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AGENDA THURSDAY, NOVEMBER 12, 2015
PERSONNEL COMMISSION REGULAR MEETING
4:30 p.m.
OCEAN VIEW
SCHOOL DISTRICT BOARD ROOM
: BUILDING A
1. CALL TO ORDER TIME: p.m.
2. PLEDGE OF ALLEGIANCE
3. ROLL CALL
4. PUBLIC COMMENTS: The Personnel Commission welcomes comments

or concerns on any item within the jurisdiction of the Personnel Commission.
If you wish to address an item on the agenda, please indicate when, at this
point, or at the time the agenda item is discussed.

5. APPROVAL OF MINUTES: The Personnel Commission will receive the Pages 1-3
minutes of the last Personnel Commission meeting of October 13, 2015. (Action)
Moved:
Second:
Vote:
COMMISSION BUSINESS
6. CONSENT CALENDAR: The Personnel Commission will receive the Page 4-50
following items on the Consent Calendar: (Action)
Moved:
A. JOB DESCRIPTION REVIEWS/REVISIONS: ffe‘;‘m& —
ote:
1. Child Care Program Supervisor
2. Director, Fiscal Services
3. Director, Food Services
4. Director, Information Services
5. Director, Maintenance, Operations, and Facilities
6. Director, Purchasing
7. Director, Transportation
8. Grounds Maintenance Supervisor

B. RECRUITMENT AND TESTING — ELIGIBILITY LISTS:
(Eligibility lists provided to Commissioners only.)

i. 2015-13 Insiructionai Assistant — Speciai Education
2. 2015-14 Instructional Assistant — Severely Disabled
3. 201515 School Health Technician

4. 2015-16 Personnel Analyst
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7.

10.

11.

12.

13.

CLASSIFIED ACTIVITY LISTS: The Personnel Commission will receive
for information the following Classified Activity Lists received by the Board
of Trustees for their approval at the Ocean View School District, Regular
Board Meeting of:

e October 20, 2015 — (Exhibit A)

e November 3, 2015 — (Exhibit B)

RECOMMENDATION TO RECLASSIFY INCUMBENT MARIA DEL
CARMEN SANCHEZ FROM INSTRUCTIONAL ASSISTANT -
BILINGUAL SPANISH TO PARENT LIAISON INSTRUCTIONAL
ASSISTANT - BILINGUAL SPANISH: The Personnel Commission will
receive the Director’s recommendation to reclassify incumbent Maria del
Carmen Sanchez from Instructional Assistant — Bilingual Spanish to Parent
Liaison Instructional Assistant — Bilingual Spanish.

RECOMMENDATION TO REACTIVATE CLASSIFICATION OF
SUPERVISOR OF MAINTENANCE AND OPERATIONS: The
Personnel Commission will receive the Director’s recommendation to review,
discuss, and approve the reactivation and proposed revisions to the
classification of Supervisor of Maintenance and Operations and change the
title to Maintenance and Operations Supervisor.

REMOVAL OF NAMES FROM ELIGIBILITY LISTS: The Personnel
Commission will receive the Director's recommendation to remove the names
of two eligibles from eligibility lists in accordance with Personnel
Commission Rule 6.1.8. (Letters provided to Commissioners only.)

2016 CSPCA ANNUAL CONFERENCE: The Personnel Conumission will
receive the Director’s recommendation to approve the attendance of the
Director and the Personnel Commission support staff at the 2016 CSPCA
Annual Conference.

2016 CSPCA MERIT SYSTEM TRAINING ACADEMY: The Personnel
Commission will receive the Director’s recommendation to approve the
attendance of the Personnel Analyst, Yvorine Nguyen, at the 2016 CSPCA
Merit System Training Academy.

COMMUNICATIONS
SECOND PUBLIC COMMENTS: The Personnel Commission welcomes

comments Or concerns on any item within the jurisdiction of the Personnel
Commission.

il

Pages 51-60
(Information)

Pages 61-71
(Action)
Moved: __
Second: _____
Vote:

Pages 72-79
(Action)
Moved:
Second: _
Vote:

Pages 80-81
(Action)
Moved:
Second: ______
Vote:

Pages 82-84
{Action)
Moved:
Second:
Vote:

Pages 8§5-87
{Action)
Moved:
Second:
Vote:
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14. COMMISSIONER REPORTS

15. DIRECTOR AND STAFF REPORTS

16. 'ADJOURNMENT TIME: p.m. Moved:
Second: _____
Vote:

The Qcean View School District Personnel Commission meets on the 2nd Thursday of each month at 4:30 p.n. unless otherwise noted. Agendas are posted and are
available 72 hours in advance of each regalar meeting on the bulletin board outside the Board Room and on the District website, www.ovsd.org. Agendaitems mustbe
submitted in writing to the Director, Classified Personnel no later than the end of the working day seven days preceding the next Commission meeting. Items submitted
less than a week before the scheduled meeting date may be postponed to a later meeting i order to allow sufficient time for consideration and research of the issue. For
Information cali (714} 847-2551, extension 1400 or 1401.

Pursuant to Government Code 54957.5, a copy of all documenis related to any itern on this agenda that have been subiritted to the Personnel Comrmission less than 72
hours prior to the meeting, and that are public record not otherwise exempt from disclosure, will be available for review at the Personnel Commission Office, 17200

Pinehurst Lane, Huntington Beach, California, 92647, during normal business hours (Monday through Friday, 8:00 a.m. to 4:30 p.m.}

Persons requiring accommodation in order to view the agenda or participate in the meeting may make the reguest for accommaodation by contacting the Personnel Commission Office
at 714-847-2551, extenision 1400 or 1401, at least 48 hours in advance of the meeting. (Government Code 54954.2 (a)i)

1l



CALL TO ORDER

PLEDGE OF
ALLEGIANCE

ROLL CALL

PUBLIC
COMMENTS

MINUTES OF
SEPTEMBER 10,
2015

CONSENT
CALENDAR

CLASSIFIED
ACTIVITY LISTS

OCEAN VIEW SCHOOL DISTRICT
MINUTES
Regular Personnel Commission Meeting
October 13, 2015

Commissioner Gooch called the October 13, 2015, Regular‘Personnel Commission
Meeting to order at 4:30 p.m.

Shristie Nair led the pledge of allegiance.

Commissioners Gooch, Ewing, and Pogrund were present. Director Vellanoweth was
also present.

There were no comments from the public.

Motion by Commissioner Ewing to approve the minutes of the September 10, 2015,
Regular Personnel Commission meeting.

Seconded by Commissioner Gooch, and carried with a 2:0 vote.

Commissioner Pogrund abstained from the vote as he was not in attendance at the
September 10, 2015 meeting.

COMMISSION BUSINESS
The Personnel Commission received the following items on the Consent Calendar:

A. Job Description Review/Revisions
1. Director, Classified Personnel

1. Recruitment and Testing — Eligibility Lists

1. 2015-06 School Health Technician

2. 2015-07 Maintenance Worker

3. 2015-08 Speech and Language Assistant

4. 2015-09 Instructional Assistant — Special Education
5. 2015-10 Instructional Assistant — Severely Disabled
6. 2015-11 Head Custodian

7. 2015-12 Clerk Typist

Motion by Commissioner Pogrund to approve the Consent Calendar.

Seconded by Commissioner Ewing, and approved with a 3:0 vote.
The Personnel Commission received for information only, the Classified Activity

Lists that were presented for approval at the Board of Trustees meetings of September
15, 2015, and October 6, 2015.

Page 1



MINUTES OF THE OCTOBER 13, 2015

PERSONNEL COMMISSION MEETING

PUBLIC HEARING
AND _
APPOINTMENT
FOR THE
ANNOUNCED
JOINT APPOINTEE
DANIEL GOOCH
TO THE
PERSONNEL
COMMISSION

MERIT RULE
REVIEW AND
REVISION —
CHAPTER 7,
SECTION 2.14 -
LONGEVITY —
SECOND READING
AND ADOPTION

SECOND PUBLIC
COMMENTS

COMMISSIONERS’
REPORTS

DIRECTOR AND
STAFF REPORTS

Page 2

Commissioner Gooch opened the Public Hearing at 4:32 p.m. on the appomtment for
the announced joint appointee, Daniel Gooch, to the Personnel Commission.

There were no comments or requests from the public to address the Commission
regarding the appointment for the announced joint appointee, Daniel Gooch.

Commissioner Gooch closed the Public Hearing at 4:33 p.m.

Motion by Commissioner Pogrund to appoint Daniel Gooch as the Joint Appointee to
the Personnel Commission for a three (3) year term of office from December 1, 2015,
to November 30, 2018.

Seconded by Commissioner Ewing, and carried with a 2:0 vote.

Director Vellanoweth stated that Ocean View School District and CSEA came to an
agreement that effective July 1, 2014, that classified bargaining unit members would
now receive longevity increments in a different manner than they had been
previously. Since the Merit System Rules and Regulations have information
pertaining to this information it is necessary to updaie the rules and regulations to
reflect the new longevity plan for classified bargaining unit members and reiterate
what is currently in place for classified management and classified confidential

employees.

Motion by Commissioner Ewing to approve the Merit Rule Revision — Chapter 7,
Section 2.14 — Longevity.

Seconded by Commissioner Pogrund, and carried with a 3:0 vote.

There were no further comments from the public,

Commissioner Ewing stated that he will be out of town on the date of the next
scheduled Commission Meeting on November 12, 2015.

Commissioners Gooch and Pogrund had nothing to report.

Director Vellanoweth recognized the Personnel Analyst, Shristie Nair, who has
resigned her position to accept a position at Long Beach Unified School District.

She reported that as a follow up to the conversation at the September Commission
Meeting regarding the changing of the wording on job descriptions relating to
performing other duties as required to accompiish the objectives of the position, she
did address it once again with CSEA and the Administration. Both parties were fine
with the changes.
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MINUTES OF THE OCTOBER 13, 2015 _
PERSONNEL COMMISSION MEETING , Page 3

DIRECTOR AND
STAFF REPORTS
(CONTINUED)

ADJOURNMENT

Commissioner Gooch asked Director Vellanoweth whether it would be valid if the
next time a job description was brought up for review with the revised language, that
the Commission could direct her to make a universal change to all job descriptions
without having to review them individually.

Director Vellanoweth answered that the job descriptions that the Commission will see
being brought forward, will be the last of the management job descriptions from the
first round of reviews. This wording will not be included in those job descriptions. It
will be starting with the new round of job description reviews. She also answered that
she would prefer to revise them as they are brought to the Commission for review.
Otherwise they would have to revised, reposted, and redistributed all at one time.

Motion by Commissionér Ewing to adjourn the October 13, 2015, Regular Personnel

Commission Meeting. :

Motion was seconded by Commissioner Pogrund, and carried with a 3:0 vote at 4:44
p-m.

Michelle Vellanoweth, Director, Classified Personnel
Secretary to the Personnel Commission

Date
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OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo

TO: Personnel Commissioners

FROM: Michelle Vellanoweth
Director, Classified Personnel

DATE: November 12, 2015

SUBJECT: Agenda Item No. 6A1: Job Description Revision — Child Care Program Supervisor

Backeround Infermation

The Personnel Commission Rules provide for a periodic review of the content of classification specifications to
ensure they adequately and accurately represent duties being performed by incumbents, and that the requisite
skills, knowledge and abilities required are appropriate. The Child Care Program Supervisor classification was
fully reviewed and updated for recruitment purposes in November 2014,

Recently the incumbent of the class was provided a copy of their job description for review. They also provided
detailed information about their current position by working with the Personnel Analyst to answer more detailed
questions about the tasks they perform in their job. Draft revisions were prepared and provided to the
supervisor, Assistant Superintendent Educational Services, Jodee Brentlinger, who was asked to review the
proposed changes as well as provide feedback on identifying essential duties. '

Based upon information provided by the incumbent and supervisor, modifications are proposed to the Child
Care Program Supervisor job description. In addition, standard formatting changes and updates are proposed by
the Director, Classified Personnel in order to maintain consistency with the current job description format. The
incumbent and supervisor have reviewed and recommend the final draft which is attached.

It is therefore requested that the Personnel Commission review, discuss and adopt the proposed revisions to the
Child Care Program Supervisor job description.

Attachment: Proposed revised job description for Child Care Program Supervisor dated November 12,
2015.

........................................................................................................................................

Recommendation
The Director recommends that the Personnel Commission review, discuss and adopt the proposed revisions to

the Child Care Program Supervisor job description.
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N,, OCEAN VIEW SCHOOIL. DISTRICT

el Personnel Commission

CHILD CARE PROGRAM SUPERVISOR

JOB SUMMARY:

Under general administrative direction of the Assistant Superintendent, Educational Services,
coordinates and provides administrative direction for the District’s Child Care Program. Ensures
the District offers a quality Child Care Program and directs early childhood education activities
in accordance with established laws and procedures. Interviews, hires, evaluates and
recommends discipline for Child Care Program staff. Prepares and administers the Child Care
Program Budget and budgeted expenditures.

CLASS CHARACTERISTICS:

The class of Child Care Program Supervisor is a single incumbent classified management
position and is distinguished from the Child Care Program Facilitator class in that the incumbent
is responsible for District wide operations of the Child Care Program, while positions in the
Child Care Program Facilitator class are responsible for the operation of the Child Care Program
at a single site. The incumbent is expected to work with considerable independence to develop
and implement District wide Child Care Program standards and policies. The incumbent meets
frequently with school administrators, child care staff, and parents to communicate information
and data. The Child Care Program Supervisor is responsible for directing and supervising the
day-to-day operations of the District's Child Care Program, including the supervision of the
Child Care Program Facilitators, Child Care Attendants and other classificd personnel as
assigned.

REPRESENTATIVE DUTIES (E denotes an essential function of the job.):

Plan, organize, and supervise all activities of the District's Child Care Program in
accordance with established licensing regulations and child development content
: standards; E

Formulate, develop and recommend adaptations to the Child Care Program policies and
procedures to ensure adherence to legal policy mandates and regulations; £

Review, monitor and supervise the functions and activities of the Child Care Program
staff to ensure that care and educational instructional standards are maintained; E

Oversee Child Care Program Facilitator’s preparation of site staff schedules, and make
adjustments to ensure compliance with enrollment and staffing ratios; £

Approve requisitions for site staffing, purchase orders and arrangements for field irips
and transportation schedules; E

Communicate with administrators, District personnel and contractors to coordinate
activities and programs, resolve issues and conflicts and exchange information; E
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Child Care Program Supervisor _ Page 2

Make all preparations for the Child Care Program conducted during Winter, Spring and
Summer breaks, when regular school is not in session, including: preparing work
schedules, planning and ordering supplies as needed and overseeing all related activities:

E

Travel to various school sites to provide support to child care staff; attend a variety of
meetings including training of personnel; E

Provide technical expertise, information, assistance and counseling to Child Care
Program Facilitators regarding assigned functions; E : :

Prepare ‘agendas for and conduct weekly staff meetings with Child Care Program
Facilitators_and child care staff; ¥

Maintain contact with parents of Child Care Program participants by telephone and
attending parent conferences; enroll participants, resolve concerns, answer questions,
assist in making arrangements for behavior contracts, dismiss/readmit participants from

the program as necessary, and collect delinquent fees; E

Prepare the annual budget for the entire Child Care Program, reviewing current and
projected enrollment, costs of the District’s program in relation to other school age child
care programs in the County and ensuring the program remains self-supporting; £

Prepare evaluations of District Office Child Care Program staff and review and provide
input to Principals/site administrators on site based staff’s evaluations; £

Review, revise and coordinate the preparation of Parent, Staff, Facilitator and Attendant
Handbooks; ,

Direct the preparation and maintenance of a variety of narrative and statistical reports,
records and files related to assigned activities and personnel;

May substitute for absent Child Care Program Facilitators as necessary;
Attend other related training sessions as assigned;
Perform other tasks and assume responsibility as may be assigned by proper authority.

SUPERVISION:

General administrative direction is received from the Assistant Superintendent,
Educational Services.

Supervision of the District Child Care Program staff is exercised and provides input into

the svaluations of site based program staff in conjunction and cooperation with Principals
and/or site administrators.
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Child Care Program Supervisor ' Page 3

MINIMUM QUALIFICATIONS:

Knowledge of:

& o ¢ & & & & & 2 O & 9

Child care program operations and their relationship to the regular school program;
Child care regulations, laws, legal mandates, codes, pol1c1es and procedures;
Policies and objectives of the child care program;

Physical and emotional development of children;

Child growth and development principles and theories;

Accounting and budgeting basics, including budget preparation and expenditure controls;
Appropriate safety and health procedures and precautions;

Principles and practices of good supervision and staff training;

Oral and written communication skills;

Correct English usage, grammar, spelling, punctuation and vocabulary;
Interpersonal skills using tact, patience and courtesy;

Modern record keeping practices and procedures;

Qperation of personal computers and applicable software.

Ability to:

Plan, organize and superv1se the overall operation of the Child Care Program consistent

'with optimum growth and development of school age children;

Interpret provisions of law, rules, regulations and district policy to staff, other apencies,
and the public;

Build and maintain strong home-school-parent-teacher child care center relationships;
Assign and counsel personnel to provide a positive environment for children;

Plan and supervise thc implementation of a variety of age appropriate children’s
activities;

Develop and administer the District’s Child Care Program budget;

Provide support to various school sites;

Establish and maintain cooperative and effective working relationships with diverse
groups, including site facilitators, administrators and teachers, District personnel, parents,
community interest groups and students;

Communicate effectively both orally and in writing w1th staff, parents, children, public
and district personnel demonstrating poise, patience, sensitivity and understanding;

Work independently with little direction;

Plan and organize work;

Prepare, present clear and concise reports;

Meet schedules and time lines; '

Establish and maintain effective interpersonal relationships using tact, patience and
courtesy.

EMPLOYMENT STANDARDS:

Anv combination of education. training and expericnce which demonstrates the ability to

perform the duties of (he position. A typical gualifying entrance background would inciude:

Education:

An Associate degree in Child Development, Child Psychology, Physical Education,
Recreation or a related field; GE
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® A certificate or credential issued by the Comnission on Teacher Credentialing;

. A Bachelor’s degree in education or related field from an accredited college or university
is desirable.

Child Care Program Supervisor Page 4

Experience:

. Three (3) years of increasingly responsible experience in a child care program, including
one year supervisory experience or completion of a supervisory training program.

LICENSES REQUIRED:

Prior to employment must have the standard fingerprint clearance by Califorpia Department of
Justice (DON). In addition, fingerprint clearance by the Federal Bureau of Investigation (FBI) s
required in accord with Education Code sections 45125, 45125.01 and 49024(a).

Possession of a valid First Aid and CPR Certificate;
Possession of a valid and appropriate California Driver License;

All the above licenses and certificates must be maintained 35 a condition of continued

employment.

PHYSICAL DEMANDS, WORKING ENVIRONMENT, AND HAZARDS:

The job requires standing, walking, sitting, and physical agility sufficient to move about, lead
and/or participate in activities; frequently lifts objects weighing up to 30 pounds, occasionally up
to 50 pounds, frequently uses arms, hands and fingers on both hands, and reaches overhead;
occasionally kneels and bends, and must be able to maintain balance; needs speech and vocal
capacity sufficient to be heard by children in a noisy environment; must hear normal voice
conversation and be able to tell when a child is having difficulty or being disruptive, is exposed
to noise generated by children involved in activities; needs visual acuity sufficient to see small
details and observe children’s activities and behavior, both indoor and outdoor, have normal
depth perception, and be able to distinguish colors and color shades; drives a vehicle, uses a
computer, telephone. The working environment is both inside and outside, exposed to sunlight,
wind and weather elements found in a Southern California beach community. Has direct contact
with public, students, and district staff, in negative interpersonal situations with crying children
or upset parents. Is frequently exposed to various diseases carried by children. Works without
direct gnidance from supervisor, with high volume and tight deadlines. Employment contingent
upon passing physical and back evaluation test. Reasonable accommodations may be made to
enable individnals with disabilities to perform the essential functions of the position.

Established 9/11/03
Last Revised 6/14/07
Revisions effective 10/14/10
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Job Description Review and Revisions Effective: 11/13/14
Job Description Review and Proposed Revisions Effective: 11/12/15
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OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo

TO: Personnel Commissioners

FROM: Michelle Vellanoweth
Director, Classified Personnel

DATE: November 12, 2015
SUBJECT: Agenda Item No. 6A2: Job Description Revision — Director, Fiscal Services

Backﬁround Information

The Personnel Commission Rules provide for a periodic review of the content of classification specifications to
ensure they adequately and accurately represent duties being performed by incumbents, and that the requisite
skills, knowledge and abilities required are appropriate. The Director, Fiscal Services classification was fully
reviewed and updated in October 2007.

Recently the incumbent of the class was provided a copy of their job description for review. They also provided
detailed information about their current position by working with the Personnel Analyst to answer more detailed
questions about the tasks they perform in their job. Draft revisions were prepared and pr0v1ded to the
supervisor, Deputy Superintendent Administrative Services, Michael Conroy, who was asked to review the
proposed changes as well as provide feedback on identifying essential duties.

Based upon information provided by the incumbent and supervisor, modifications are proposed to the Director,
Fiscal Services job description. In addition, standard formatting changes and updates are proposed by the
Director, Classified Personnel in order to maintain consistency with the current job description format. The
incumbent and supervisor have reviewed and recommend the final draft which is attached.

It is therefore requested that the Personnel Commission review, discuss and adopt the proposed revisions to the
Director, Fiscal Services job description.

Attachment: Proposed revised job description for Director, Fiscal Services dated November 12, 2015.

----------------------------------------------------------------------------------------------------------------------------------------

Recommendation
The Director recommends that the Personnel Commission review, discuss and adopt the proposed revisions to

the Director, Fiscal Services job description.
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OCEAN VIEW SCHCOOL DISTRICT
Personnel Commission

B AR VTRV QUOETY ISR T
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DIRECTOR, FISCAL SERVICES

Under administrative direction of the Assistant-Deputy Superintendent, Administrative Services
plans, organizes, controls and directs the fiscal services functions of the District, including
accounting, budgeting, payroll and financial record keeping. This position prepares short and long-
term f1nanc1al plans formulates and recommends policies relatlng to the financial operatlons of the

CLASS CHARACTERISTICS:

This is a single incumbent classified management position which serves as the District’=s finance
and accounting director. The incumbent is the administrative head of the Fiscal Department, -which
includes overall responsibility for the functional areas of accounts payable, receivable, attendance,
stndent body, categorical, and payroll. The incumbent provides expertise on a wide variety of school
business matters including: financial and budgetary forecasting and analysis, cost containment, and
contracts management. The incumbent is expected to work independently in concert with the
objectives, scheduling and general procedures established by the Deputy Superintendent
Adrinistrative Services.

REPRESE\“} A’EIVE DU'HES (Z denotes an essential function of the job.)

T b=riin® ' a E

Plans, organizes, controls and directs the work of the Fiscal Services Division, including
supervision of personnel responsible for central and specialized accounting, payroll, budget
control, revolving cash and other fund income, disbursements and records, financial
reporting; £

Works with the Assistaat-Deputy Superintendent, Administrative Services to coordinate
preparation of the District’s annual budget for approval and adoption by the Board of
Trustees; compiles, analyzes and consolidates budget information; assures proper budgetary
controls and transfer of funds to accomplish approved financial objectives; E

aAdministers and directs the program of accounting for District funds;= conduct cash flow
analysis; %

Coordinates year end closing procedures, reconciles, troublesboots and assists staff, monitors
accounts payable and receivable, calculates deferred income and restricted carryover for
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grants and entitlements; E

Develops, recommends and implements accounting procedures and policies to improve
efficiency and service and meet legal and financial reporting requirements; £

Admiinisters the District's financial program within State and County legal requirements and
budget limitations; assures timely and accurate financial reporting; assures proper internal
controls, audit trails and records maintenance; E

l.: % )

Director, Fiscal Services - Continued : Page 2

Reviews new and proposed legislation, anticipates, evaluates and interprets significant
national, state, and local trends and developments affecting the business and financial affairs
of the District and makes appropriate recommendations to the Assistent—Deputy
Superintendent, Administrative Services_for the development of new Board policies; E

Calculates financial impact of collective bargaining proposals; E

Researches and teviews legal issues of the District related to the District’=s fiscal and
business activities with legal counsel; F

Supervises, directs and coordinates the work of personnel assigned to the Finanetat-Fiscal
Services Department; evaluates immediate subordinates; oversees the selection, training,
transfer and discipline of employees according to established procedures; E

Works cooperatively and effectively with officials and employees of the District, other public
agencies and officials, local community groups and the public, providing technical advice
and assistance regarding fiscal services; E

Directs the preparation and maintenance of a wide variety of narrative, financial, statistical
and other reports related to assigned activities and personnel; E

Attends Board, public, staff and other meetings as assigned; may represent the District at
City, County, State, and other public and private sector meetings and/or forums, as necessary;
presents reports regarding the financial and business administration of the District; E

Perform other

I
L Th

tasks and assume responsibility as mav be assigned by proper authority,

£reyon oo

gzt

! o S

SUPERVISION:

Receives administrative direction from the Assistant-Deputy Superintendent, Administrative
Services.
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Direct and indirect supervision is exercised over Fiscal Services personnel.

MINIMUM QUALIFICATIONS:

Knowledge of:

s Principles and practices of governmental accounting technology systems and
fiscal/financial transactions as practiced in a California school district;

2 Principles and practices of school district 1 income forecasting, budgeting and budget
administration;

° Laws, rules, regulations, policies and procedures governing fiscal management in a
California school district;

® Preparation methods used to develop financial statements and comprehensive accounting
reports;

«———Internal control and audit principles and practices,

e Methods and practices of data and financial analysis and research;

d Principles and practices of human resource supervision, management and training;
2 Interpersonal skills using tact, patience and courtesy;

® Good oral and wntten commumcatlon SklllS

. M@dern office methods, Drocedazes terms, aﬁé equipment mcluchnﬁ a working
knowledse of the use of personal computers, word processing, spreadsheet, database,
email and internet computer applications;

® Public presentation methods and use of related software and/or equipment;

e English usage, spelling, grammar and composition.

Director, Fiscal Services - Continued Page 3

Ability to: -
e Plan, direct, manage, coordinate and infegrate the district's ﬁﬂance and accounting

activities and operations, including pavroll, finance and budest, 1o meet district
obiectn es, ;:;}rofe%c;zonaE standards and legal req&;rements

] AL L T LT eI iR Iy G gy fva wyye i f o nadte

budget,

Develop and implement accounting, record-keeping and budgetary procedures and
systems; )

o Direct and ensure the maintenance of a variety of reports and files related to assigned
activities;

Analyze financial data and prepare reporis. forecasts and recommendations;

Perform mathematical computations accurately to update budects. maintain records.

]

a

]

complete requisitions and related forms;
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Onperate various office eguipment, including data and word processing equipment and
software prosrams;

¢ . Select, assign, supervise, train and evaluate assigned staff; develop, enforce policies and

4 procedures necessary to ensure the accuracy and integrity of financial records, accounts
and reports;

d Read, interpret, apply complex laws, rules, regulations, policies and procedures;

d Analyze situations, make sound judgments and recommendations, take appropriate
actions;

& Prepare, present, and articulate clear and concise reports and information both orally and
in writing to a wide variety of audiences;

. Apply training, knowledge and experience so as to maximize efficiency of Department
functions;

o Plan, organize and prioritize work of self and others to meet schedules and time lines;

) Er iz bes by =) =¥a T 7t - o P EWa IFTY: & =W oA el o o ataTal et hm ISR S WX LYt
¥ Sy enyLe & H viviv ! v 3w n veorrieT s OIS T it e e

@ Establish and maintain effective interpersonal relationships using tact, patieace, courtesy
and respect.

EVPLOYMENT STANDARDS:

Axnvy combination of education, training and experience which demonstrates the ability to perform the
duties of the position. A typical qualifying entrance backsround would include:

Education:

e (raduation from an accredited collese or university with a B.A. or .S, degree with a major
in business/public administration or education with 3 specialization in school business

administration, or equivalent.
o An advanced desree in a related field is desirable.

Experience:

e  Several vears of directly related professional level accounting or related experience
comparable to that required to direct fiscal service operations in a California school district,
including supervision or coordination of the work of others

LICENSES REQUIEHED:

Possession of a valid and appropriate California Driver License.

All the above licenses must be maintained as a condition of continued emploviment,
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PHYSICAL DEMANDS AND WORKING ENVIRONMENT:

Performs primarily sedentary administrative work in a typical office environment. Visual acuity
sufficient to read and proof business reports, fiscal ledgers, computer printouts, building or
construction plans and materials being submitted to elected officials and/or outside agencies.
Physical dexterity sufficient to operate personal computers, other standard office equipment, and a
motor vehicle. Communicates clearly and is able to understand and be understood in normal face-to-
face or telephone communication. Has frequent direct contact with the public, employees, elected
and government officials, occasionally in difficult interpersonal situations. Frequently works with
high volumes and tight deadlines without guidance from supervisor. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions of the position.

Last revised 5/96
Revisions effective 10/11/07
Job Descrintion Review and Proposed Revisions Effective; 11/12/15
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OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo

TO: - Personnel Commissioners

FROM: Michelle Vellénoweth
‘ Director, Classified Personnel

DATE: November 12, 2015
SUBJECT: Agenda Item No. 6A3: Job Description Revision — Director, Food Services

Background Information

The Personnel Commission Rules provide for a periodic review of the content of classification specifications to
ensure they adequately and accurately represent duties being performed by incumbents, and that the requisite
skills, knowledge and abilities required are appropriate. The Director, Food Services classification was fully
reviewed in August 2003, reviewed with no revisions in June 2007 and updated for recruitment purposes in
February 2014.

Recently the incumbent of the class was provided a copy of their job description for review. They also provided
detailed information about their current position by working with the Personnel Analyst to answer more detailed
questions about the tasks they perform in their job. Draft revisions were prepared and provided to the
supervisor, Deputy Superintendent Administrative Services, Michael Conroy, who was asked to review the
proposed changes as well as provide feedback on identifying essential duties.

Based upon information provided by the incumbent and supervisor, modifications are propesed to the Director,
Food Services job description. In addition, standard formatting changes and updates are proposed by the
Director, Classified Personnel in order to maintain consistency with the current job description format. The
incumbent and supervisor have reviewed and recommend the final draft which is attached.

It is therefore requested that the Personnel Commission review, discuss and adopt the proposed revisions to the
Director, Food Services job description.

Attachment: Proposed revised job description for Director, Food Services dated November 12, 2015.

........................................................................................................................................

Recommendation
The Director recommends that the Personnel Commission review, discuss and adopt the proposed revisions to
the Director, Food Services job description.
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N OCEAN VIEW SCHOOL DISTRICT

=~ Personnel Comrmission

DIRECTOR, FOOD SERVICES

DEFINITION:

Under administrative direction of the Sﬂp&ﬂﬂ%@ﬂé@ﬁ%@f—»@@-ﬁgﬁe&)epuw Superintendent,
Administrative Services, —assists in the planning, organizing, directing and controlling of the
District's food services program, including purchasing, cost control, accounting and personnel
selection, evaluation and training functions; develops nutritional menus in accordance with National
School Meal Program requirements; coordinates Food Service operations with school and other
District administrators.

CLASS CHARACTERISTICS:

| This is a single incumbent classified management position having responsibility for direction of the
Food Services Department staff and the District’s overall food service operations. Ensures
requirements of the National School Lunch and Breakfast Programs are maintained and the meals
served comply with nutritional standards. This position requires professional food service research
and analysis, coordination/proper utilization of Food Services employees and thorough knowledge of
the National School Lunch Program and related laws. The incumbent is expected to work
independently in concert with the objectives, schedulmg and general procedures established by the

| Deputy Superintendent, Administrative ServicesSuperi

REPRESENTATIVE DUTIES (E denotes an essential function of the job.):

Plan, organize, control, and direct the District's food services program to provide school
breakfasts, lunches and other nutrition services for the District, central kitchen, and special
functions in compliance with all relevant Federal and State laws and regulations; E

Establish procedures and standards for the operation of an efficient, high quality nutrition
service program according to local and State health codes; £

Confer with administration, school staff, parents, students and others in planning school food
menus, plan menus, ensure food and supplies are adequate to meet requirements, and arrange
_catering for District sponsored special functions/events; E

Travel to various sites to conduct site observations, monitoring operations and services
provided, evaluating the organization and sanitation of the facility to ensure compliance with
State, Federal and local regulations and to determine equipment and supply needs, E

Select, assign, schedule, supervise and evaluate the performance of Food Service personnel;
E

Prepare and conduct Food Service staff training programs, emphasizing safety, sanitation,
storage, and proper handling of food products; E

Plan, develop, prepare, monitor and maintain the Food Service Department budget, analyze
and review budgetary and financial data, analyze trends in school meal sales and costs,
recommend food and meal pricing; E
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Director, Food Services - Continued Page 2

Develop specifications for purchase of equipment, supplies and food products, communicate with
- vendors and evaluate prices, prepare requisitions to order food, supplies and equipment, and arrange for

storage and delivery of food to school sites; E

Maintain inventories of food service equipment at each school, recommend purchase of new and

replacement equipment, and repair of existing equipment; £

Maintain and supervise the preparation and maintenance of various records and reports,
including cafeteria fund income and expenditures, receipt, deposit and accounting of
monies, free and reduced price meals and oversee/troubleshoot the point of sale computer

system; E
Operate a computer in the preparation of correspondence, records and reports; E

Review and test food products, establish product utilization procedures and ensure quality of
the food products served, E :

Keep current on modern practices in food services responsibility areas;
Establish and maintain effective working relationships with others;
Enforce various District poliéies, procedures and work rules;

Develop and/or direct the preparation and approval of various reports, maintain records, and
present information related to areas of responsibility; ‘

Perform other tasks and assume responsibility as may be assigned by proper authority.

SUPERVISION:

Administrative direction is received from the Deputy Superiniendent, Administrative

ServicesSuperintendent-or desiznese.

Supervises and evaluates all employees assigned to the Food Services Department.

MINIMUM QUALIFICATIONS:

Knowledge of: e

Practices, procedures and legal requirements related to food service management in a
California school district;

Methods of storing, vending and serving food;

Food values and nutrition, including proper nutritional combinations;

National School Breakfast and Lunch Programs and required components;

Financial record keeping and cost accounting as applied in a food service environment;
Operation of a personal computer and a wide variety of job related software;

English usage, spelling, grammar and composition, business math;

Principles and practices of business management, effective personnel management,
supervision and training; '

Appropriate safety precautions, rules, regulations and procedures.
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Director, Food Services - Continued Page 3

Ability to:
o Plan, schedule, organize, direct, control supervise a school food services program;
e Select, assign, supervise, train and evaluate assigned staff;
o Develop specifications for purchase of institutional quantities of food, supplies and
equipment;
Accurately estimate and cost materials and supplies;
Maintain accurate and complete cost control and other financial records;
Prepare, present reports and other communications orally and in writing;
Operate a personal computer and related office equipment;
Apply training, knowledge and experience to maximize efficiency and effectiveness of
Department functions;
React appropriately and take charge in emergency situations;
Employ progressive discipline methods;
o Establish and maintain effective interpersonal relationships using tact, patience and
courtesy; '
s Communicate effectively with students, staff, parents, and the public using patience and
courtesy in a manner that reflects positively on the District..

¢ @ ¢ 0

EMPLOYMENT STANDARDS:

Anvy combination of educaticn, training and exoerience which demonstrates the ability to perform the
duties of the position. A tvpical qualifying entrance background would include:

Education:

e A fouryear college degree in Food Services Management, Dietetic, Business Management or
related field.

Experience:

e Two (2) vears of progressively responsible experience in institutional or large commercial
food services management, preferably in a California School District, one (1) year of which
must have been in a lead or supervisory capacity or completion of a supervisory training
program.

LICENSES REQUIRED:
Possession of a valid and appropriate California Driver License.

Possession of a valid Serve Safe Certificate.

All the above licenses and certificates must be maintained as a condition of continued employment,

PHYSICAL DEMANDS AND WORKING ENVIRONMENT:

Performs a combination of sedentary administrative work in a typical office environment and active
work at school sites serving school breakfasts and lunches. Lifts, carries, pushes, pulls up to 50
pounds; occasionally stands for extended periods of time, walks, stoops, bends; occasionally reaches

over head; repetitively uses fingers on both hagds si;;réultaneously. Communicates clearly and is able
age :



to understand and be understood in normal face-to-face or telephone communication. Visual acuity
sufficient to distinguish shades and see small details while serving food and to read and proof school
lunch menus, government statutes and regulations, computer printouts, and catalogs. Frequently
drives a vehicle, operates a personal computer and uses the telephone. Works inside and outside; is
exposed to high and low temperature equipment and frequent temperature changes; works with sharp
objects and occasionally with machinery with moving parts; frequently has hands in water, and wears

Director, Food Services - Continued ‘ 7 , Page 4

oven mitts and latex gloves. Has frequent direct contact with vendors, the public, employees, and
government officials, occasionally in difficult interpersonal situations. Frequently works with high
volumes and tight deadlines without guidance from supervisor. Employment is contingent upon
passing physical and back evaluation test. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions of the position.

Last revision 8/14/03
Reviewed with no revisions 6/14/07
Proposed revisions effective 2/13/14
| Job Description Review and Proposed Revisions Effective: 11/12/15
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OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo

TO: Personnel Commissioners

FROM: Michelle Vellanoweth
Director, Classified Personnel

DATE: November 12, 2015
SUBJECT: _ Agenda Item No. 6A4: Job Description Revision — Director, Information Services

Background Information

The Personnel Commission Rules provide for a periodic review of the content of classification specifications to
ensure they adequately and accurately represent duties being performed by incumbents, and that the requisite
skills, knowledge and abilities required are appropriate. The Director, Information Services classification was
fully reviewed and updated in March 2008,

questions about the tasks they perform in their job. Draft revisions were prepared and provided to the
supervisor, Deputy Superintendent Administrative Services, Michael Conroy, who was asked to review the
proposed changes as well as provide feedback on identifying essential duties.

Based upon information provided by the incumbent and supervisor, modifications are proposed to the Director,
Information Services job description. These changes include the removal of all references to the position being
designated as a Senior Management position in the classified service as this designation was removed by action
of the Board of Trustees on September 1, 2015. In addition, standard formatting changes and updates are
proposed by the Director, Classified Personnel in order to maintain consistency with the current job description
format. The incumbent and supervisor have reviewed and recommend the final draft which is attached.

It 1s therefore requested that the Personnel Commission review, discuss and adopt the proposed revisions to the
Director, Information Services Job description.

Attachment: Proposed revised Job description for Directer, Information Services dated November 12,
2015.

Bbbnesssvuana e e

Recommendation
The Director recommends that the Personnel Commission review, discuss and adopt the proposed revisions to

sthe Director, Information Services job description.
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OCEAN VIEW SCHOOL DISTRICT
Personnel Comumission

408 SUMMARY:

Under administrative direction of the Deputy Superintendent, Cusrieuln 1
InstruetionAdministrative Services, plans organizes, assigns, supervises, and reviews the activities
of the District’=s Information Services Department, in support of the District’=s computer and local
and wide area network systems and other district- w1de telecommunication systems. The Birector

S CoaE sapesvisesis responsible for the management of:
network systems management support to student reeords/mformatmn general management of
classroom systems and computer support for genera} adm1n1stratton at school srtes and District

The Dﬂﬂeetesmeumbent 18 also reSponSIble for the umnterrupted external feeds from the Orange
County Department of Edueatlon- ] Software appheataons for Payroll Aeeountmg Purchasmg, Food

CLASS CHARACTERISTICS:

This is a single incumbent classified management elass-position is-having respensibleresponsibility
for directing all furctions related to the operation of the District’ss Information Services
| Department. The position researches, directs and coordinates the acquisition, installation, operation
and maintenance of new technology, the information systems network, including directing and
coordinating the work of the department="s technical staff and that of outside consultants to deliver
existing and emerging information technology to students and staff throughout the District._The
incumbent is expected 1o work independently in concert with the objectives. scheduling and general

procedures established by the Deputy Superintendent, Administrative Services.

REPRESENTATIVE DUTIES (E denotes an essential function of the job.)

Plan, organize, direct and establish priorities for a variety of programs, projects and activities
related to Information Services including the various computer networks, telecommunication
and other systems to nrevth efficient access to information in support of District schools and

SAlaaten O Y Suhaaad uhe cellicient Coan WHIARIOR A AR A 1A S Al ]l

departments in their instructional and administrative activities; £

Communicate with stheradministrators, District staff and contractors to determine and
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define needs for new or revised computer systems or specific applications of existing
systems, and to coordinate activities and programs, resolve issues and concerns and exchange
information; E

Review requests for services. resolve problems and determinge appropriateness of new
applications for automation and determine priority for work to be completed; £

Provide technical expertise, information and assistance to Deputy Superintendent,
Currievlum-and-InstrgetionAdministrative Services regarding assigned functions; E

Negotiate agreements, order/arrange for services and supervise selected outside vendors for
hardware, software, communications, telecommunications and network technical

assistance/repair as necessary or réquired; E

' Prepare and implement geals and objeciives for technological advances that will serve the
broad-based needs of district operations. emplovees, students. school sites and the public: I

Ensure that backup/frecovery plans and security standards exist and are followed for all
svsiems: F

Plan, prepare, and effectively manage the annual budget for the Information Services
department, analyze and review budgetary and financial data, control and authorize
expenditures in accordance with District guidelines and policies; E '

Director, Information Services - Continued Page 2

Supervise and evaluate the performance of assigned staff; interview and select employees
and recommend transfers, reassignment, termination and disciplinary actions; E

Oversee the out-sourcing of and/or facilitate training/service provided to department staff -in
the use and operation of equipment and software at the District Office and other designated
sites; '

Oversee maintenance and functional operational integrity of the District’=s computer
network, its operating system software, equipment, and peripherals to system’=s
specifications; '

Manage, program and troubleshoot the District’=s telephone system network;
Effectively maintain liaisons with internal client groups through scheduled meetings:-

AL EUAALL J ALLCEE IR

Perform other tasks and assume responsibility as mav be assigned by proper avthority.
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SUPERVISION :

Administrative direction is received from the Deputy Superintendent, Caricslarm—and
InstructionAdministrative Services.

Supervises and evaliates all employees assigned to the Information Services Department.
Oversees and coordinates the work of vendors and consultants providing hardware, software
and technical support services.

MINIMUM QUALTFICATIONS:

Knowledge of:

& Principles and practices of information technologiss as applied to automation of office
procedures;

e Thorough knowledge of computer systems, peripherals, operating sysbems and network
systems to provide business and educational support services;

a Windows office suite application software utilized in school and business administration

(word processing, spreadsheets, personnel management, attendance accounting, etc.);
Methods for effectively assessing, analyzing user needs, recommending
hardware/software ——solutions;

-]

e Procedures and methods of hardware/software installation, repair and upgrading;

e Applicable laws, codes, regulations, policies and procedures;

i Effective methods of human resources and time management, budget development and
monitoring;

Methods of effectively supervising and training staff m department functions;
Interpersonal skills using tact, patience and couitesy;

Coerzect-English usage, grammar, spelling, punctuation and Vocabulary,

Modern record keeping practices and procedures;-

Modern office methods, procedures, terms, and equipment, including a working
knowledge of the use of personal computers, word processing, spreadsheet, daiabase

email and injernet computer applications.

@

]

&

*

Director, Information Services - Continued Page 3

Ability to:

. Plan, organize and administer all aspects of the Information Services Department;

d Supervise and coordinate in-house and vendor services necessary to ensure the
operational integrity and consistent availability of the District’=s computer network and
assets;

@

Accurately assess current and future computer resource needs, develop sound plans for
timely acquisition, implementation of hardware, software to effectively enable the District
to meet its computer relevant business and educational goals;

Develop and implement computer/data management policies and procedures on a district-

wide basis;
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L]

Analyze situations accurately and adopt an effective course of action;

e Provide technical assistance and communicate Information Services procedures and
requirements to District computer system users;

Operate various office equipment, including data and word processing equipment and
software programs:

-]

L]

-Interpret, apply and expfain rules, regulations, policies and procedures:
Work closely and effectively with all levels of District employees;

Communicate effectively both orally and in writing;

Interface effectively with vendors, suppliers and system users;

@ Plan, organize, direct, control, and evaluate the work of subordinate staff:;

® Establish and maintain effective interpersonal relationships using tact, patience, courtesy
and respect.

ARDS:

FAN-AN

MENT STA

EMPLOY

Anv combination of education, i:raining and expericnce which demonstrates the ability to perform the
duties of the position. A typical qualifving entrance background would include:

LEducation:
e  Oraduation from an accredited college or university with a B.A. or B.S. degree with a majer
in computer science: OR
e Any combination of education and experience equivalent to graduation from an accredited
college or university with a degree in computer science/networking

Experience:
¢  Four{4

LICENSES REQUIRED:

Possession of a valid and appropriate California Driver License.

BT b S TR

Pacoa Y 4 aenin Ty

All the above licenses must be maintained as a condition of continued emplovment,
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PHYSICAL DEMANDS AND WORKING ENVIRONMENT:

Frequently sits and stands; safely lifts, carries, and pushes objects weighing up to 50 pounds,
occasionally lifts over 50 pounds; occasionally walks, stoops, bends and reaches over head;
repetitively uses fingers on both hands simultaneously; visual acuity sufficient to see small details in
an office environment and normal distance and color vision; hearing and verbal communication
sufficient to understand and be understood in routine business conversation. Drives a vehicle and
uses a variety of computer and telecommunication equipment. Has direct contact with students and
other district staff. Frequently works with high volumes and tight deadlines without direct guidance
from supervisor. Employment is contingent upon passing a physical examination and back
evaluation test. Reasonable accommodations may be made to enabie individuals with disabilities to

perform the essential functions of the position.

Revised 5/96, 12/9/04

Revisions effectrve 3/13/08
Job Description Review and Proposed Revisions Effective: 11712715
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OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo

TO: Personnel Commissioners

FROM: Michelle Vellanoweth
Director, Classified Personnel

DATE: November 12, 2015

SUBJECT: Agenda Item No. 6A5: Job Description Revision — Director, Maintenance, Operations and
Facilities

Background Information

The Personnel Commission Rules provide for a periodic review of the content of classification specifications to
ensure they adequately and accurately represent duties being performed by incumbents, and that the requisite
skills, knowledge and abilities required are appropriate. The Director, Maintenance, Operations and Facilities
classification was reactivated and revised in September 2014,

Recently the incumbent of the class was provided a copy of their job description for review. They also provided
detailed information about their current position by working with the Personnel Analyst to answer more detailed
questions about the tasks they perform in their job. Draft revisions were prepared and provided to the
supervisor, Deputy Superintendent Administrative Services, Michael Conroy, who was asked to review the
proposed changes as well as provide feedback on identifying essential duties.

Based upon information provided by the incumbent and supervisor, modifications are proposed to the Director,
Maintenance, Operations and Facilities job description. In addition, standard formatting changes and updates
are proposed by the Director, Classified Personnel in order to maintain consistency with the current job
description format. The incumbent and supervisor have reviewed and recommend the final draft which is
attached.

It is therefore requested that the Personnel Commission review, discuss and adopt the proposed revisions to the
Director, Maintenance, Operations and Facilities job description.

Attachment: Proposed revised job description for Director, Maintenance, Operations and Facilities
dated November 12, 2015.

........................................................................................................................................

Recommendation :
The Director recommends that the Personnel Commission review, discuss and adopt the proposed revisions to

the Director, Maintenance, Operations and Facilities job description.
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i OCEAN VIEW SCHOOL DISTRICT
Personnel Commission

- DIRECTOR OF MAINTENANCE, OPERATIONS AND FACILITIES

JOB SUMMARY:

| Under the—administrative direction of the Assistant—Deputy Superintendent, Administrative
Services, the Director of Maintenance, Operations and Facilities plans, organizes, controls and
directs District maintenance, grounds keeping and custodial operations, warchouse, construction,
reconstruction, alteration projects, relocation of facilities and other capital outlay projects;
supervises and evaluates the performance of assigned personnel; facilitates communications and
coordination among Maintenance Departments, District divisions, outside entities and the
community on matters related to maintenance and district-wide facilities development and
improvement. '

CLASS CHARACTERISTICS:

| This is a single incumbent classified management position having responsibility for direction of
the maintenance and operations services, facilities planning and development of the district.
This position provides overall leadership and vision including the development and achievement
of short and long-term goals for facilities, maintenance and operations._The incumbent is
expected to work independently in conceri with the objectives, scheduling and general
procedures established by the Deputy Superintendent, Administrative Services.

REPRESENTATIVE DUTIES: (E denotes an essential function of the job):

Plan, organize, direct and control the maintenance, operations and construction of the
District’s buildings, grounds, warehouse, facilities, planned capital improvements and
deferred maintenance projects; E

Provide techmical expertise, information and assistance to the Superintendent and
Assistant-Deputy Superintendent regarding grounds keeping, maintenance, custodial and
construction projects and activities; E '

- Direct ongoing skilled and semi-skilled trades work related to plumbing, electrical,
heating, ventilation, and air conditioning, masonry, painting, welding and general
construction projects; assign work to crews; arranges for substitute or relief coverage for
general maintenance and skilled trades personnel given absences; E-

Inspect trades and maintenance work in progress and upon completion; assure that
District staff and contractors conform to health and safety standards, and the proper use
of materials and equipment and that employees are properly trained and certified; E

Utilize database software to track maintenance projects, including material and labor, and

to project time and cost requirements, and update maintenance standards used for bidding
and specification purposes; £
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Director of Maintenance, Operations and Facilities - Continued ' Page 2

Compare actual performance with time and cost standards and investigate sources of
variation for management reporting and trending and future planning purposes as well as
potential means for improving work productivity, quality and safety; E '

Establish standards for proper cleanliness, safety and building maintenance; E

Confer with direct supervisory and lead personnel regarding methods and procedures of
work, supply and equipment requirements and operational problems and conflicts; assist
with and solve existing problems and determine future requirements of personnel and
materials; confer with school officials regarding departmental issues; E

Prepare and administer the departmental budget, monitor and control expenditures in
accordance with established fiscal policies; administer other funding allocation for

special projects; E

Communicate and serve as a liaison between District and site administrators and
personnel, regulatory agencies, architects, engineers, inspectors, contractors, vendors, and
others concerning facilities maintenance and operation services for the purpose of
coordinating activities and ensuring activities achieve District objectives; E

Meet with District school site officials to determine project requirements and
specifications and determine the best delivery method for accomplishing related work; E

Supervise and cvaluate the performance of assigned persomnel; schedule, assign and
inspect work; analyze staffing requirements and make recommendations; schedule and

arrange trainings as needed; £

Analyze, modify and modernize work methods and procedures to increase efficiency and
cost-effectiveness; E

Procure major supples, tools and equipment for the department and evaluate new
products and service providers; E

Develop and implement short and long-term plans, programs and activitics designed to
enhance construction, grounds keeping, maintenance and custodial services; E

Research, compile, analyze and interpret technical data related to large-scale maintenance
and operation projects, estirnate cost for labor and materials; prepare bid specifications; E

Assure compliance with a variety of health and safety regulations related to equipment
operation, toxic waste and asbestos management; monitor an on-going safety program; E

Analyze project plans and make recommendations concerning work to be performed by
niteida £ ;Te eaICh, gelect and approve the pnrr‘hnc;ng of eqn';nmpﬂf and Snpﬂ]jPQ
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- within established limitations; E

Director of Maintenance, Operatiens and Facilities - Continued Page 3
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Conduct staff meetings and work with District staff and school officials and contractors
to review maintenance projects and results, and to evaluate and resolve problems or
complaints; E

Attend, chair, conduct and provide input to a variety of technical meetings and
conferences related to assigned functions including pre-bid and pre-construction
meetings; £

Assure the preparation and maintenance of required records, reports, files and lists as
appropriate; assure compliance with local, State, and federal laws, rules and regulations
as required; E

Train, supervise and evaluate the performance of assigned personnel; interview and select
employees and recommend transfers, reassignments, terminations and disciplinary
actions; E

Perform other tasks and assume responsibility as may be assigned by proper authority.

SUPERVISION:

Administrative direction is received from the Assistast~Deputy Superintendent of
Administrative Services or designee.

Supervises and evaluates all employees assigned to the mamtenanee custodial and
grounds service areas.

MINIMUM QUALIFICATIONS:

Knowledge of:

Planning and organization of maintenance and operations, budget preparation and
control;

Methods, materials, equipment and terminology used in construction, maintenance,
custodial and grounds activities;

Requirements for maintaining school buildings, grounds and equ:lpment in a safe, clean
and orderly condition;”

Laws, regulations and practices governing the construction and repair of school facilities
and grounds;

Vehicle and equipment maintenance principles;

Principles and practices of effective personnel management, supervision and training,
organizational structure and behavior;

Operation of computer and assigned software;

Environmental, health and safety issues and regulations related to employees, building
and property.
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Director of Maintenance, Operations and Facilities — Continued Page 4

Ability to: :

s Plan, organize, direct and control the maintenance, operations and construction of the
District’s buildings, grounds, warehouse, facilities and planned capital improvements;

® Plan, schedule, organize, direct, control, supervise and evaluate the work of grounds,
custodial and maintenance personnel and functions;

] Estimate labor and material costs; establish, schedule, direct and control diversified

' maintenance and operations work;
° Read, interpret and work from drawings and blueprints; direct, prepare and cause to be

-prepared records, reports and other communications; apply training, knowledge and
experience so as to maximize efficiency and effectiveness of Maintenance and
Operations Department functions; ,

Coordinate various construction projects and development activities;

Lay out, schedule, direct and control a diversified maintenance, operations and facilities
development and improvement program;

Develop and enforce work standards;

Apply and explain rules, regulations, policies and procedures;

Communicate accurately, effectively and courteously, both orally and in writing, to a '
diverse audience;

Interpret, apply and explain rules, regulations, policies and procedures;

Operate a computer and assigned office equipment;

Analyze situations accurately and adopt effective course of action;

Prepare comprehensive narrative and statistical reports;

Accept and carry out responsibility for direction, control, and planning;

Establish and maintain effective interpersonal relationships using tact, patience and
courtesy.

* 9 ¢ ¢ &

EMPLOYMENT STANDARDS:

Any combination of education, training and experience which demonstrates the ability to perform the
duties of the position. A typical qualifying entrance background would include:

Education
. High school diploma or equivalent;

. Bachelor’s degree in Business Administration, Business Management, Construction
Management or related field is preferred.

Experience:
s Five years of progressively responsible experience in supervising a large maintenance and

operations or construction program involving the utilization of crafts, custodial and
grounds personnel, preferably in a California school environment.
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Director of Maintenance, Operations and Facilities - Continued Page 5

LICENSES REQUIRED:

Mas-bereguired-to-pPossession of a valid and appropriate California Drivers License,

CAL OSHA 10 Hour safety Certificate desirable.

Al thé _&E}ove licenses rmust be maintained as a condition of continued employvment.
PHYSICAL DEMANDS, WORKING ENVIRONMENT AND HAZARDS:

Perform both sedentary administrative work in a typical office environment and
oversight/inspection work in maintenance and/or construction areas. Mobility sufficient to
perform site inspections and verification of construction work completed. Visual acuity sufficient
to read and proof business reports, fiscal ledgers, computer printouts, building or construction
plans. Physical dexterity and ability to climb ladders, bend, stoop, also to operate motor
vehicles, a personal computer, and other

standard office equipment. Ability to occasionally lift, carry, and/or push objects weighing up to
100

pounds, and stand for long periods is required. Ability to communicate clearly and to understand
and be understood in normal face-to-face or telephone communication.. Has frequent direct
contact with the public, employees, contractors and trade workers, occasionally in difficult
interpersonal situations. Frequently works with high volumes and tight deadlines without
guidance from supervisor. Environmental conditions will be indoor and outdoors, sometimes
inclement weather. Noise levels will be generally moderate, although may at times be loud, but
will remain within acceptable levels for the trade. Employment contingent upon passing a
physical and back evaluation test. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions of the position.

Last Revision: 5/96
Classification reactivation and revisions effective: 9/11/14
Job Descrintion Review and Proposed Revisions Effective: 11/12/15
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OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo

TO: Personnel Commissioners

FROM: Michelle Vellanoweth
Director, Classified Personnel

DATE: November 12, 2015
SUBJECT: Agenda Item No. 6A6: Job Description Revision — Director, Purchasing

Backeround Information

The Personnel Commission Rules provide for a periodic review of the content of classification specifications to
ensure they adequately and accurately represent duties being performed by incumbents, and that the requisite
skills, knowledge and abilities required are appropriate. The Director, Purchasing classification was fully
reviewed and updated in June 2007.

Recently the incumbent of the class was provided a copy of their job description for review. They also provided
detailed information about their current position by working with the Personnel Analyst to answer more detailed
questions about the tasks they perform in their job. Draft revisions were prepared and provided to the
supervisor, Deputy Superintendent Administrative Services, Michael Conroy, who was asked to review the
proposed changes as well as provide feedback on identifying essential duties.

Based upon information provided by the incumbent and supervisor, modifications are proposed to the Director,
Purchasing job description. In addition, standard formatting changes and updates are proposed by the Director,
Classified Personnel in order to maintain consistency with the current job description format. The incumbent
and supervisor have reviewed and recommend the final draft which is attached.

It is therefore requested that the Personnel Commission review, discuss and adopt the proposed revisions to the
Director, Purchasing job description.

Attachment: Proposed revised job description for Director, Purchasing dated November 12, 2015.

----------------------------------------------------------------------------------------------------------------------------------------

Recommendatisn
The Director recommends that the Personnel Commission review, discuss and adopt the proposed revisions to

the Director, Purchasing job description.
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OCEAN VIEW SCHOOL DISTRICT
Personnei Comnission
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Baponmnal {innmaioos vy
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DIRECTOR, PURCHASING
JOB SUMMARY:

Under administrative direction of the ChiefFina :
Administrative Services, plans, organizes and dlrects an effectlve and comprehenswe purchasmg
program for the Dlstnct mc]udlng the purchasmg of goods seﬁ%e%&ﬁd—supphes + the-fixed assets
eqmpment purchase and services Wheﬂ—ax reqmred Assures thafg &mtm:t nmchg;ses are maée in
accordance with applicable laws, codes. and D{>i1<:1es Supervxses and evaluates the performance of
assigned personnel. alate . CSHATV-OI-Te ]

CLASS CHARACTERISTICS:

This is a single incumbent classified management position having responsibility for direction of the
Purchasing Department staff and the District’=s overall purchasing operations. Ensures legal bid
procedures are adhered to_and—R performs professional procurement research and analysis_ands
writes complex bid specifications. Directs the implementation and maintenance of the fixed asset
documentaticaprogram. The incumbent is expected to work. independently in concert with the
objectives, scheduling and general procedures established by the Deputy Superintendent.
Administrative Services%.

RﬁPRESEI\?ATIVE E)U?IES (E denctes an esseniiol function of the ioh.

Plans, directs, develops and supervises the purchase of supplies, equipment and services
consistent with legal requirements and District policies; £

Develop specifications, bid instructions, and purchasing procedures for major purchases;

develop purchasing standards for district-wide use; &

Conduct bid openinss. Aanalyzes; and evaluates bids received, verifyies qualifications of
vendors, recommends award of contracts and prepares contracts for purchase of goods and
services; &

Reviews and authorizes invoices for completed work on bids; review Purchase Requisitions

for su;‘m?ws and service agreements-exeeptforbids-dene-throughprojectenanagers; B
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Negotiates and coordinates service contracts; £

Consults—aAdvises District administrators regarding purchasing procedures_and potential
vendors; E

Reviews and supervises the work involved in soliciting quotations, placing and expediting
orders, filling requisitions, checking, posting, preparing, filing purchase orders, bids,
quotations and requisitions; E

Establishes procedures for and oversees maintenance of fixed assets inveniory in accord with
statutes; K

Prepares an annual purchasing calendar with purchasing deadlines and information; E

sSelects, trains, supervises, and evaluates departmental personnel; E

Directs and maintains a perpetual warechouse and conduct annual physical inventories and
sets warchouse stock levels; E

Prepares and administers the department budget; £

Director, Purchasing - Continued
Page 2

Investigates; and rectifytes discrepancies in goods and services ordered and thesereceived;

Plans, organizes, and coordinates procedures for the sale and lease of equipment; makes
recommendations regarding standardization of equipment and supplies;

Interfaces with fiscal services for account auditing purposes; develop periodic or special
reports as needed; I©

Maintains vendor lists and material catalogues;
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Establishes; and -maintains cooperative—ané-, professional working relationships with
vendors; E

Attend Board, public, staff and other meetings as neededAttendssmeetings, E

Keeps current on modern purchasing practices and techniques;z &£

Perform other tasks and assume responsibility as may be assigned by proper authogify,

SUPERVISION:

Administrative direction is received from the Deputy Superinfendent, Administrative
ServicesGED.

Supervises and evaluates employees assigned to the Purchasing Department.
MINIMUM QUALIFICATIONS:

Knowledge of:
e Principles, procedures and legal requirements of school district purchasing;
s Princinles and practices of parchasing, cost control, inventory and progerty control

methods:

@s Supplies, materials,-and equipment, services aﬁé—ﬁ&%heweﬁes—and bidding commonly
nsed in school districts;

° Sources of supply/vendors, marketing practices, commodity pricing methods and
dlscounts

Principles of ubhe admlms,tngoa management and oroanization;

o Principles and practices of ernplovee trainine and supervision;
° Budget preparation and control;
° Modem office methods, procedures., terms. and equipment, including a working

knowledge of the use of personal computers, word processing, spreadsheet, database.
email and internet computer applications.

® Plan, oreanize, and administer a varied purchasing program, applying new developments
and technigues;

e Interpret and apply applicable laws, rules, regulations and policies_affecting District
purchasing operations;

s Manage, supervise, motivate, direct and train assigned Purchasing staff;

d Prepare accurate and complete purchasing documents, specification bids, records and
reports;
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¢ Interpret market prices and trends;

s Operate various office equipment, including data and word processing equipment and
software programs; -

Analyze information, make effectwe recommendations;

Communicate effectively both orally and in writing;

Work independently, prioritize, meet schedules and time lines;

Establish and maintain effective interpersonal relationships using tact. patignce, courtes

¢ ] e

and respect.

FMPLOYMENT S?NDARES o

Axnv combination of education, fraining and experience which demonstrates the ahility to perform the
duties of the position. A typical qualifying entrance backeround would include:

Education:

s Hich school diploma or equivalent;

e Graduation from an accredited college or university with a B.A. or B.S. degree in purchasing,

accounting or business adiinistration 1s highly desirable

Experience:
o Five (5) vears of progressivelv responsible experience in purchasine goods and services:
including one (1) year of supervisory responsibility or completion of 2 &;um—rvzsory fraining

program;
e Experience performing procurement functions in a California scheol district is hzszhlv

desirable.

Director, Purchasing - Continued
Page 3
LICENSES REQUIRED:
Possession of a valid and appropriate California Driver License.

All the above Hcenses must be maintained as a condition of continued emplovment,

PHYSICAL DEMANDS-AND-, WORKING ENVIRONMENT AND HAZARDS:
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Performs administrative work in a typical office environment. Safely lift and carry up to 25 pounds;
frequently sits, stands and walks, occasionally stoops, bends and reaches over head; repetitively uses
fingers on both hands simultancously; Physical dexterity sufficient to operate personal computers,
other standard office equipment, and a motor vehicle; Visual acuity sufficient to read and proof bid
specifications, bid documents, computer printouts, and catalogs. Communicates clearly and is able
to understand and be understood in normal face-to-face or telephone communication. Has frequent
direct contact with vendors, the public, employees, and government officials, occasionally in difficult
interpersonal situations. Frequently works with high volumes and tight deadlines without guidance
from supervisor. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions of the position,

Last revision 9/11/03

Reviewed with no revisions effective 6/14/07
Job Description Review and Proposed Revisions Effectiver 11/12/15
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OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo

TO: Personnel Commissioners

FROM: Michelle Vellanoweth
Director, Classified Personnel

DATE: November 12, 2015

SUBJECT: Agenda Item No. : Job Description Revision — Director, Transportation

Background Information

The Personnel Commission Rules provide for a periodic review of the content of classification specifications to
ensure they adequately and accurately represent duties being performed by incumbents, and that the requisite
skills, knowledge and abilities required are appropriate. The Director, Transportation classification was fully
reviewed and updated in June 2004 and was revised for recruitment purposes in February and May 2015.

Recently the incurnbent of the class as well as the former Interim Director were provided a copy of the job
description for review. They also provided detailed information about the position by working with the
Personnel Analyst to answer more detailed questions about the tasks they perform in their job. Draft revisions
were prepared and provided to the supervisor, Deputy Superintendent Administrative Services, Michael Conroy
who was asked to review the proposed changes as well as provide feedback on identifying essential duties.

Based upon information provided by the incumbent, former interim director and supervisor, modifications are
proposed to the Director, Transportation job description. In addition, standard formatting changes and updates.
are proposed by the Director, Classified Personnel in order to maintain consistency with the current job
description format. The incumbent and supervisor have reviewed and recommend the final draft which is

attached.

It is therefore requested that the Personnel Commission review, discuss and adopt the proposed revisions to the
Director, Transportation job description.

Attachment: Proposed revised job description for Director, Transportation dated November 12, 2015,

........................................................................................................................................

Recommendation ‘
The Director recommends that the Personnel Commission review, discuss and adopt the proposed revisions to

the Director, Transportation job description.
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U’& , QCEAN VIEW SCHOOL DISTRICT
Personnel Commission

DIRECTOR OF TRANSPORTATION
JOB SUMMARY:

Under administrative direction of AssistantDeputy Superintendent, Administrative Services, plans,
directs, coordinates and supervises the District's student transportation program including
maintenance and repair of school buses, trucks cars, vans and other vehicles and equipment;
supervises all assigned personnel including bus drivers, mechanics, and other transportation staff,
ensuring their proper fraining and performance.

CLASS CHARACTERISTICS:

This is a single incumbent classified management position having responsibility for direction of the
Transportation Department staff and the District’s overall transportation operations. Ensures
compliance with Federal, State and local laws, rules and regulations related to student transportation.
The incumbent is expected to work independently in concert with the objectives, scheduling and
general procedures established by the Assistant-Deputy Superintendent, Administrative Services.

REPRESENTATIVE DUTIES (E denotes an essential function of the job):

Plan and coordinate optimal District student transportation schedules, routes and stops to
maximize service to students, minimize cost and for effective utilization of transportation
equipment and staff; E '

Plan, organize and direct the work of bus drivers and other transportation support personnel;
E

Interview, hire, train, supervise and evaluate the performance of assigned personnel; E

Recommend permanence of new employees, discipline, remediation and termination of
department subordinate staff as appropriate: E

Supervise the maintenance and repair of District vehicles, buses and related equipment;
oversee shop/garage activities; order parts and related inventory as needed; E

Act as a liaison with the CHP Motor Carrier for annual terminal inspections; review all CHP
annual bus safety inspections; E

Ensure the timely performance of tasks consistent with District standards and expectations; E

In accordance with District policies, enforce compliance with applicable laws, rules,
regulations and pelicies; E
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Director of Transportation— Continned ' Page 2

Prepare and maintain current safety programs for school bus drivers; oversee and approve
driver training program: £

Conduct and/or coordinate in-service and training of transportation employees; E
Prepare; recommend and manage the transportation department budget; E

Provide information to and resolve student transportation problems with parents, principals
and other school administrators; £

Supervise departmental compliance with all licensing and certification requirements; £

Investigate and compile information on any accident involving pupil transportation, prepare
necessary reports and recommend remedial action as appropriate; E

Recommend and implement changes in department rules, regulations and procedures
affecting transportation activities; '

Supervise the requisition of supplies, equipment, and inventory;
—Develop, direct and approve various reports;

Keep current on modern practices in responsibility areas including streets, boundary lines and
housing developments;

Perform other tasks and assume responsibility as may be assigned by proper authority.

SUPERVISION:

General administrative direction is received from the Assistant-Deputy Superintendent,
Administrative Services.

Supervision is exercised over all employees assigned to the Transportation Department

. including shop/garage staff.

MINIMUM QUALIFICATIONS:

Knowledge of:

Practices, procedures and legal requirements related to the transportation of students and the
operation of a school transportation system;

California Motor Vehicle Code, traffic ordinances, and California Highway Patrol and
Federal regulations pertaining to student fransportation,

Safety rules and practices related to bus and truck transportation operation;
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Director of Transpertation— Continued ‘ | Page 3

° Types and availability of resource materials related to instruction and training of drivers;

o Systems for record keeping, inventory control, budget preparation and expenditure controls;

° General practices related to routine bus maintenance required by the California Highway
Patrol;

* Principles of effective personnel management, progressive discipline, supervision and
training of employees;

. Operation of personal computers and applicable software including transportation specific
software;

. Modern office equipment and procedures;

e English usage, grammar, spelling, punctuation and vocabulary;

e Interpersonal skills using tact, patience and courtesy.

Ability to: _

s Oversee the safe and efficient transportation of students;

e Plan, schedule, organize, direct, and supervise a school transportation system;

¢ Train, supervise and evaluate subordinate personnel;

° Use good judgment in recommending appropriate administrative actions;

° Direct, prepare, cause to be prepared and present clear and concise records, reports, and other
communications;

° Read, interpret, apply and explain rules, regulations, district policies and procedures;

° Apply training, knowledge and experience so as to maximize efficiency and effectiveness of
Department functions;

. Operate various office equipment including a PC (personal computer), effectively utilize
applicable software, including transportation related software, and the District’s E-mail
system; .

° Develop and administer the District’s Transportation Program budget;

® Communicate effectively both orally and in writing with staff, parents, children, public and
district personnel demonstrating poise, patience, sensitivity and understanding;

¢ Establish and maintain cooperative and effective working relationships with diverse groups,
including administrators, District personnel, outside agencies, parents, and students;

° Work independently with little direction;

* Meet schedules and time lines;

. Establish and maintain effective interpersonal relationships using tact, patience and courtesy.
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Director of Transportation— Continned _ ' Page 4

EMPLOYMENT STANDARDS:

Any combination of education, training and experience which demonstrates the ability to perform the
duties of the position. A typical qualifving entrance background woulid include:

Education:
. High school diploma or equivalent;
° Technical/vocational training or college course work involving business management,

pupil/public transportation or related disciplines is highly desirable.

Experience:

° Four years of progressively responsible experience in a fleet transportation system, involving
complex scheduling of routes and personnel, two years of which were in a supervisory
capacity and preferably in a California school environment.

LICENSES AND CERTIFICATES REQUIRED:

The following licenses; certificates and endorsements are required within nine (9) months of
eimployment: 4 '
#—_Valid California Class A or B Commercial driver license with Passenger “P” and School Bus
*“S” endorsements;
e— Valid California Special Driver Certificate for school bus with no restrictions preferred
except numbers “1” (automatic transmission only) and “6” (first aid test watved);
e— Valid CPR certification and First Aid certification if {first aid was waived at CHP;
o— Certification of successfully passing a DMV medical examination; ‘
e— Department of Motor Vehicle (DMV) driving record dated within the last 30 days of
apphcatmn or cert1f1cat10n for interview.;

® Current, unrestricted California School Bus Driver Instructor Certification ;§m desirable.

All of the above lcenses. certificates and endorsemenis must be maintained as a condition of
continued employment.

PHYSICAL DEMANDS, WORKING ENVIRONMENT AND HAZARDS:

Frequently sits, stands, walks, clitubs stairs; occasionally stoops, bends, reaches over head, may
move students weighing up to 50 pounds; uses both hands and legs simultancously; repetitively
twists and exerts pressure with wrists and hands; requires rapid mental/muscular coordination;
communicates clearly and is able to understand normal voice conversation; has good depth
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perception and color vision; visual acuity sufficient to see small details and long distances in an
outdoor environment; occasionally drives a school bus; works inside and outside; works with lond
noises and vibration; occasionally exposed to fumes, gases, machinery with moving parts, and
moving vehicles; frequently exposed to minor, occasionally severe, contagious diseases; has direct

_ contact with Transportation employees, the public, students, passengers and other district staff;
works frequently without guidance from supervisor frequently in negative interpersonal situations;
works with high volume and tight deadlines. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions of the position.

Revised 5/98
Last Revised 6/10/04
Reviewed with no revisions 9/13/07
Revisions effective 2/12/15, 5/13/15
| Job Description Review and Proposed Revisions Effective: 11/12/15
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- OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo

TO: Personnel Commissioners

FROM;: Michelle Vellanoweth
Director, Classified Personne]

DATE; November 12, 2015
SUBJECT: Asenda Item No. 6A8: Job Description Revision — Grounds Maintenance Supervisor

Backeround Information

The Personnel Commission Rules provide for a periodic review of the content of classification specifications to
cnsure they adequately and accurately represent duties being performed by incumbents, and that the requisite
skills, knowledge and abilities required are appropriate. The Grounds Maintenance Supervisor classification

was reinstated and fully reviewed in August 2008.

questions about the tasks they perform in their job.  Draft revisions were prepared and provided to the
supervisor, Director, Maintenance, Operations and Facilities, Jim Choate, who was asked to ‘review the
proposed changes as well as provide feedback on identifying essential duties.

description format. The incumbent and supervisor have reviewed and recommend the final draft which is
attached.

It is therefore requested that the Personnel Commission review, discuss and adopt the proposed revisions to the
Grounds Maintenance Supervisor job description and change the fitle of the classification from Grounds

Maintenance Supervisor to Grounds Supervisor.

Attachment: Proposed revised Job description for Grounds Supervisor dated November 12, 2015.

----------------------------------------------------------------------------------------------------------------------------------------

Recommendation _
The Director recommends that the Personne! Commission teview, discuss and adopt the proposed revisions to

the Grounds Maintenance Supervisor job description and change the tiile of the classification from Grounds
Maintenance Supervisor to Grounds Supervisor.
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OCEAN VIEW SCHOOL DISTRICT

Personnel Comimission
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GROUNDS-MA

aser Dhrector of

Under the general direction of the

Mam%ena;nce, Operations and Facilities, a381sts in plannmg, orgamzmg, coordmatmg and

supervising the work of grounds W and landscape upkeep throughout the
District; supervises the work of District grounds—naiatenance employees serves in an advisory

capac1ty with contractors to coorcimate gmunds—mafﬁ%e&aﬁee projects on Dlstmet pro ertie%

CILASS CHARACTERISTICS:

This single incumbent classified management positionelass is distinguished from other
classifications in the Grounds Series in that the incumbent is expected to not only perform
various grounds duties but to plan, assign, supervise, and evaluate the performance of district
staff assigned to grounds keeping &Bé«—gmuﬂés—maﬁme&aﬂee work. The incumbent is also
expected to work mdependently in eoneert with the objectlves scheduling and general

Acintens at Y Director of Mamien&nce

Plan% schedules and supervises the work of employees assigned to the Grounds
Muaintenance Department; F

Ensures that the physical school grounds, including landscape, blacktepasphalt, cement,
fences and playground equipment are maintained in a condition of operational

excellence; E

Analyzes grounds throughout the District, related equipment and material needs and
makes appropriate recommendations; E

Serves as an advisor to site and other administrators regarding school grounds needs; E

Serves as an advisor to contractors working on projects that involve grounds and other
areas within assigned responsibility; E

Inspect and verifv that ecuipment is in safe operating condition; maintain grounds areas
in a safe, clean and orderly condition: £
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Responsible for the overall health and upkeep of all trees throughout the district including
safety measures and annual inspections; E

| Reviews, prioritizes work orders, assigns tasks to ensure effective utilization of staff and
timely completion of work which meets District standards and minimizes impacts on
educational activitics; F

Be directly responsible for the Integrated Pest Management Program (IPM) of the
district: E '

Assists in the selection, transfer-recognition, and discipline of grounds employees; E
| Enforces various District policies and work rules; E

Assists in budget development, preparation of plans and specifications for repair, addition
and alteration of grounds and equipment and estimates related costs; E

| Furnishes technical advice and assistance to grounds staff and/or contractors as
necessary; E

| Plans and conducts in-service activities_and {rainings; F

and/or

Develops, prepares directs and approve the preparation of various reports; £

| May represent the District on maftters related to grounds upkeepmaintensnes, utility
services at meetings with regulatory agencies, cities, school districts or contractors as

necessary or required;
Keeps current on modern practices in responsibility areas;

Perform other tasks and assume responsibilitv as mayv be assigned by proper authority.

SUPERVISION:

aser Director of

Receives general direction from the-Muint
Maintenance, Operations and Facilities.

| Provides first level supervision to grounds keeping-and-grounds-ratntenanee staff.

MINIMUM QUALIFICATIONS:

Knowledge of:

o Methods, materials and equipment used in maintenance and grounds work;

® Requirements for maintaining school grounds and equipment in a safe, clean and orderly
, condition;
| ° Laws, regulations and practices governing the construction, maintenance, repair upkeep

of school grounds;
Principles of effective personnel management and supervision;
Relationships between grounds and maintenance trades;
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Coordinating, scheduling, and sequencing multi-craft projects;
Safety rules regulatmns and pract1ces related to grounds construction, and maintenance;

® Moéerﬁ office rneihods macedure% terms., and eguipment. including a working
knowledge of the use of personal compuiers. word processing. spreadsheet, database,

email and internet computer applications;

e Cewrect-English usage, spelling, grammar, punctuation, and math.

Ability to:

® Plan, schedule, organize, direct, supervise and evaluate the work of sebsrdinate-grounds
personnel

® 253 indad i : i izs—bBe fair and evenhanded in

superv1smg s&be&k&a%e—gr{)unds employees and employ progressive disciplinary methods

when necessary;

Work independently with little or no direction;

Inspect and verify proper and safe work practices and procedures:

Establish, schedule, direct and control a diversified maintenance and operations work

program;

Communicate effectivelyv both orally and in writing;

Estimate time, labor and material costs;

Read, interpret and work from drawings and blueprmts

Direct, compose, or delegate the preparation of pre;

reports, and other communications;

® Apply training, knowledge and experience so as to maximize efficiency and effectiveness

. of Department functions;

d Evaluate new safety, gardeningfinsecticide products or equipment and make
recommendations;
Supervise and direct grounds equipment maintcnance;
Operate various office egquipment, including data and word processing equipment and
software programis;

® Establish and maintain effective interpersonal relationships using tact, patiepce, courtesy

and respect.

EP@?L@YWNT STANBAR})S

Any combination of education. training and experience which demonstrates the ability to
perform the duties of the position. A tvoical qualifving entrance backeround would include:

Education:
s High school diploma or equivalent.
e Technical, vocational or collese level work relating 1o crafts, grounds, building trades. or
other closaly related field is desirable.

Experience: -
" o Prooressivelv responsible experience supervising the care and service of grounds

preferably for educational facilities.
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LICENSES REGUIRED:

e Possession of a valid and appropriate California Driver License.
s Possession of a valid California Department of Pesticide Reoulation Qualified
Applicator’s Certificate/License is preferred,

| PHYSICAL DEMANDS. AND-WORKING ENVIRONMENT AND HAZARDS:

Performs both sedentary administrative work in a typical office environment and
| oversight/inspection work in grounds-maintenanee and/or construction areas. Mobility sufficient
to perform site inspections and verification of work completed. Visual acuity sufficient to read
and proof business reports, fiscal ledgers, computer printouts, building or construction plans.
Physical dexterity and ability to climb ladders, bend, stoop, also to operate motor vehicles, a
personal computer, and other standard office equipment. Ability to occasionally lift, carry, and/or
push objects weighing up to 100 pounds, and stand for long periods is reguired. Ability to
communicate clearly and to understand and be understood in normal face-to-face or telephone
communication. Has frequent direct contact with the public, employees, contractors and trade
workers, occasionally in difficult interpersonal situations. Frequently works with high volumes
and tight deadlines without guidance from supervisor. Employment contingent upon passing a
physical and back evaluation test._Reasonable accommodations may be made to enable -
individuals with disabilities to perform the essential functions of the position.

Classification established approx 1981

Replaced by classification of Supervisor, Maintenance & Grounds 1986
Reactivate classification approved by Personnel Commission 8/14/08
Job Description Review and Proposed Revisions Effectiver 11/12/15
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OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo

TO: Personnel Commissioners

FROM: Michelle Eifert
Personnel Assistant

DATE: November 12, 2015

SUBJECT: Agenda Item No. 6.B: ELIGIBILITY LIST(S)

Backsround Information

The following eligibility lisi(s) are forwarded for ratification. These lists are confidential within the
meaning of Education Code Section 45274 and Government Code Section 6254(g) along with other

examination records and data. (Commissioners only).

Following are the current lists for ratification:

1. 2015-13
2. 201514
3. 2015-15
4. 2015-16

Instructional Assistant — Special Education
Instructional Assistant — Severely Disabled
School Health Technician

Personnel Analyst

Recommendation

The Director of Classified Personnel recommends the Personnel Commission ratify the following
Classified Personnel Eligibility Lists: 2015-13 through 2015-16. '
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OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo

TO: Personnel Commissioners

FROM: Michelle Eifert
Personnel Assistant

DATE: November 12, 2015

SUBJECT: Agenda Item No. 7: CLASSIFIED PERSONNEL ACTIVITY LIST(S)

Background Information

At the Ocean View School District, Regular Board Meetings of October 20, 2015, (Exhibit A), and
November 3, 2015, (Exhibit B), the Board of Trustees received the Classified Personnel Activity Lists for

approval.

These lists are provided for the Personnel Commissioners to review classified employee activity recently
processed by Classified Personnel staff. :

----------------------------------------

oooooooo

Recommendation

The Director of Classified Personnel recommends that the Personnel Commission receive the Classified
Personnel Activity List of October 20, 2015, and November 3, 2015.
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OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo

TO:

Personnel Commissioners

FROM: Michelle Vellanoweth

Director, Classified Personnel

DATE: November 12, 2015

SUBJECT: Agenda Item No. 8: Recommendation to Reclassify Incumbent Maria del

Carmen Sanchez from Instructional Assistant — Bilingual Spanish to Parent
Liaison Instructional Assistant Bilingual Spanish

Background Information

With the absorption of Lake View students onto the Westmont campus for the 2015/2016 school
year, the site has experienced an increase demand for bilingual Spanish support. In reviewing the
classified bilingual staffing at the site, it was discovered that Maria del Carmen Sanchez,
Instructional Assistant — Bilingual, has for some time been working 15 hours per week in the
classroom with students and 10 hours per week in the school office making phone calls, doing
translations, etc.

A personal interview/desk audit was conducted with the employee by Personnel Analyst, Shristie
Nair. During this discussion Ms. Sanchez outlined the following duties which she performs for the
majority of ber time at Westmont:

L]

Assist teacher with students or in the classroom as needed. Work closely with English Leamer
students. Utilize bilingual skills in the classroom to help make lessons clear for students as
needed. :

Answer and make phone calls to parents or return messages and assist parents who have come
to the office. Support is provided primarily for Spanish speaking situations. Give information
to parents such as modernization, behavioral issues, medical, etc.

Translate documents, memos, letters, flyers, etc. as needed and directed

Sit in on meetings with parents for translating such as for attendance, behavior issues, etc.

After a review of Ms. Sanchez’s responses regarding her position and confirming her responses with
Laura Dale-Pash, English Learner Coordinator as well as Sue Broderson, Principal at Westmont, it
appears Ms. Sanchez is working outside of her current classification.
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Recommendation to Reclassify Incumbent
Maria del Carmen Sanchez froem Instructional
Assistant — Bilingnal Spanish te Parent Liaison
Instructional Assistant — Bilingual Spanish
Page 2

Historical Perspective

Ms. Sanchez was hired into her current position as Instructional Assistant -Bilingual at Westmont for
15 hours per week in January 2002. In January 2005 the school chose to fund an additional 10 hours
per week to her assignment. At that time, in addition to her work in the classroom, Ms. Sanchez was
allowed to assume additional responsibilities in the school office by communicating with Spanish
speaking families, assisting with parent translations, translating written materials and translating at
various meetings. The recent identification of these additional duties also confirms that Ms. Sanchez
has been working outside of the scope of her current classification of Instructional Assistant —

Bilingual.

Analysis :
The Parent Liaison Instructional Assistant - Bilingnal class (formerly Community Liaison Bilingual

Assistant) is required to work with English Leaner students in a classroom setting. In addition, the
class is distinguished from the Instructional Assistant -Bilingual class by having more involvement
with identifying and meeting student needs in health and welfare as well as academics and in working
with parents, attending parent meetings and translating materials for the school office staff. The
Director, Classified Personnel has determined that the duties and tasks Ms. Sanchez has been
performing more closely align with the classification of Parent Liaison Instructional Assistant —
Bilingual. The Director, with the support of the English Leaner Coordinator and Principal at
Westmont has recommended to the District that a reclassification of the existing incumbent is in
order. Both the District and CSEA have had the opportunity to review this information and are also
in support of the Director’s recommendation. W

Ms. Sanchez meets the criteria for reclassification as there has been a gradual accretion of duties and
she has been performing these dutics well beyond the two years required for a reclassification. In
addition, Ms. Sanchez was administered and passed the bilingual exam at the level required for
Parent Liaison Instructional Assistant Bilingual Spanish.

-------------------------------------------------------------------------------------------------------------------

Recommendation:

The Director, Classified Personnel recommends that Ms. Sanchez be reclassified from Instructional
Assistant- Bilingual to Parent Liaison Instructional Assistant Bilingual as Ms. Sanchez has been
performing the majority of the duties and responsibilities described in the job description of Parent
Liaison Instructional Assistant Bilingual for over two years, and is eligible for reclassification as a
result of gradual accretion of duties in accord with Merit Rules 3.3.1 and 3.3.4 (Education Code
45285).

Attachments: Merit Rules 3.3.1 and 3.3.4

Job Description — Instructional Assistant-Bilingual dated 6/11/15
Job Description — Parent Liaison Instructional Assistant-Bilingual dated 7/9/15
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33

RECLASSIFICATION

33.1

334

Basis for Reclassification }
The basis for reclassification of any position must be a gradual accrefion of duties and not a sudden
change occasioned by a re-organization or the assignment of completely new duties and/or

responsibilities.

Affect on Incumbents

Incumbents of positions reclassified upward who have a continnous employment record of two or more
years in one or more of the positions being reclassified shall be reclassified without examination,
provided the last performance report in the incumbent's personnel file is satisfactory.

Incumbents of positions who have been in the class less than two years and whose last performance
report is satisfactory will be granted status in the higher class upon passing a competitive examination
or comparable qualifying examination for the higher class as determined by the Personnel Commission.

A qualifying examination under this rule is defined as one in which only incumbents of reclassified
positions may compete. [ncumbents must meet the minimum qualifications, and the examination shall
be rated as "passing" or "not passing” rather than by a numerical score. The Commission shall
determine those instances when equity and the good of the service require the holding of such
examinations. Incumbents who are unsuccessful on an examination may be transferred, demoted or laid
off.

An employee who has been reclassified upward shall be ineligible to again be reclassitied upward until
at least two years have elapsed from the last upward reclassification. '

In the event of reclassification of a position to a lower class, the incumbent shall be reassigned to
another position in the higher class if such a position is vacant anywhere in the classified service; or

1. The incumbent shall have the right to displace an employee in the same class with lower
sentority in the class; and/or

2. The incumbent shall have the right to displace an employee with lower seniority in any equal
or lower class in which the incumbent formerly served and held permanent status; and/or

3. The incumbent accepts the reclassification of his/her position.

Incumbents of positions reclassified to a class of the same level shall be granted status in the new class without
further examination. (Reference Educetion Code 45285 + AR 1070} (Revised 10/09/03)
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- OCEAN VIEW SCHOOL DISTRICT
g

Personnel Commission
‘—

INSTRUCTIONAL ASSISTANT - BILINGUAL

JOB SUMMARY:

Under direction of certificated staff and general supervision of the site administrator or designee,
performs paraprofessional instructional activities, clerical and supportive tasks to assist in delivering
the educational program; uses a student’s primary language as needed to provide assistance in
learning academic concepts for students who speak limited or no English; regularly translates, writes
and converses in a foreign language.

CLASS CHARACTERISTICS:

Positions in this class are distinguished from others in the Instructional series in that incumbents are
assigned to academic classrooms to assist certificated staff in the performance of duties requiring
interpretation of lessons to non or limited English speaking students and translation of learning and
other materials into/from a foreign language for students and parents, and the tutoring of small
groups of students who speak lirnited or no English. Some incumbents may be required to travel
between more than one school site.

REPRESENTATIVE DUTIES (E denotes an essential function of the job.):

Assist in providing instruction to individuals or small groups of limited or non-English
speaking students in a classroom environment by interpreting written materials and oral
lecture; E

Tutor individual or small groups of limited-English proficient students, reinforcing
instruction directed by certificated staff in regular classroom subjects including language arts,

reading, mathematics and other; E

Communicate with students in English and a designated second language to facilitate the
instructional processes; E . :

Interpret for certificated staff or non-English speaking parents as needed; translate notes,
letters and other materials as assigned; E

Assist with student supervision during classroom and outdoor (or playground) activities,
learning centers, library, field trip activities, and during emergency and preparedness drills; E

Serve as an interpreter in various contacts with parents and others in the school environment,
i.e., IEP, SARB, and EL.AC meetings, parent conferences, etc.; E
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Instructional Assistant — Bilingual - Continued Page 2

As directed, research and prepare instructional materials such as vocabulary lists, worksheets,
games, flash cards, awards and displays, as well as letters, notices and other communications;

E

Assist in maintaining a disciplined, neat, orderly and attractive learning environment; £
Consult with certificated staff regarding student progress and behavior; £

Monitor students in the classroom to assure understanding of material being presented; assist
in determining English proficiency of identified students; £

Read and converse with students explaining words and meanings, rephrasing materials to
enhance student understanding, as necessary translates so that lessons and tests may be
prepared; E

Correct and score classroom and homework assignments, administer, score tests, and record
grades, as directed;

Prepare and maintain a variety of records as assigned;

Operate and/or assist students in the use of technology and other equipment in classroom and
learning center environments;

Perform routine office duties such as f111ng and duplicating instructional materials as
ass1gned

Attend school and in-service meetings; answer telephone, take and transmit messages
regarding student performance;

Perform other duties as required to accomplish the objectives of the position.
SUPERVISION:

General supervision is received from the site administrator or designee. Direction is

provided by certificated staff. English Learner program direction is received from the

Coordinator or Categorical Programs.

Supervision is not exercised over other employees.
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Instructional Assistant — Bilingual - Continued Page 3

MINIMUM QUALIFICATIONS:

Knowledge of:

Methods, practices and terminology used in instructional situations;

General needs and behaviors of children;

Classroom procedures and appropriate student contact;

Modern office equipment and procedures, including the operation of personal computers and
word processing software;

Regular classroom subjects including language arts, reading, mathematics and other;
Usage, spelling, grammar and punctuation in English and a designated second language;
Basic record keeping.

Ability to:

Speak, read and write effectively in English and in a designated language other than English;
Clearly communicate in English and effectively model English usage;

Work successfully with a variety of students;

Apply skills, knowledge and abilities in classrooms and the general school environment
requiring interpreting;

Learn and apply District and school policies and procedures;

Determine and retain privileged communications;

Change priorities rapidly based on teacher requirements;

Monitor and report student behavior and progress according to approved policies and
procedures; ' ,
Establish and maintain accurate records;

Perform routine clerical work and basic mathematical calculations;

Use copy machines, computers, and other office equipment and software to prepare learning
materials and resources;

Understand and carry out oral and written instructions.

Understand, be sensitive to and respect the diverse academic, socio-economic, ethnic,
religious, and cultural backgrounds, disabilities and sexual orientation of students, parents,
teachers, administration, and staff;

Establish and maintain effective interpersonal relationships using tact, patience, courtesy and
respect. : :

EMPLOYMENT STANDARDS:

Education:

High school diploma or equivalent;

Passing the Instructional Assistant Competency Examination and passing the District
bilingual proficiency examination in a designated second language.

Some post-secondary education in child development or early childhood education is

desirable.
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Instructional Assistant — Bilingual - Continued - Page4

Experience:

o Some paid or unpaid experience involving the supervision of children in an organized setting
whose primary language is not English is desirable.

LICENSES REQUIRED:

Some positions may be required to possess a valid and appropriate California Driver License.
All of the above licenses must be maintained as a condition of continued employment.
PHYSICAL DEMANDS, WORKING ENVIRONMENT HAZARDS:

Frequently stands, walks, sits; stoops and bends; occasionally safely lifts, carries, and/or pushes up to
20 1bs; frequently uses arms, hands and fingers on both hands; communicates clearly and is able to
understand normal voice conversation; visual acuity sufficient to see small details in a classroom
environment; works primarily inside; has constant direct contact with students, other district staff
and student parents, is frequently exposed to minor and on occasion to severe, contagious illnesses;
occasionally works without direct guidance from the classroom teacher and/or immediate supervisor.
Reasonable accommodations may be made to enable individuals with disabilities to perform the

essential functions of the position.

Last revised 4/04

Revisions effective 4/26/07

Revisions Effective: 3/14/2013

Job Description Review and Revisions Effective: 6/11/15
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OCEAN VIEW SCHOOL DISTRICT
Personnel Commission

PARENT LIAISON INSTRUCTIONAL ASSISTANT - BILINGUAL

JOB SUMMARY:

Under direction of certificated staff and general supervision of the site administrator or designee,
provides classroom bilingual instructional assistance for students who speak limited or no Englishin
addition to coordinating student/parent support programs; establishes and maintains effective home-
school relationships; serves the school as a written translator and oral interpreter; assists school staff
and families in identifying and meeting student needs in health, welfare and academics.

CLASS CHARACTERISTICS:

This class is distinguished from Community Liaison - Bilingual in that the Parent Liaison
Instructional Assistant - Bilingual class has more direct involvement with students in classroom
situations, while the Community Liaison - Bilingual class has a great deal more interaction with
community based organizations and municipal agencies. The Parent Liaison Instructional Assistant -
Bilingual class is distinguished from the Instructional Aide-Bilingual class by having more
involvement with identifying and meeting student needs in health and welfare as well as academics
and in working with parents, attending parent meetings and translating materials for the school office
staff.

REPRESENTATIVE DUTIES (E denotes an essential function of the job.):

Tutor, monitor, and assist English learners in educational activities in a variety of subject
arcas utilizing a variety of approved instructional materials;

Provide primary language support, when appropriate, to assist the studeni(s) with
understanding overall concepts to better access the core curriculum in individual and group
settings within the classroom or in pull out sessions according to instruction/guidance of
certificated staff:

Orally communicate with limited English speaking parents by phone and/or home visits,
regarding student academic, attendance or health related issues; E

Coordinate student/parent support programs as assigned, i.e. after school homework clubs,
parent education meetings;

Assist in the preparation and scheduling of parent education meetings, parent conferences,
and special events, attending as necessary; £/
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Parent Liaison Instructional Assistant-Bilingual, Continued Page 2

Frequently called upon to use bilingual skills in various contacts with parents and others in
the school environment and attend a variety of meetings to serve as an interpreter , i.e., IEP,
SARB, and ELAC meetings, parent conferences, etc.; K

May proctor, administer and score the state’s English lan guage student assessment according
to established guidelines;

Maintain current information to make referrals regarding available resources within the
community; £

Translate written communication from the school uiilizing word processing programs; E

Assist the site administrator or designated staff in coordinating and maintaining records for
meetings related to the English Learner program throughout the year;

Operate a variety of office equipment;

Perform other duties as required to accomplish the objectives of the position.

SUPERVISION:

classroom duties, receives direction from certificated staff. English Learner program
direction is received from the Coordinator of Categorical Programs.

Supervision is not exercised over other employees.

MINIMUM QUALIFICATIONS:

Knowledge of:

* e o 9 o

Methods, practices and terminology used in instructional situations;

General needs and behaviors of children;

Community agencies which serve the needs of students and families;

Reading, writing and speaking skills in English and the designated second language;
Regular classroom subjects including language arts, reading, mathematics and other;
Modern office methods, procedures, terms, and equipment, including a working knowledge
of the use of personal computers, word processing, spreadsheet, database, email and internet
computer applications;

Basic record keeping.

Writien and oral communication principles and practices;

Communicate and demonstrate respect effectively while interacting with students and
families from varying cultures.
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Parent Liaison Instructional Assistant-Bilingual, Continued Page 3

Ability to:

» Read, write and serve as an interpreter and translator in English and the designated second
language;

e Communicate effectively both orally and in writing with a wide range of people including

school personnel and parents; Use initiative in recognizing students' academic and social
needs and developing techniques, resources and materials to meet such needs;

. Learn and apply District and School policies and procedures;

° Maintain confidentiality of sensitive and privileged information;

° Operate various office equipment, including data and word processing equipment and
software programs; |

® Establish and maintain effective working relationships;

® Work independently, understand and carry out instructions;;

® Work cooperatively in a team environment and effectively with others of diverse cultures and
backgrounds;

® Establish and maintain effective interpersonal relationships nsing tact, patience, courtesy and
respect.

EMPLOYMENT STANDARDS:

Education:

L]

® High school diploma or equivalent; _

® Passing the Instructional Assistant Competency Examination;

° Some post-secondary education in child development or early childhood education is
desirable; _ _

e College level intermediate coursework (200 level or higher). in the designated second

language is highly desirable.

Experience:

° Paid or volunteer experience working with and/or translating for children, adults and service
organizations is desirable.

o Prior paid or volunteer experience involving supervision of children’s activities is desirable.

LICENSES REQUIRED:

May be required to possess a valid and appropriate California Driver License.

All the above licenses must be maintained as a condition of continued employment.
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Parent Liaison Instructional Assistant-Bilingual, Continued Paged
PHYSICAL DEMANDS, WORKING ENVIRONMENT AND HAZARDS:

Frequently stands, walks, sits; occastonally stoops, bends, and safely lifts, carries, and/or pushes up
to 25 Ibs; frequently uses arms, hands and fingers on both hands. Communicates cleatly and is able
to understand normal voice conversation; visual acuity sufficient to see small details in a classroom
environment. Works inside; has direct contact with students, parents and district staff and is
frequently exposed to minor contagious illnesses and on occasion to severe, contagious illnesses;
occasionally works without direct guidance from the classroom teacher and/or immediate supervisor.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions of the position. '

Revised 5/90, 4/04
Revistons effective 12/13/07

Revisions effective 9/12/13
Job Description Review and Revisions Effective: 7/9/15
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OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo

TO: Personnel Commissioners

FROM: Michelle Vellanoweth
Director, Classified Personnel

DATE: November 12, 2015

SUBJECT: Agenda Item No.9: Recommendation to Reactivate Classification of
Supervisor of Maintenance and Operations

Background Information

The classification of Supervisor of Maintenance and Operations was established in the early 1970°s. The
classification remained active through 1998 when a restructuring of the Maintenance and Operations
Department resulted in the classification no longer being necessary. Since that time the classification has
remained inactive.

It is the desire of the Maintenance, Operations and Facilities Department to ensure that the needs of the Ocean
View School District are attended to in a strategically planned and systematic effort to ensure premier customer
service to all sites, students, and staff. In an effort to increase effectiveness in providing these services, the
department requests the position of Maintenance & Operations Supervisor be filled. The volume of work
performed in the maintenance, warehouse, and custodial depariments is significant and the current management
structure is inadequate to provide support to the CSEA employees represented in these groups; ultimately
affecting their ability to service Ocean View clients. This position will provide the necessary internal
accountability to the maintenance and operational staff that is not currently being provided with the numerous
facilities related issues in the district requiring more allocation of time and resources. With aging facilities and
infrastructures it is imperative to provide thorough and systematic maintenance services that are thoughtful,
intentional, and procedurally driven to provide the necessary stewardship inherent in maintaining aged facilities.
There also exists a significant need to bring the warchouse operations into compliance with contemporary
practices and procedures which has been neglected for a considerable amount of time. Lastly, in an effort to
provide standardization to the custodial functions districtwide it is imperative that supervision be provided that
works collaboratively with the site administrators to ensure that we increase the levels of cleanliness 5o critical
to the health of our students and staff at Ocean View and to ensure that schedules and routes are consistently
adhered to.

It is the Director, Classified Personnel’s recommendation that the classification of Supervisor of Maintenance
and Operations be reactivated at the classified management level, be given the new title of Maintenance and
Operations Supervisor, be placed back to the Classified Management salary schedule and the job description

updated.
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Recommendation to Reactivate Classification of
Supervisor of Maintenance and Operations
Page 2

Salary Considerations:

When the Supervisor of Maintenance and Operations classification was last active, it was placed at Salary
Range M50 on the Classified Management salary schedule. At the time, this salary was in direct alignment with
other supervisory positions in the classified service.  On July 1, 2005 all supervisor classifications were
reallocated to Salary Range M51. '

In addition, recerit survey information has been gathered from other districts with similar positions.

District Comparable job title, tasks, responsibility Monthly Salary |
Apple Valley USD Maintenance Supervisor $5,419 | $6,509
Santa Ana Unified SD Maintenance Supervisor $5,094 | $6,503
Saddleback Valley USD Maintenance Supervisor $5,012 | $6,092
Escondido Unified SD Maintenance Supervisor $4,874 | $6,222
Campbell UHSD : Maintenance Supervisor $4.506 | $6,038
Median Salary: Starting: $5,012 Ending: $6,092

It is the Director’s recommendation that the revised classification of Maintenance and Operations Supervisor be
assigned to Salary Range M51, $5095 to $6207 per month on the Classified Management salary schedule. This
would provide a salary competitive with other districts with similar positions as well as best provide for internal
alignment to the other Ocean View classified supervisor positions, based upon the level of responsibility and
level of education/experience required. This salary récommendation, which would place the position in
alignment with the Grounds Maintenance Supervisor and the Child Care Program Supervisor, also at Salary
Range M51, is also supported by District administration. (See attached salary schedule draft for proposed
salary placement.)

-------------------------------------------------------------------------------------------------------------------------------------

Recommendation:

The Director, Classified Personnel Recommends that the Personnel Commission review, discuss and approve
the reactivation and proposed revisions to the classification of Supervisor of Maintenance and Operations and
change the title to Maintenance and Operations Supervisor. It is recommended that the classification be a
Management/Supervisory class aséigned to the Classified Management Salary Schedule and be exempt from
overtime compensation in accord with the Fair Labor Standards Act. It is recommended that the Personnel
Commission recommend to the Ocean View School District Board of Trustees a placement at Salary Range
MS51, $5095 to $6207 per month on the Classified Management Salary Schedule.

Attachments: Draft of proposed reactivated classification Maintenance and Operations
Supervisor dated 11/12/15
Classified Management Salary Schedule Draft
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OCEAN VIEW SCHOOL DISTRICT
Personnel Commission

£ MAINTENANCE AND OPERATIONS
SUPERVISOR

JOB SUMMARY:

Under the general direction of the Director of Maintenance, Operations and Facilities, provides
leadership, assists and oversees the planning and scheduling of the daily work assignments for afl
maintenance and operations staff at all District sites; works collaboratively with the site
administrators in the supervision of all custodial staff, including stafl development; assists in
planning, organizing, coordinating, and supervising custodial staff, directly assigning work;
supervises Warchouse operations and staff, including ordering of supplies and equipment, and
coordinating delivery services; conducts studies of staffing and workloads, provides in-service
training for all maintenance and operations employees; works collaboratively with the grounds staff,
provides leadership, and is responsible for the upkeep of departmental equipment.

£

CLASS CHARACTERISTICS:

Thes 15 a single incumbent classified management supervisory position having responsibility for
planning and supervising the activities ¢of the Maintenance and Operations staff on a daily basis, This
position is accountable for efficient and effective use of assigned staff, supplies. equipment and tme
to provide optimum customer service. The incumbent is expected to work independently in concert
with the objectives, scheduling and gseneral procedures established by the Director of Maintenance,
Operations and Facilities

REPRESENTATIVE DUTIES (F denotes an essential function of the job):

Provide technical support, training, and staff development for maintenance and operations
staff; £

Ensure the overall safety, security, and sustainability of all district facilities and grounds; E

Collaborate with site principals in assessing custodial performance, evaluate custodial
services and respond to training requests during the school year; £

Conduct studies and make recommendations regarding custodial staffing workloads, and
needs; E

Inspect school sites and evaluate cleanliness according to established district standards; E
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Supervise, schedule and monitor work of all custodial personnel throughout the year; E

Evaluate maintenance and operations staff under supervision, including new and substitute
staff; E ‘

Maintain records, files, reports, and present information related to areas of responsibility; £

Assess and make recommendations pertaining to new products and equipment needed to
efficiently perform custodial, warehouse and emergency work; E

Ensure that related equipment is maintained in good working condition; E
Establish and maintain effective working relationships with others; £

Coordinate the response to security alarm intrusions and vandalism incidents on an as-needed
basis: E '

Provide inspection reports and other technical and accountability data to Principals and other
managers; E

Assist in planning the assignments for maintenance and operations staff; E

Oversee the operation of the District warchouse, including the ordering of supplies and
deliveries to all schools and departments; £

Supervise warehouse and delivery personnel; E

Plan and conduct in-service activities and trainings; E

Ensure timely delivery of stores and requested AV equipment;

React to personnel emergencies;

Assist in the selection, transfer, recognition, discipline of department subordinate staff;
Assist in the prcparaﬁon of the department’s annual budgét;

Enforce various District policies and work rules;

Keep current on modern practices in responsibility areas;

Perform other tasks and assume responsibility as may be assigned by proper anthority.
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SUPERVISION:

General direction is received from the Director of Maintenance, Operations and Facilities.

Supervision is exercised over other employees. May assien work and act on behalf of the
Director of Maintenaugee Operations and Facilities i his/her absence,

MINIMUM QUALIFICATIONS:

Knowledge of:

[ ]

Principles, methods, materials and equipment used in the planning of maintenance work
orders and methods of maintaining school facilities in a clean and sanitary condition;
Principles of custodial work, including work load and quality standards;

Inspection methods, and methods and use of cleaning materials and equipment;

Principles of supervision and training;

Requirements for maintaining school buildings, grounds and eqmpment in a safe, clean and
orderly condition;

Safety rules and regulations;

Methods, materials, supplies, and equipment used in custodial work;

Methods of planning and organizing work;

Basic record keeping techniques;

Modern office methods, procedures, terms and equipment including a basic working
knowledge of the use of personal computers, word processing, spreadsheet, database, email
and internet computer applications;

English usage, spelling, grammar, punctuation and math;

School District emergency preparedness requirements and procedures.
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Ability to:

L]

L]

EMPLOYMENT STAND

Develop and enforce work standards, procedures, and levels of service;

Plan work assignments, supervise, and evaluate the work of others;

Direct, train and evaluate custodial and warehouse personnel;

Work independently with little or no direction;

Inspect and verify proper and safe work practices and procedures;

Drive an automobile or light fruck to deliver equiprent or supplies;

React appropriately, take charge in emergency situations;

Evaluate new safety, cleaning products or equipment and make recommendations;
Perform mathematical computations accurately to maintain records, complete reports or
update budgets;

Direct, compose, or delegate the preparation of records, reports, and other communications;
Employ progressive disciplinary methods; '
Supervise equipment maintenance;

Establish and maintain effective interpersonal relationships using tact, patience, courtesy and

respect;
Train others in the use of mtrusion alarms.

Any combination of education, training and experience which demonstrates the ability to perform the
duties of the position. A typical qualifying entrance background would include:

Education:

High school diploma or equivalent;

Vocational or college level work relating to maintenance, custodial, warchousing, emergency
services or directly related skills is desirable;

Demonstrated leadership abilities.

Experience:
Three (3) years of progressively responsible experience in custodial and/or building

maintenance preferably in a school district including two (2) years of supervision experience.
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PHYSICAL DEMANDS, WORKING ENVIRONMENT, AND HAZARDS:

Perform both sedentary administrative work in a typical office environment and oversight/inspection
work in maintenance and/or construction areas. Mobility sufficient to perform site inspections and
verification of construction work completed. Visual acuity sufficient to read and proof business
reports, fiscal ledgers, computer printouts, building or construction plans. Physical dexterity and
ability to climb Iadders, bend, stoop, also to operate motor vehicles, a personal computer, and other
standard office equipment. Ability to occasionally lift, carry, and/or push objects weighing up to 100
pounds, and stand for long periods is required. Ability to communicate clearly and to understand and
be understood in normal face-to-face or telephone communication. Has frequent direct contact with
the public, employees, contractors and trade workers, occasionally in difficult interpersonal
situations. Frequently works with high volumes and tight deadlines without guidance from
supervisor. Environmental conditions will be indoors and outdoors, sometimes inclement weather.
Noise levels will be generally moderate, although may at times be loud, but will remain within
acceptable levels for the trade. Employment contingent upon passing a physical and back evaluation
test. Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions of the position.

Last revisions 5/98
Reactivation and Proposed Revisions Effective: 11-12-15
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OCEAN VIEW SCHOOL DISTRICT

CLASSIFIED MANAGEMENT
Salary Range Placement
2015-2016 -
SALARY RANGE
Director, Classified Personnel (H30) ...t ssssssssssns M71
Director, Fiscal Services (HAD) ... i s s M71
Director, Maintenance, Operations and Facilities (J50) ........cccoiimimrimni e, M65

Director, Information Services (J80)

Director, Food Services (J20).......ccoommmmimirricncconcniannennen. ’

Senior Facilities Planner (J10} ...,

Director, Purchasing (J90)......oce.eeeceecrmrmssesressressonnes

In additi;)n:;
$ 1,000 per yeat

° Salaries effectwe 71114

° Longevity:

Vacatioh Schedule

T (2ot Employees
‘% ¥§ ;5;5_5: v
amed for Doctqgge 5

o 1% Fi‘etroactlvé Across the Board Salary Increase Board approved 10/20/15

o Atthe bég, __mng of the 10t year of employment and each succeeding year employees receive
a 1% longevity increase above base pay until a maximum of 8% is reached. This plan remains
in effect until all employees currently accruing longevity as of 7/1/14 transition into the new plan
approved by the Board of Trustees on 10/20/15, but no later than 6/30/16.

o 3% at year 10; 3% at year 15; 3% at year 18; 3% at year 21, 3% at year 25, for a maximum of

15%. Effective 7/1/14 and Board approved 10/20/15.

Board Appraved: 10/20/15 Schedule updated: 10/21/15
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OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo

TO: Personnel Commissioners

FROM: Michelle Vellanoweth
Director, Classified Personnel

DATE: November 12, 2015
SUBJECT: Agenda Item No. 10: Removal of Names from Eligibility Lists

Backeround Information

Personnel Commission Rule 6.1.8 allows for the name of an eligible to be removed from an eligibility list for a
variety of reasons (See complete Rule 6.1.8 attached).

Recently in the course of contacting eligibles for substitute employment, it was recommended by the Direcior,
Classified Personnel that two eligibles be removed from eligibility lists for reasons outlined in -Rule 6.1.8.

These eligible are:

Sheri Dettloff _
Eligibility List: 2015-06 School Health Technician

Melissa O’Donnell
Eligibility Lists: 2015-09 Instructional Assistant — Special Education and
2015-10 Instructional Assistant — Severely Disabled

The attached letters (Commissioners only} outline the reasons for the Director’s recommendation to remove Ms.
Dettloff and Ms. O’Donnell from the Eligibility Lists listed above. These letters were sent to the eligibles via
certified mail and notified them of the eligibility lists they are being removed from, the reason for removal in
accord with Personnel Rule 6.1.8, provided a copy of Rule 6.1.8 and gave the opportunity to protest the action
of removal of their names.

Attachment: Letter to eligible Ms. Sheri Dettloff dated October 16, 2015 (Commissioners only)
Letter to eligible Ms. Melissa O’Donnell dated October 27, 2015 (Commissioners only)

Personnel Commission Rule 6.1.8

----------------------------------------------------------------------------------------------------------------------------------------

Recommendation:

The Director, Classified Personnel recommends that Ms. Sheri Dettloff be removed from Eligibility List 2015-
06 School Health Technician and Ms. Melissa O’Donnell be removed from Eligibility Lists 2015-09
Instructional Assistant — Special Education and 2015-10 Instructional Assistant — Severely Disabled in
accordance with Personnel Commission Rule 6.1.8.
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Removal of Names from Eligibility List
The namme of an eligible may be removed from an eligibility list for any of the following reasons:

A.

B.

Written request by the eli gible for removal.

Failure to respond within three days to an inquiry regarding availability for interview or employment.
Termination of employment. |

Failure to appear for an interview after certification.

Fraud or misrepresentation in certifying qualifications.

Three waivers of certifications during the life of the eligibility list, except that waivers relating to limited
term employment shall not be connted.

After accepting an employment offer having been propetly certified as an eligible for appomtment, and
subsequently refiises the offer.

For any other good cause that may occur during the processing of the eli gible's candidacy for employment,
e.g., failure of a required pre-placement health screening or drug testing, conviction of specified crimes,
failure to disclose prior convictions, etc.

Failure to appear for duty at the time agrécd upon after accepting appointment,

Failure to provide satisfactory service as an Ocean View School District substitute employee.

Any cause listed in Merit Rules section 4.1.3 Rejection of Applicants. {Revised 01/1603)
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OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo

TO: Personnel Commissioners

FROM: Michelle Eifert
Personnel Assistant

DATE: Neovember 12, 2015
SUBJECT: Agenda Item No. 11: 2016 CSPCA Annual Conference

Backeronnd Infermation

The Personnel Commission maintains an annual membership with the California School Personnel
Commissioners Association (CSPCA).

The 2016 CSPCA Annual Conference is being held in Anaheim, California, from Thursday, February 25
through Sunday, February 28, 2016.

The subject of the upcoming conference is “Reaching Excellence With Merit”.

Financial Implications

The cost of registration for the Director for the full 3 %2 day conference is $299.00. The first day of the
conference, Thursday, February 235, is a half-day session that is open to Personnel Comomission staff, and
the cost for this day is $25.00 per staff member.

The estimated cost for this conference, which includes registration fees and mileage for both the Director
and staff, is approximately $440.00. \

..........................................

Recommendation

The Director, Classified Personnel recommends the Personnel Commission approve the attendance of the
Director, Classified Personnel and the Personnel Commission staff, at the 2016 CSPCA Annual

Conference.
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Name:

23’? 8 CSPCA Annuai C@ﬂfereﬁge

2 E B Ta b HE ) ; i LY fv f:’ V‘-\‘:.?mm

i wCSPCA - February 25-28, 2016 (osy

P;eseﬁt;d by Board Aﬁaﬁejm’ C‘g% ~= ""‘):
of Directors “Reaching Excellence With Merit”  togedty

Conference Registration Form (Pl_éase print legibly or type)
Title:

1 Organization:

Address:

Phone:

FAX #:

l{-g;mh ngcé ETREE
With Merit

Email:

Full Conference Registration Fees
(includes alf meals)

CEPCA Members' Non-Members

e Early Bird (by December 31, 2015) ) $299 @ %34.9:
s  Regular Registration € $350 ) $400
o Late Registration (after January 29, 2016) $400 O $450
= Honprary Life Members (covérs all mealsy) no chatge
Support Staff Training Program {open to all attendges)

{No charge if registering for full conference)
« Thursday, Februaty 25, 2016 8a.m.-430pm O 825 O 8§25

(inchides continental breakfast and funch}

 registering for full conference)

» Friday, February 28, 2016 $200 £ $225
{includes confirental breakfast & lungh) '
¢ Saturday, February 27, 2016 s200 O $225

(includes continental Breakfast, lunch & reception)

WMeai Tickets for giiests '

e Full Conference Breakfast/Lunch/Break D $250
¢ Friday buffet iunch [] ss0
e Saturday plated lunich (] ss50
e  Sunday breakfast [] 835

Note: Please use attendee’s email

To Register

Payment by ¢heck or money order
ONLY. Piease pay to the order of
“CSPCA 2016 Conference’. No
purchase orders accepfed. Thére
is a 325 processing fee for all
refunds & returned chiacks.

Mail check & completed
registration fomm to;

Joan Stiegelmar, Director
Rowland Unified School District
1830 Nogales Strest

Rowland Heights, CA 91748
(626} 854-538D
jetisgetmar@rowland k12.ca.us

Cangelfation Policy

Refund requests MUST be: made
in wrting. There will be nc
refunds for “no-shows™ er for
cancellations after Pebruary 18,
20186,

Check the CSPCA wehsife:
www.meritsystem.org for onling
registration giocedurss
coming scon

Register by February 18, 2016 to ensure adeguate materials and space are available.
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OCEAN VIEW SCHOCL DISTRICT
WORKSHOP/MEETING/CONFERENCE ATTENDANCE REGUEST FORM

NAME OF WORKSHOP/MEETING/CONFERENCE: 2016 CSPCA Annual Conference {California School Personnel Commissioners Assac

Hosted by the PCASC (Personnel Commissioners Association of Southern California)

SPOMSORING ORGANIZATION:
“Anaheim, CA DATE(S):
& 259.00 and $25.00 x 3 + mileage

LOCATION: February 25-28, 2016

TOTAL COST PER PERSOR: finclude Registration Fee, Transportation, Lodging, Meals, etc.)

NARME OF ATTENDEE({S): DEPARTMENT/SCHOOL: ACCOUNT TO CHARGE:
01-443-130-74 5202 $299 + $52 mileage

Michelle Vellanoweth, Director Personnel Commission

i

3 mileage

Personnel Commission

Personnel Commission

| Personnel Commission

18. ; : ;
I:IAdditionaI aitendee(s) listed on separate sheet is attached.

Purpose of Attendance (required}:

"Reaching Excellence With Merit"

{Director will attend each day of the 4 day conference.
Classified Personnel staff will attend the one day session for support staff.}

FUNDING TOTAL COST FUNDING SOURCE

General Funds:

Project or Restricted:

REEE Paedn R

¢ 1 Personnel Commission By

e BN ORI Er e
Other: Fersomel Commission Budget

VAUTHOREZATIOM SEQUENCE: [ Form submitted by (name/site): Michelle Eifert, Personnel Assistant x 1401

Date:

5
i

Sigrature of Supervisor: |

Date:

Signature of Asst. Superintendent/Administrator:

]

Signature of Superintendent: 1 : - ; .
Date of Board Meeting Approval: December 8, 2015 (Approved by Personnel Commission November 12, 2015}

Revised 60614
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OCEAN VIEW SCHOOL DISTRICT

PERSONNEL COMMISSION
Memo
TO: Personnel Commissioners
FROM: Michelle Eifert
Personnel Assistant
DATE: November 12, 20i5

SUBJECT: Agenda Item No. 12: 2616 CSPCA Merit System Training Academy

Backeround Information

The Personnel Commission maintains an annual membership with the California School Personnel
Commissioners Association (CSPCA).

The 2016 CSPCA Merit System Training Academy sessions are scheduled for January 9, 2016, February
6, 2016, March 19, 2016, April 16, 2016, and May 21, 2016.

The comprehensive curriculum will include sesstons on the following areas: History of the Merit System,
Personnel Commission vs. Board Roles and Responsibilities, Decoding the Education Code,
Classification and Compensation, Recruitment and Selection, The Brown Act, Collective Bargaining,
Hearings and Appeals, Using Technology, Website Design and Branding, Best Practices, Parliamentary
Procedure/Robert’s Rules of Order.

Financial Implications

There is a cost of $500.00, which includes the tuition, publications, handouts, documents, and other
materials. The Director, Classified Personnel will submit a scholarship request on behalf of Personnel
Analyst, Yvonne Nguyen, to cover the cost of the training. In the event the scholarship is not granted, itis
requested that the Personnel Commission approve the cost of $300.00 for Ms. Nguyen to attend.

Recommendation

The Director, Classified Personnel recommends the Personnel Commission approve the attendance of the
Personnel Analyst, Yvonne Nguyen, at the 2016 CSPCA Merit System Training Academy, and approve
the cost of $300.00 in the event a scholarship is not granted to Geean View School District.
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Walnut Valley USD, Walnut, CA
Fremont USD, Fremont, CA

CSPCA invites you to attend this go-hour Merit System
Training Academy; an educational program designed for new
and aspiring merit system Directors, Personnel Commissioners,
and others interested in the workings of a merit system. The
Academy will provide a comprehensive curriculum including
sessionis on the following areas:

Califomia School Personnel Commissioners Association
Supporting Education Through Merit

= History of The Metit System = Recruitment & Selection = Hearings and Appeals

= Personnel Commission'versus Board = The Brown Act = | ging Technology
- Roles & Respoensibilities = Collective Bargaining = VWebsite Design & Branding
= Decoding the Education Code = Parfiarnentary Procedure / =+ Bast Practices
= Cizssification & Compensation . Babart's Rules of Order
FACULTY

Faculty members are stellar practitioners in merit system districts including Human Rescurce Directors,
Personnel Commissioners, attorneys, and others that are renawned experts in their fields.

COSTS

The 5-day Academy is $500 per student for CSPCA member agencies and $600 per student for non member agencies. All
Personne! Commissioners, empioyess and labor répresentdtives of member agencies receive the $500 per student
cost. The cost includes iuiticn and all publications, handduts, documents and other materials for the entire five clagses.

REGISTRATION

1) Visit the CSPCA Website at www.meritsystem.org
2) Go to the "Merit Acaderny” a2b
3) Click "REGISTER ONLINE NOWT”

4.}Mait or hand deliver payment
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MAIN TRAINING LOCATION
Wailnut Valley Unified Schiool District
880 South Leman Avenue

Walnut, CA 91789

SATELLITE VIDED LOCATICH
Fremont Unified School District
4210 Technaoiogy Drive

Fremont, CA 94538



OCEAN VIEW SCHOOL DISTRICT
WORKSHOP/MEETING/CONFERENCE ATTENDANCE REGUEST FORM

NAME OF WORKSHOP/MEETING/CONFERENCE: 2016 CSPCA Merit System Training Academy

SPONSORING ORG-ANEZAﬁON: California School Personnel Commissioners Association

LOCATION: Walnut, CA DATE(S): 1/9, 2/6, 3/19, 4/16, 5/21, 2016

TOTAL COST PER PERSON: (inciude Registration Fee, Transportation, Lodging, Medds, etc.) ) 500.00

NAME OF ATTENDEE(S): DEPARTMENT/SCHOOL: ACCOUNT TO CHARGE:
Yvonne Nguyen, Personnel Analyst | Personnel Commission 01-443-130-74 5202

Ra s

10. ,
I:lﬂdditiona§ attendeels) listed on separate sheet is attached.

Purpose of Attendance (required):

Curriculum includes History of the Merit System, Persannel Commission vs. Board Roles and Responsibilities, Decoding the Ed Code,
Classification and Compensation, Recruitment and Selection, The Brown Act, Collective Bargaining, Parliamentary Procedure/Robert's
Rules of Order, Hearings and Appeals, Using Technology, Website Design and Branding, Best Practices.

FUNDING FUNDING SOURCE

-‘Genefraf Funds:

Project or Restricted:

' N . Hy
f Persornnel Com [ Personnel Commission Budget
Cther: NI, [

AUTHCRIZATION SEQUENCE: [ Form submitted by (name/site}: Michelle Eifert, Personnel Assistant_x 1401

L : & e : g f
Signature of Supervisor: Date: E
Signature of Asst. Superintendent/Administrator: Date:

i Signature.of Superintendent: ' ‘_‘ s R Date: 1l

Date of Board Meeting Approval: December 8, 2015 {Approved by Persennel Commission November 12, 2015)

Revised 60614
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