6/30/13
LINDER, TIFFINI SANTA MONICA HS 9/25/12-6/30/13
MAKRIS, JAMES SANTA MONICA HS 9/24/12-6/30/13
RICHARDS, JAMES SANTA MONICA HS 9127M12-6/30/13
WESTON, SEAN SANTA MONICA HS 9/4/12-6/30/13

NOON SUPERVISION AIDE
COLEMAN, DANIEL WEBSTER ELEMENTARY 9/19/12-6/30/13
MCGILL, VICTORIA MUIR ELEMENTARY 8/22/12-6/30/13

TECHNICAL SPECIALIST — LEVEL I _
CLOUD, LINDSEY ED SRVC/EDISON/GRANT/MCKINLEY/  10/1/12-5/31/13
. MUIR ELEMENTARY
[Voice Coach]
- Funding: Gifts

HARRIS, MARK OLYMPIC HS 8/22/12-9/10/12
[Guitar Instructor]
- Funding: SMMEF — Dream Winds

NAZIEMIEC, KAROLINA ED SERVICES/LINCOLN MS 9/10/12-6/30/13
[Strings Coach]
- Funding: SMMEF — Dream Winds

NAZIEMIEC, KAROLINA ED SERVICES/ROGERS ELEMENTARY  9/10/12-6/30/13
[Strings Coach]

- Funding: SMMEF — Dream Winds
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Personnel Commission

ANNUAL REPORT
2011 - 2012

PERSONNEL COMMISSIONERS
Mr. Michael Sidley, Chair
Ms. Barbara Inatsugu, Vice Chair
Mr. Joseph Pertel, Member

DIRECTOR
Wilbert Young, Ph.D.

Personnel Commission meetings are held once a month, generally on the second Tuesday of the month.
Agendas for Commission meetings are posted outside the District’s building, sent to each work location

and placed on the District’s website. The agenda includes the exact time, date and place of the meeting.
Minutes of the meetings are placed on the District’s website. Employees and members of the public are

cordially invited to attend Commission meetings.

The 2011-2012 Annual Report of the Personnel Commission is submitted in accordance with Education Code
45266 and Merit Rule 2.4.2. The report encompasses the period from July 1, 2011 through June 30, 2012.
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MERIT SYSTEM and the EDUCATION CODE

The first Merit System law in the nation for school districts was passed by the California legislature in 1936
and made a part of the California Education Code.

Today, as in 1936, the Merit System provides protection through the Education Code against politically or
personally motivated employment, promotion, discipline or dismissal actions

MERIT PRINCIPLES

1. Recruitment of job applicants should be from sources representing all segments of society, and
selection and advancement should be determined solely on the basis of relative ability, knowledge,
and skills, after fair and open competition, which assures that all receive equal opportunity.

2. All employees and applicants for employment should receive fair and equitable treatment in all
aspects of personnel management.

3. Equal pay should be provided for work of equal effort, skill, and responsibility.

4. School district employees should be managed and treated fairly and consistently and be engaged in
work that serves the best interests of students.

5. Employees should be retained and promoted on the basis of merit, as measured by the adequacy of
their performance and professional achievement.

6. Employees should be protected from arbitrary employment actions and afforded due process rights
consistent with applicable law.

PERSONNEL COMMISSION RESPONSIBILITIES

The Personnel Commission has three core responsibilities as defined in the California Education Code.

1. Oversee a personnel management program based on merit principles that ensure the selection and
promotion of employees is based solely on qualifications through competitive examination.

2. Develop and administer policies governing employment matters to ensure the fair and equitable
treatment of employees within the classified service.

3. Conduct appeal hearings on matters involving employee disciplinary action, employment
examinations, and personnel policies and procedures.

PERSONNEL COMMISSION DUTIES
To execute its responsibilities, the Commission performs the following duties:

e Establishes and maintains a position classification plan which includes creating job descriptions,
setting minimum qualifications, and allocating classifications to salary ranges using standards that
provide equal pay for equal work.

¢ Adopts guidelines to analyze jobs and develop valid employment examinations.

e Adopts rules and procedures to be followed concerning such employment subjects as applications,
examinations, employment eligibility, hiring, promotions, discipline and other rules necessary to carry
out classified personnel administration.
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DISTRICT MISSION STATEMENT

Extraordinary achievement for all students while simultaneously closing the achievement gap.

DISTRICT VISION STATEMENT

As a community of learners, the Santa Monica-Malibu Unified School District works together in a nurturing
environment to help students be visionary, versatile thinkers; resourceful, life-long learners; effective,
multilingual communicators and global citizens. We are a rich, culturally diverse community that values the
contributions of all its members and strives to promote social justice. We exist to assist all students in their
pursuit of academic achievement, strength of character, and personal growth, and to support them in their
exploration of the intellectual, artistic, technological, physical and social expression.

DISTRICT STRATEGIC PLAN (2011-2016)
SUPPORTING GOALS

STRATEGY: Recruit, develop, and retain outstanding and motivated staff who reflect the values of
SMMUSD and the needs of the diverse students we serve.

INITIATIVES:

e Seek out and hire talented candidates
e Foster continuous improvement and leadership throughout the district
e Incorporate best practices to enhance staff effectiveness

PERSONNEL COMMISSION VISION

Augment Santa Monica-Malibu Unified School District's Reputation as the Employer of Choice.

PERSONNEL COMMISSION STRATEGIC PARTNERSHIP

As a strategic partner with our District, the Office of Classified Personnel is responsible for developing,
implementing, and maintaining services and systems to effectively recruit, select, and retain qualified
employees for our school district.

The Office of Classified Personnel is a committed organization dedicated to meeting the goals of the
Personnel Commission and the Santa Monica-Malibu Unified School District. The following positions
represent the Office of Classified Personnel, with a summation of the essential functions performed as related
to the Personnel Commission.

Director of Classified Personnel

Our Director, Dr. Wilbert Young, for carries out all the Merit System Rules and Regulations functions of the
Personnel Commission, plans, organizes and directs the personnel management program for the classified
service in conformance with the Education Code, and supervises, and evaluates the performance of assigned
staff. Dr. Young leads the Merit Rules Advisory Committee and is a member of our Superintendent’s District
Leadership Team.
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PERSONNEL COMMISSION STRATEGIC PARTNERSHIP conmuen

Administrative Assistant

Our Administrative Assistant, Jana Hatch, prepares Personnel Commission agendas, supporting
documentation and minutes, maintains department files and records, and responds to various requests for
information. She is also responsible for tracking all performance evaluation records for both permanent and
probationary classified employees and handling rater requests received from external agencies. Ms. Hatch
participates in meetings with our District’s Sustainability Coordination team.

Human Resources Analyst

Our Human Resources Analyst, Stephanie Perry, conducts employment recruitment, testing and selection
for confidential, supervisory and management positions, researches and designs structured examination
methods to meet the Districts need for qualified employees, conducts position classification and
compensation studies, analyzes personnel policies, rules and legal issues, administers the web-based
recruitment and applicant tracking system, and serves as a team leader for career development workshops,
procedural forms development, and annual report preparation. Ms. Perry serves as a member of our
District’s Intercultural Equity and Excellence Advisory Committee.

Human Resources Technicians

Our Human Resources Technicians (Cindy Johnston, Beth Papp and Julie Younan) conduct employment
recruitment, testing and selection for bargaining unit classifications, coordinate substitute assignments,
handle summer (and inter-session) employment assignments, develop seniority lists, support the
development and facilitation of career development workshops, assist in performing job analyses, salary
surveys and exam development, and provide information to the Director (and participate in meetings)
regarding accommodation and layoff matters.

Ms. Johnston and Ms. Papp serve as key members of our Merit Rules Advisory Committee.

Ms. Younan serves as a member of our Superintendent’s District Leadership Team.

PROFESSIONAL MEMBERSHIPS OF STAFF

Staff maintains memberships with the following professional organizations to build networks of professional
colleagues, exchange ideas, and stay abreast of current developments, trends and best practice.  (With the
exception of CSPCA and CODESP, staff pays the cost of individual memberships in these organizations in
light of current budget considerations.)

California School Personnel Commissioners Association (CSPCA)

Cooperative Organization for the Development of Employee Selection Procedures (CODESP)
International Public Management Association for Human Resources (IPMA-HR)

National Career Development Association (NCDA)

Personnel Testing Council-Southern California (PTC-SC)

Southern California Public Management Association-Human Resources (SCPMA-HR)
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PROFESSIONAL DEVELOPMENT OF STAFF

Staff attended the following conferences and seminars to enhance their knowledge and skill related to Merit
System School Districts. (Most seminars were delivered online for free. Staff paid costs associated with
conferences in light of current budget considerations.)

California School Personnel Commissioners Association Annual Conference: The Fresh Face of Merit,
January 2012
Intergenerational Differences [Robin Guerin, Ph.D., Orange County Dept. of Education]

The Real Truth About Success: Having the Personal Influence to Make Change Work [Garrison Wynn,
Author]

Bridging the Gap & Rebranding the Merit System [Suzy Seymour & Acacia Thede, Garden Grove Unified School District]
Managing Workplace Conflict [Debra Dupree, Relationships That Matter, Inc.]

Strategic Planning for Merit System Districts [Victoria Wintering, Anaheim Union High School District]

Merit's Role in the Diversity / Engagement / Productivity Puzzle [Jeff Feuquay, Psychology-Law Center, LLC]
Legal Updates [Kristine Kwong, Husick, Peeler & Garrett, LLP]

Cooperative Organization for the Development of Employee Selection Procedures (CODESP)

Avoiding Salary Survey Nightmares*

Change Leadership: Ramping up Your Ability to Cultivate Change in Your Life & Organization*
Employee Engagement: Keys to a Culture of Excellence

Maximizing Health and Productivity in Turbulent Times*

Structured Interviews: the Process of Building and Conducting Valid and Legal Interviews*

* represents seminars co-sponsored by CSPCA

CPS (Public Sector) HR Consulting

e Empower Your People: Enrich Your Organization
e Process Improvement

Human Resource Executive Online ~ April 2012

e Rethinking Career Development—Strategies for Building and Implementing an Effective Program

Personnel Testing Council of Southern California (PTC-SC) Lunch Seminar ~ September 2011
e Making Statistics Work at Work

Personnel Testing Council of Southern California (PTC-SC) Annual Conference: Embracing New Challenges
and Solutions in HR and Assessment ~ November 2011

Employment Assessment as Part of a Holistic Talent Management Strategy
Job Analysis: An Essential Human Resource Tool

Situational Judgment Testing

Why Is This Necessary? Return on Investment in Personnel Assessment

NEOGOV™ Insight Online Training
Staff participated in a variety of training opportunities via self-running tutorials and live webcasts.
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Recruitment and Examination Activities

Activity 2010-2011 2011-2012

Personnel Requisition (Position Control) Forms Received

The Position Control form is used to initiate recruitment. This form serves as clearance from the fiscal - 240
department for expenditure of salary funds.

Transfer Bulletins

Section 8.2.2 of the bargaining unit agreement requires that “All vacancies as defined in article 8.1.2 shall be 46 40
posted at work locations for six (6) days.”

Job Interest Cards Submitted

Job seekers may file Job Interest Cards when they are interested in a job that is not currently being recruited 1 ’1 04 2’21 1
for.

Recruitments

Recruitments are initiated for the purpose of filing vacancies and creating Eligible Lists for anticipated o1 53

permanent or substitute opportunities.

Applications Received and Evaluated 2983 3.736

Applications are reviewed for minimum education and experience requirements and verification that all (92% online) (98% online)
application requirements are met. Staff notifies each applicant of acceptance or rejection of the application.

Examinations Developed

In accordance with Merit Rule 5.2., examinations are developed to contain test parts that relate to job

requirements. Persons who are experts in their field of work were consulted to provide input into the Job 17 26
Analysis. Job Analysis is a systematic process of determining the skills, duties, and knowledge required for

performing jobs in an organization. This process establishes a legally defensible foundation for exams,

ensuring exams are content valid and reliable predictors of future performance.

Written - 10
Structured Interview - 8
Performance - 7
Training & Experience Evaluation - 1
Examinations Administered
In accordance with Merit Rule 5.2., examinations are administered objectively. Both internal and external 119 134
employees gave their time and expertise to assist on structured interview and performance examination
panels.
Written 92 101
Structured Interview 20 19
Performance 7 14
Training & Experience Evaluation 0 0

Candidates Scheduled for Examinations

Applicants who meet minimum education and experience requirements are invited to participate in the exam = 1’435
process. Staff notifies each applicant of exam date, time and location.

Written - 1,195
Structured Interview - 145
Performance - 95
Training & Experience Evaluation - 0

Examination Protests

In accordance with Merit Rule 5.3., candidates may file a written protest of any part of an examination. Staff 21
conducted a thorough evaluation of the exam process to determine the validity of the twenty-one protests
submitted. Additionally, we offer candidates the opportunity to review the outcome of an exam with staff to
overview scores, gain insight on the process and offer suggestions for possible improvements on such exams.
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Recruitment and Examination Activities contueo

Activity
Eligibility Lists Promulgated

These lists contain the names of candidates who were successful in all parts of the exam. Candidate names
are arranged in the order of the total score (exam score plus additional points) from highest to lowest.
Candidates with the same total score are assigned to the same rank.

Number of Eligible Candidates
The Eligibility Lists promulgated in 2011-2012 contained five hundred and fifty candidates.

Certifications Summaries to Hiring Authorities
These summaries list of the top three ranks of eligible candidates to interview.

Eligible Candidates Scheduled for Interview
Staff schedules interviews upon learning of the hiring manager/administrator’s availability and preferences.

Bilingual (Spanish) Stipend Oral Exam Administered

Section 16.8.5 of the bargaining unit agreement requires that “unit members receive a 5% salary differential
when frequently required to converse with students and/or members of the public who cannot speak English.
Unit member must pass the oral exam in order to receive the salary differential.

Number of Candidates Scheduled for Bilingual (Spanish) Exam

2010-2011

2011-2012

55

51

550

148

622

28

Employment Activities

Activity
Job Offers-New/Promotional

Job Offers-Substitute/Provisional

Advanced Step Requests

In accordance with Merit Rule 12.4, relevant experience and/or education in excess of entry requirements may
permit employment at other than the first step of the appropriate salary range.

Daily Substitute Assignments

Summer (and Inter-session) Assignment Requests

In accordance with Merit Rule 7.3.2, when the Board establishes temporary positions during the summer
recess (winter and spring inter-session), permanent employees who work less than 12 months per year may
apply for these positions. Employment assignments are determined by seniority.

Professional Expert Requests

In accordance with Merit Rule 3.1.5, professional experts may be hired for limited term assignments. This
process is offen used when the person does not meet the IRS’ independent contractor criteria, but possess a
specialized background.

2010-2011 2011-2012
125 176
- 96
25 KY|
318 258
791 661
98 83
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Classification Activities

Activity 2010-2011 2011-2012

New Classifications Developed

As a result of the growth of our Facility Permits department, three new job classifications were developed. 3 3
Staff reviewed job functions, scope of work, employment requirements and salary to conduct intemal
relationship comparisons and to perform an external market study of similar positions in other agencies

Classifications Revised

Ten job classifications were reviewed and revised to more adequately reflect current duties and 7 10
responsibilities, knowledge, skills and abilities, licenses, working environment and physical demands of the
work being performed.

Classification Studies

The duties and responsibilities of two positions were reviewed to determine proper classification. Both reviews 4 2
were initiated at the request of the employee in accordance with Merit Rule 3.2.7.

Reclassification Studies

One reclassification was completed as the result of gradual accretion of duties in accordance with Merit Rule 2 1
3.3.1.
Working out of Class Requests
Section 29.2 of the bargaining unit agreement requires “When a unit member is assigned to perform work 42 37
beyond that indicated in the definition of the class to which he/she is assigned, he/shall be compensated as of (Includes 4 extensions)
the first (1st) day”
Talent Management
Activit 2010-2011 2011-2012

Employee Performance Evaluations-Permanent Employees

Article 5.1.1 of the bargaining unit agreement requires “an annual record of work performance as an aid to - 340
achieve and maintain high levels of performance.”

Employee Performance Evaluations-Probationary Employee

Article 5.4.2 of the bargaining unit agreement requires “formal evaluation of all unit members in probationary
status by the end of the second and fourth months of service and prior to the completion of the sixth month.”

Career Development Training Sessions

The Personnel Commission staff offered Career Development Training Module 3 (Interview Skills Workshop)
to classified and certificated district employees on April 4 and April 11, 2012. Staff provided theoretical as well
as ‘hands on” training to prepare interal candidates for selection interviews in order to increase promotional
opportunities. Workshop attendees expressed their satisfaction with the training in an exit survey. 4 2

Career Development Training was initiated in June 2009 based on an assessment of employee training needs.
Module 1 (Applications and Resumes) and Module 2 (Test and Interview Preparation) were “rolled- out” at that
time. Module 3 (Interview Skills Workshop) was developed in 2010 in response to employee requests.
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Ancillary Activities

Category 2010-2011 2011-2012
Employee Layoff Meetings - 13
Disciplinary Notices - 6
Merit Rules/Chapters Revised 6 3

Rater Requests Received and Responded To

External agencies regularly contact us to secure District staff to give their time and expertise to assist on their 168 235
agency’s structured interview and performance examination panels.

Rater Panel Participation

In response to rater requests, eighteen District employees assisted on structured interview and performance 19 18
examination panels at the following agencies: City of Inglewood, City of Santa Monica, Culver City USD,
Long Beach USD and Santa Monica College.

Personnel Commission Agendas

During 2011-2012, agendas were prepared for 12 regular meetings and 4 special meetings of the 16 16
Commission. Electronic posting of the full agenda on our District's website was initiated October 11, 2011.

Online Job Application & Career Portal

The web-based NEOGOV™ Insight system provides staff with a tool to receive and evaluate the 3,736 applications
submitted during 2011-2012. This system enables staff to generate notices (email and hard copy), schedule
qualified applicants for exams, and track applicants throughout the selection process. Applicants may use the self-
service career portal to check the status of their applications and submit online job interest cards.

Staff configures and maintains the administrative tables and databases that are required for day-to-day recruiting
processes such as personnel requisition tracking, job posting creation, application processing, and exam
administration.

Regular system audits are conducted to ensure databases are accurate, consistent and error free. Staff has
established a monthly process to review (and merge) duplicate applicant master profiles. The need for this arises
when applicants create multiple accounts to apply for jobs in the Governmentjobs.com system. Once merged, all
applications, attachments, exam and eligibility list information is combined under a single applicant master profile
and conflicting data (contact and personal information, preferences, etc.) is resolved. During 2011-2012, 427
applicant profile records were reviewed and merged as appropriate.

©
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Applicant EEO Summary Data

Category 2010-2011 2011-2012
Applicant Total 2,283 3,736
Gender
Female 1,211 2,010
Male 882 1,557
Unknown/Declined to state 190 169
Ethnicity
American Indian or Alaska Native 3 70
Asian or Pacific Islander 93 196
Black or African American 590 1,100
Filipino 41 64
Hispanic or Latino 579 1,063
White 618 884
Unknown/Declined to state 359 389
Veteran Status - 81

Applicants by Gender
169, 4%

B Female

m Male
B 1557, 42%

m Unknown/Declined to
State

. L. W Native American/Alaskan
Applicants by Ethnicity Native

m 70, 2% ® Asian/Pacific Islander
H 196, 5%

= 389, 10%
m Black/African American
‘, B Filipino
M Hispanic/Latino

M White/Caucasian

I Unknown/Declined to State
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Classified Employee Data

Type June 2011 June 2012*
Classified Bargaining Unit Employees - 749
Classified Confidential Employees - 5
Classified Management Employees - 27
Classified Substitute Employees - 180
Total: - 961

* Source: Human Resources Information System as of June 20, 2012

Employees by Type

= 27,3%

B 5,0% _/

M Bargaining Unit
B Confidential
[ Management

M Substitute
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On behalf of the Personnel Commissioners ano the Santa Monica-mMalibu LUnified School

raters on our structured interview and performance examination panels:

" Clity of Santa Monica

" Culver City unified School district

" Los Angeles County Office of Education
" Sawnta Mowica College

= San gabriel Unified School District

District, we sineerely) appreciate the following agencies for assisting our District in serving as

Santa Monica-Malibu Unified School District

Personnel Commission

Office of Classified Personnel

1651 Sixteenth Street

Santa Monica, CA 90404

Phone: (310) 450-8338, ext. 70279

Website: www.smmusd.org/hrs/classified

A special thanks goes out to all staff who contributed to the preparation
and publication of 2011-2012 Annual Report.
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Santa Monica-Malibu Personnel Commission - Merit Rules Review Tracker

Adoption
Section Number Title PC Review Dates Comments (Requests) Date by PC
Chapter i 2nd Reading The Personnel Commission 9.19.06 9.19.06
Classification of Employees and
Chapter Il 2nd Reading 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
Appointment to Classified
Chapter VII 1st Reading 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: 11-13-12




Santa Monica-Malibu Personnel Commission - Merit Rules Review Tracker

Adoption
Section Number Title PC Review Dates Comments (Requests) 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
Vacation, Leaves of Absence and
Chapter XI 1st Reading Holidays 4.12.11
Review to the Superintendent and SEIU -
6.7.11
Per the Assistant Superintendent's
Request - Deadline Extended
Review to the Superintendent and SEIU -
6.7.11
Salaries, Overtime Pay and Per the Assistant Superintendent's
Chapter Xl 1st Reading Benefits 4.12.11 Request - Deadline Extended
Rule 12.2.4.B |2nd Reading Salary on Employment 1.12.10 1.12.10
Seniority, Layoff, Displacement
Chapter Xlll  |2nd Reading and Reemployment 1.12.10 1.12.10
Chapter XIV  [1st Reading Diciplinary Action and Appeal 8.14.12
Chapter XV 1st Reading Resignation and Reinstatement [4.17.12
Chapter XVI |1st Reading Grievance Procedure 8.14.12

Merit Rule Tracker: 11-13-12




Santa Monica - Malibu Unified Schood District
Workforce Organization Development Tracker

Administrators and Managers

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)
HRA 4.12.11
4.21.11
Workshop presentation on The Recruitment |HRA/DOC (4.28.11 |Two session held (9a.m.-12 p.m. and 1 p.m.-
Guide 4 p.m.
Attendees included Administrators,
Department Heads, and Office Managers
Approx. number of attendees: 55
District's New Employee Orientation Staff
Program
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 TBD 1. What is a Merit System?
Administration/Merit System under the State
of California Education Codes
2. Is there an outline of appropriate
Education Code Sections to reference?
3. What is the relationship between the
Education Code and Merit Rules?
TBD 4. How to navigate the Personnel
Personnel Commission Merit Rules 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 DOC/AA |TBD

Introduction to the Personnel Commission

Workforce Organization Development Tracker: 11-13-12




Santa Monica - Malibu Unified Schood District
Workforce Organization Development Tracker

and other Agencies

Activity Staff Date Comments
Link to Website
Link to Personnel Commission Staff
Personnel Commission Website
AA/DOC [On-going [Collaborate with District's Information
Update Systems Department
Staff 3.30.11 |Targeted and District-wide workshops on
Employee Development Workshops 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
4412 &
4.11.12 Interview Skills
Feedback Mechanisms Staff
One-to-One Meetings with Administrators On-going
and Managers
Customer Satisfaction Surveys On-going
Review "Best Practices" from the literature On-going

Key:

AA - Administrative Assistant

DOC - Director of Classified Personnel

HRT - Human Resources Technician

PA - Personnel Analyst

Workforce Organization Development Tracker: 11-13-12




V. Personnel Commission Business:

A. Personnel Commissioner Comments

B. Future Items:

First Reading of Changes to Merit Rules:
Chapter I: Preliminary Statement and Definition of
Terms

Subject Action Steps Tentative
Date

Merit Second Reading of Changes to Merit Rules: December
Rules Chapter XI: Vacation, Leaves of Absence and Holidays 2012
Revisions Chapter XII: Salaries, Overtime Pay, and Benefits

Chapter X1V Disciplinary Action and Appeal Chapter

Chapter XV: Resignation and Reinstatement Chapter February

XVI: Grievance Procedure 2013



http://www.smmusd.org/hrs/classified/MeritRules/MeritRulesChapterXV.pdf
http://www.smmusd.org/hrs/classified/MeritRules/MeritRulesChapterI.pdf
http://www.smmusd.org/hrs/classified/MeritRules/MeritRulesChapterI.pdf

VI. Next Regular Personnel Commission Meeting:
Tuesday, December 11, at 5:00 pm - District Office Board Room




VII. Adjournment:




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





