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AGENDA THURSDAY, AUGUST 14, 2014

PERSONNEL COMMISSION 4:30 P.M. REGULAR MEETING

OCEAN VIEW
SCHOOL DISTRICT

BOARD ROOM - BLDG A.

1. CALL TO ORDER TIME: p-ni.

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
minutes of the July 10, 2014, Regular Personnel Commission Meeting: for
approval.

COMMISSION BUSINESS
6. CONSENT CALENDAR: The Personnel Commission will receive the following

items on the Consent Calendar:

A. JOB DESCRIPTION REVIEWS/REVISIONS:

Custodian

Delivery Worker

Driver Trainer

Head Custodian
Storekeeper
Transportation Dispatcher

Sk WD

B. RECRUITMENT AND TESTING:

1. ELIGIBILITY LISTS: The Personnel Commission will receive the
Director’s recommendation to certify the following eligibility lists.
(Commissioners only.)

e 2014-5 OVPP Associate Preschool Educator
o 2014-6 Intermediate Clerk Typist
s 20147 Maintenance Plumber
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(Action)

Moved:
Second:
Vote:
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AGENDA FOR THE PERSONNEL COMMISSION MEETING — AUGUST 14, 2014

7.

10.

i1.

12.

13.

14.

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 August 12, 2014 — (Exhibit A)

RATIFY ADVANCED STEP PLACEMENT RONI ELLIS — ASSISTANT
SUPERINTENDENT, ADMINISTRATIVE SERVICES: The Personnel
Commission will receive the Director's recommendation to ratify the advanced step
placement for Roni Ellis, Assistant Superintendent, Administrative Services.

RECOMMENDATION TO RECLASSIFY INCUMBENT KELLY DANIEL
FROM BUS DRIVER TO DRIVER TRAINER: The Personnel Commission
will receive the Director's recommendation to reclassify incumbent Kelly Daniel
from Bus Driver to Driver Trainer.

ANNUAL REPORT OF THE PERSONNEL COMMISSION 2013-14 FIRST

READING AND ADOPTION: The Personnel Commission will receive the
Director's recommendation to review, discuss, and adopt the 2013-14 Annual
Report of the Personnel Commission.

COMMUNICATIONS

SECOND PUBLIC COMMENTS: The Personnel Commission welcomes
comments or concerns on any item within the jurisdiction of the Personnel
Commission.

COMMISSIONERS’ REPORTS

DIRECTOR AND STAFF REPORTS

ADJOURNMENT TIME: p.m.

The Ocean View School District Personnel Commission meets on the 2™ Thursday of each month at 4:30 p.m.
unless otherwise noted. Agendas are posted and are available 72 hours in advance of each regular meeting on the
bulletin board outside the Board Room and on the District website, www.ovsd.org. Agenda items must be
submitted in writing to the Director, Classified Personnel no later than the end of the working day seven days
preceding the next Commission mesting. tems submitted less than a week before the scheduled meeting date
may be postponed to a later meeting in order to allow sufficient time for consideration and research of the issue.
Far information call (714) 847-25651.

Pursuant to Government Code 54957.5, a copy of all documents related to any item on this agenda that have bean
submitted to the Personnel Commission less than 72 hours prior to the meefing, 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, 82647, during normal busingss hours (Monday through Friday, 8:00
a.m. to 4:30 p.m.)
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{Action)
Moved:
Second:
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Page 45-55
(Action)
Moved:
Second: ___
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Page 56-62
(Action)
Moved:
Second:
Vote:

Moved:
Second:
Vote:

Persons requiring accommodation in order to view the agenda or participate in the meeting may make the request for accommodation by contacting the Personnel
Commission Office at 714-847-2551 at least 48 hours in advance of the meeting. {Government Code 54854 2 (a}1)
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CALL TO ORDER

PLEDGE OF
ALLEGIANCE

ROLL CALL

PUBLIC COMMENTS

MINUTES OF
JUNE 12, 2014

CONSENT
CALENDAR

CLASSIFIED
ACTIVITY LISTS

OCEAN VIEW SCHOOL DISTRICT
MINUTES
Regular Personnel Commission Meeting
July 10, 2014

- Commissioner Pogrund cafled the July 10, 2014, Regular Personnel Commission

Meeting to order at 4:30 p.m.

Commissioner Gooch led the Pledge of Allegiance.

Commissioners Ewing, Gooch, and Pogrund were all present. Also present was

" Director Michelle Vellanoweth.

 There were no comments from the public.

Motion by Commissioner Ewing to approve the minutes of the June 12, 2014,

. Regular Personnel Commission meeting.

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

COMMISSION BUSINESS

" The Personnel Commission rec_eivéd the following items on the Consent Calendar:

A. Job Description Reviews/Revisions:

1. Instructional Assistant - Computer

" B. Recruitment and Testing - Eligibility Lists:

2014 -1 Maintenance Worker

2014 -2 Child Care Program Facilitator
2014 -3 Skilled Maintenance Worker
2014 -4 Groundskeeper I

*"Director Vellanoweth stated that a handout was given to the Commissioners

regarding minor modifications made to the Instructional Assistant — Computer job

- description since the agcnda was published.

The main reason that this job description is being revised is that later in the agenda
there will be a proposal for a new classification, Instructional Assistant — Computer
II. As such, it is being proposed that this classification be retitled Instructional
Assistant — Computer 1. In addition, there are clarifications i in the class characteristics

" to distinguish between the two classifications.

Motion by Commissiener Gooch fo approve the Consent Calendar.

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

The Persennel Commission received for information only, the Classified Activity
Lists that were presented for approval to the Board of Trustees at the June 17, 2014,
and the July 8, 2014, Board of Trustees meetings.



MINUTES OF THE JULY 10, 2014 PAGE 2
REGULAR PERSONNEL COMMISSION MEETING '

PROPOSED NEW
CLASSIFICATION -
INSTRUCTIONAL
ASSISTANT -
COMPUTER I

REMOVAL OF
INACTIVE JOB
CLASSIFICATIONS

. Director Velianbweth stated that there had been a position at Vista View Middle

School for Instructional Assistant — Computer. The incumbent in that position
resigned. A recruitiment was conducted and a difficult tim¢ was had finding people
that were qualified at the technological level that the site was looking for., After

) closer review and meetings with the Principal and Roni Ellis, who coordinates over

the Information Technology department, it was concluded that a new classification
would be in order to address the needs of Vista View, and. hopefully, in the future,
other sites, particularly the middle schools that have a higher level of technological

support needs in their computer labs.

Director Vellanoweth recommended a new classification, Instructional Assistant -
Computer II. This position will be working in the computer labs with a slightly
higher level of education and experience in the level of technology to better support

. the needs in the computer Iabs with the students.

Commissioner Pogrund asked how many of these positions the District currently has,
Director Vellanoweth answered that right now there is only the one position at Vista

_ View Middle School, but with the growth of technology in the District, it is
* something that could be utilized at other sites, as well, especially at Middle Schools.

" Sandy Vaughan, "res;dent CSE.A., stated that she had also spoken with Ms

Vellanoweth about this classification. Her concern is with the salary range. She listed
several of the job duties of the proposed new classification. When hiring, the District

. wants the highest qualified person and-looks for the best candidate. Typically, more

than a high school diploma is desirable, and several years of experience. Comments
are ofien made when candidates are not of the highest quality, but when it cornes 1o
salary the District seems to be quife content with average.

- Motion by Commissioner Gooch to approve the Proposed New Classification —

Instructional Assistant — Computer 1.
Seconded by C;)m‘mis;sion'er Ewing, and carfied with a 3:0 vote.

Dizector Vellanoweth stated that it has become an annual event removing inactive
job classifications from the salary schedule. At the conclusion of each year, when
the job description review cycle is concluded for the year, the salary schedule is
reviewed to see which job classifications have been inactive and are pot in use, and

- remove them from the salary schedule. This does not mean that these classifications

cannot stifl be resurrected and used at a later date. The classifications that are being
recormmended for removal from the salary schedule have not been in use for quite
some time. The job descriptions are very dated and have not been reviewed or
updated because there are no incumbents in these positions. -



MINUTES OF THE JULY 10, 2014 o ~ - PAGE 3.
REGULAR PERSONNEL COMMISSION MEETING

REMOVAL OF
INACTIVE JOB
CLASSIFICATIONS
(CONTINUED)

SECOND PUBLIC
COMMENTS

COMMISSIONERS’
- REPORTS '

DIRECTOR AND
STAFF REPORTS

Director Vellanoweth recommended that the speciﬁed_:fi job classifications 'Bb
removed from the salary schedule at this time, and if at such finie, the District
comes to the Commission and states that there are duties {hat need to be reviewed,

" these classifications can be looked at and a recommendatlon may be made to

reactivate them, if necessary.

Sandy Vaughan, President, C.8.E.A., stated that there was a-concern with one of the
classifications being recommended for removal from the salary schedule, the
Equipment Méchanic. She stated that there were reasons that this classification was
not filled. The concern is that when the classifications are removed from the
schedule, it becomes a matter of "out of sight, out of mind”. Newer administrators
may look at the job classifications on the salary schedule, and not know that in
years past, there was a classification for an Equipment Mechanic, who repaired the
fawn mowers, for instance.

Commissioner Gooch stated that perhaps when someone is reviewing the active list .

_that it might be proposed to them that they might alse review the inactive list.

: Commissioner Pogrund asked whether there was a separate catalog of thosé

positions that have been removed.

. Director Vellanoweth answered that there is not a separate catalog, but it ‘is
- something that can be developed. Typically, what happens is that an administrator

will let Director Vellanoweth know that they have a need in a parti¢ular area or to
have certain job functions performed. From there, Director Vellanoweth will look at
the active and inactive job classifications to determine if the job duties fall into any
one of those classifications, or whether it is something that would warrant a
completely different classification. There is not a list that is currently prepared, but
it is somethmg thai the Personmel Office has record of and it could be prepared so
that it is readily available.

There were no'public comments.

Commissioner Ewing stated that the date for the next regular meeting of the
Personnel Commission is August 14, 2014, .

. Commissioner Gooch thanked Ms. Vellanoweth for the updated Annual Report of

the Personnel Comm1ss1on

Commissioner Pogrund had nothing to report.

Director Vellanoweth announced that the Board of Trustees voted to appoint Ronir
Ellis as the new Assistant Superintendent of Admmlstratlve Services, so she now

joins the Classified Management team.

iy



MINUTES OF THE JULY 10, 2014 PAGE 4
REGULAR PERSONNEL COMMISSION MEETING ’ :

DIRECTOR AND Commissioner Pogrund asked Director Vellanoweth to extend the Commissioners
STAFF REPORTS congratulations to Ms. Ellis. :
{CONTINUED) '

Director Vellanoweth also announced that Commissioner Pogrund has indicated
_ that he is interested in serving another three year term as Personnel Commissioner:

AI)JOURNMENT Motion by Commissioner Ewing to adjourn the July 10, 2014, Repular Personnel
Commission Meeting. ‘
Motion was. seéonded by Commissioner Gooch, and carried with a 3:0 vote at 4:51
pam. :

Michelle Vellanoweth, Directof, Classified P.ersdmiél
Secretary ta the Personnel Commission

Daté 7



OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo

TO: ~ Personnel Commissioners

FROM: Michelle Vellandweth
Director, Classified Personnel

DATE:  Aungust 14, 2014

SUBJECT: Agenda Item No. 6.A.1: Job Description Revision — Custodian

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 Custodian classification was fully reviewed in

March 2002, and reviewed with minor revisions in October 2005.

Recently the incumbents of the class were provided a copy of their job description for review. They also
provided detailed information about their current positions by completing a job analysis questionnaire and
worked with the Personnel Analyst and Director, Classified Personnel, to answer more detailed questions about
the tasks they perform in their jobs. Draft revisions were prepared and provided fo all Principals and the
Maintenance and Operations Manager, who were asked to review the proposed changes as well as provide

feedback on identifying essential duties.

Based upon information provided by the incumbents and the supervisors, modifications are proposed to the
Custodian job description. In addition, standard formatting changes and updates are proposed by the Director,
Classified Personne} in order to maintain consistency with the current job description format. The incumbents
and supervisors 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
Custodian job description.

Attachment: Proposed revised job description for Custodian dated Augusi 14, 2014.
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Recommendation
The Director recommends that the Personnel Commission review, discuss and adopt the propesed revisions to

the Custodian job description.
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OCEAN VIEW SCHCOL DISTRICT
f‘_\ Personnel Commission

CUSTODIAN

[OMIOB SUMMARY:

Under general supervision of the Principal/site supervisor keeps assigned structures and surrounding
areas in a clean, sanitary, safe and orderly condition; performs custodial and cleaning duties; does
special cleaning assignments, including those involving outside areas as requested; secures rooms,
buildings and appurtenances; during Winter, Spring and Summer recess periods Custodians work
day hours under the general supervision of the Maintenance and Operations Manager-Bupesviserof
3 aln A T L R T TN . - s ot o 1 o e ork ag:n HEeCeRSHIS,
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CLASS CHARACTERISTICS:

The Custodian is distinguished from the Head Custodian class in that the primary assignment 1s the
cleaning and closing of District offices and school sites during evening hours and that of the Head
Custodian is to open, clean and perform other assigned duties at school sites during day hours.

Works late afiernoon and evening shift, beginning at approximately 3:00 p.m. Reguired to change

regularly assiened shift to work during the day shift for winter, spring. and summer recess periods.

ESREPRESENTATIVE DUTIES (E denotes an essential function of

Cleans restrooms, class rooms, walls, windows and blackboards/whiteboards; E

Unlocks, locks, secures areas and turns lighting on/off as appropriate; E

Collects, disposes of trash, and redistributes waste containers; E

Vacnums rugs, carpets and other areas; E

Dusts, washes furniture, woodwork, cupboards, counters and other surfaces and areas; £
Fills soap and paper dispensers; E |

Sweeps, mops, scrubs, and waxes floors and surfaces of many types and kinds on inferior and
exterior of faclities; -E

Asrranges furnishings and equipment for meetings, classroom activities and events; -E

Communicates with staff and Principal/site supervisor regarding maintenance, safety and
activity issues; E



Custodian- continped Page 2

Checks arcas for vandalism, reporting or correcting as necessary; E
Sweeps walks, breezeways and other exterior arcas, remaoving gum and spots as necessary; E

Performs minor repairs and/or upkeep on facilities as anthorized (replace ceiling tiles, change
light bulbs, graffiti removal and touch-up painting, adjusting door closures, etc.); £

Reports needed major repairs promptly in accord with established procedures; -E
Mamtams custod1al eqmpment for proper operation and long-term service; E

Informs supervisor of needed servicing of equipment; -E

Keeps supplies in an orderly fashion and reordets supplies to assure on-hand avaiiqbﬂi&

May assist with special cleaning assignments and light maintenance tasks;

Keeps grounds free of rubbisﬁ;
May be asked to drive and pick up eguipment or materials at various éites;
May work on related assignments throughout District, when assiguéd;
May be called to work for site or District wide emergencies;

Some positions may require traveling to work at more than one site;

May put up/take down flag(s);

Participates in District in-services, workshops and/or seminars;

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

SUPERVISION:

General supervision is received from a Principal/site supervisor or designee daring normal
school session. During & WWmter sSprmg and :,Summe:rrecess peﬂods generajl supermsmn is

reecived from the Supes ; ney-Sery
and Operations Manager. Leaders]:up, guldance and some assngnments are also prowded by

the site Head Custodian.

Supervision is not exercised over other employees.

i



Custodian- continued Page 3

MINIMUM QUALIFICATIONS:

Knowledge of:

e Proper methods, materials, tools and equipment used in custodial work;

& Modemn cleaning methods including basic methods of cleaning and preserving floors
whiteboards, carpets. fumnitire, wall, and fixtures;

® Proper methods of storing equipment, matertals, and supplies:

s Appropriate safoty precautions and procedures.

Ability to:

e Perform basic custodlal work;
Learn custodial procedures, methods, and techniques;

&

® Maintain classrooms, offices, and other schogl facilities in clean. safe and secure condition;,

* Use common cleaning equipment and supplies safely and efficiently

. Read, write, understand and follow verbal and written instructions in English, including
those found on custodial supplies and equipment and following a work schedule;

* Communicate in English, well enough to be understood and convey specifics in emergency
sitnations; :

» Work late afternoon and evening hours;

@

Work independently without close supervision;

° Estabhsh and mamiam effectlve mtemersorzal felatzonsh@s using tact, patience and courtesy.

HEducation:

¢__Individuals possessing the foregoing kmowledge, skills and abilities listed above are
considered fo possess education-safficient necessary to succeed in this classification._The
basic educational skills are typically acquired in commpletion of high school.

Experience:
e Six (6) months of previous custodial work experience is required.
LICENSES REGUIRED:

Some positions may require a valid and appropriate California Driver License in order to pick up
supplies, equipment or work at more than one site.

PHYSICAL DEMANDS, & WORKING ENVIRONMENT AND HAZARDS:

Performg heavy work - occasionally lifts, carries, and/or pushes objects weighing up to 100 pounds;



Pase 4

Custodian- continued

frequently lifts, carries and/or pushes objects weighing 25 ormore pounds, reaches above shoulders,
walks (occasionally on uneven surfaces), stands, climbs (ladders, stairs), and uses both legs; uses
fingers on both hands to grasp irregularly shaped objects; operatés mobile motorized equipment;
visual acuity sufficient or correctable to sec small details; works inside and outside; works with sharp
objects; is exposed to frequent temperature changes, noise, odors, dust, fumes and/or vapors; may
Work in isolation from others frequenﬂy mthout dII'CCt gmdance ﬁom supervlsor %rks—i&te

Employment contjngent upon passing physmal and back evalua’uon test Re&sonable
accommodations mav be made to enable individuals with disabilities to perform the essential
functions of the position.

R

®

Custodiap—continued
!.,l:uu‘r"}

Last revised 3/14/02
Revisions effective 10/13/05
Revisions effective:




OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo

TO: Personnel Commissioners

FROM: Michelle Vellanoweth
Director, Classified Personnel

DATE: August 14,2014
SUBJECT: Agenda Jtem No. 6.A.2: Job Description Revision — Delivery Worker

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 Delivery Worker classification was ﬁJlly reviewed
in December 2004. In September 2007 it was reviewed with minor revisions.

Recently the two incambents of the class were provided a copy of their j ob description for review. They also
provided detailed information about their current positions by completing a job analysis questionnaire and
worked with the Personnel Analyst and Director, Classified Personnel, to answer more detailed questions about

the tasks they perform in their jobs. Draft revisions were prepared and provided to the supervisors,
Maintenance and Operations Manager and Director, Food Service, who were asked to review the proposed

changes as well as provide feedback on identifying essential duties.

Based upon information provided by the incumbents and the supervisors, modifications are proposed to the
Delivery Worker 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
mcumbents and supervisors 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
Delivery Wozker job description.

Attachment: Proposed revised job description for Delivery Worker dated August 14, 2014.
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Recommendation
The Director recommends that the Personnel Commission review, discuss and adopt the proposed revisions fo

the Delivery Worker job description.
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OCEAN VIEW SCHOOL DISTRICT
Personnel Commission

DELIVERY WORKER

| BEEINITIONIOB SUMMARY:

’ Under general supervision, drives a variety of vehicles to pick tp and/or deliver foodstuffs, mail,

money. supplies, equipment, books and a variety of other materials; ioads and unloads delivery
tmcks; semsrelated woslcas-nesessary-or required. ’ ’

CLASS CHARACTERISTICS:

The delivery worker is the entry level classification in the Delivery Series. Incumbents in this class
are responsible for picking up and delivering matgrials to District facilities. Incumbent’s duties
may vary by assienment, truck driving and delivery duties are common fo ail positions in this
classification. The Delivery Worker is distinguished from the Storekeeper classification in that the
primary duties of a Delivery Worker are to pick up and deliver foodstufs, material and equipment
and that of the Storekeeper are to operate and maintain a central warehouse with responsibility for

receiving, storing and issuing materials, supplies and equipment.

the job.):
{NQOTE: The listed duties described are typical for the class collectively, duties may apply according
to assigned area.}

FIESREPRESENTATIVE DUTIES (E denotes an essenticl function of

May drive a refrigerated truck to pick up and deliver a variety of food items to and from
various school sites following a designated route and/or scheduleaceerding-to-a-time
chedule snd via-desisnated routes; I/

el oy CAS

May drive a truck or other delivery vehicle to pick up and deliver supplies, mail, ‘
eguipment, furniture, books, film, classified & certificated pay checks and a variety of
other materials to and from the warehouse, administrative and school offices, following a

designated route and/or schedule; £

Process documents and materials such as packing stips, and backorders: E

May assist the storekeeper or central kitchen coordinator in a variety of warehouse or
kitchen dutics; E

| Group items for delivery, load, and unload food, materials and/or equipment; -I¥

| Maintain an inventory of supplics, a record of deliveries and prepare associated reports; -

Maintain vehicles in a safe condition, perform a daily routine insf»ection of fluid levels and
tire condition. promptly observing and reporting any static or driving deficiencies noted; E

May-mMake money pickups from school site lunch money, fand raising and/or sales
activities and take cash/check deposits to banks;

11



Delivery Worker - Continned Page 2

May operate a computer with job specific software to maintain accurate records.

Perform-other dutiesasrequiredP erform other duties as reguired fo awomnéxsh the

obiectives of the position.

SUPERVISION:

General supervision is received from the Dircctor, Food Services or Mamtenance and
Operations Masager depending on assignment.

Supervision is not exercised over other employees.
MINIMUM Q:UALIF_[CATIONS:

Knowledge of:

e Standard loading and unloading delivery procedures;

3 Safe and efficient driving principles and fechnigues:

s - Traffic laws and safe driving practices;

¢ ___ Proper methods for handling food items and storage of materials.

Ability to:

Maintain a work schedule without close supervision;

Keep accurate records;

e Operate a varicty of vehicles skillfully and safely;

®  Operate a variety of equipment assomated with the handling of materials and supplies;
Learn District and area roadways;

Learn to operate a personal compiter and related job specific software;

Understand and follow written and oral instrictions;

Ors!amze and modlfv schedules to accemmodate mzplanned changes:
v ins Establish and maintain

effecm e ;ﬂzgggersonal relaﬁons using tac; patlence, and courtesy.

CEEMPLOYMENT STANDARDS:

QQOB‘QO'U

Education:

o Individuals possessing the foregoing knowledges, skills and abilities Ested-above are
considered to possess the education necessary to succeed in this classifiestion. The basic
educational skills are tvpically acquired in completion of high school.

Experience:

o A satisfactorv driving record.
Ome (1) vear of Seme-safe driving experience operating a light or medium dnty track

erpetience-in deliveringy and distributingea of food, materials, supplies and/or
equipment-is-desirable;

12



‘ l Drelivery Worker - Continned Page3

or

e One (1) vear of experience as a Food Distibution Worker for the Ocean View School
District.

LICENSES REQUIRED

e Mist possess and mainiain a valid and appropriate Califormia Driver License.

o H-6 Current Department of Motor Vebicle printout . ‘
¢ Positions assiened to the Food Services Department will be required to complete Food

Hagdlers Certificate within one {1} month of employment, ServSafe Certificate preferred.

PHYSICAL DEMANDS, ANS WORKING ENVIRONMENT AND HAZARDS:

| Performs heavy work - frequently lifting, carrying for short distances, and/or pushing objects
weighing up to 50 pounds; occasionally lifting, carrying and pushing objects weighing 75
pounds; infrequently lifting or pushing objects weighing 100 pounds; stands, walks, stoops,
kneels and bends; uses both hands simultaneously; speaks clearly and hears normal voice
conversation; has color vision/distinguishes shades, sees small details and long distances; drives
a vehicle; works inside and outside; is exposed to frequent temperature changes, dust, chemicals,
odors; has direct contact with public, students and other district staff; occasionally may be
exposed to minor contagious ilinesses; frequently works with delivery deadlines without direct
puidance from supervisor; Employment is contingent upon passing a physical and back
cvaluation test. Reasonable accommodations may be made {o enable individuals with disabilities

to perform the essential functions of the position.

Revised 10/11/01
Last revised 12//9/04
Revisions effective 9/13/07

Job Description Review and Revisions Effective

13






OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo

TO: Personnel Commissioners

FROM: Michelle Vellanoweth
Director, Classified Personnel

DATE: Aungust 14,2014 -
SUBJECT: _Agenda Item No. 6.A.3: Job Description Revision — Driver Trainer

Backoround 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 Driver Trainer classification was last reviewed in
1997. Although the classification has remained active, it was only being utilized for work performed on a
temporary basis and was not reviewed as part of the three year job description review cycle.

Recently the employee who performs the duties of this classification was provided a copy of the job description
for review. They also provided detailed information about their current position by completing a job analysis
questionnaire and worked with the Personnel Analyst and Director, Classified Personnel, to answer more
detailed questions about the tasks they perform in their jobs. Draft revisions were prepared and provided to the
temporary supervisor, Maintenance and Operations Manager, who was asked to review the proposed changes as

well as provide feedback on identifying essential duties.

Based upon information provided by the employee and the supervisor, modifications are proposed to the Driver
Trainer job description. The title of “trainer” is a term of limited scope when used to describe the typical duties
of this position as it only addresses the behind the wheel duties of the position. As this position is expected to
conduct classroom instruction and maintain licensing documentation in addition to conducting behind the wheel
fraining, the more standard tifle designation in the industry is “instructor” rather than “trainer”. Therefore, in

order to be consistent with the acoepted industry terminology and provide a more accurate and descriptive job
title, it is recommended that the current title of the position Driver Trainer be changed to Driver Instmactor. This

proposed title change will not have any effect on the current salary of the position. 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 employee and supervisor have reviewed and

recommend the final draft which is attached.

Tt is therefore requested that the Personnel Commission review, discuss and adopt the proposed revisions to the
Driver Trainer job description and change the title of the classification to Driver Instructor.

Attachment: Proposed revised job deseription for Driver Instructor dated Angust 14, 2014.

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

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

the Driver Trainer job description and change the title of the classification to Driver Instructor.
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DRIVER TRAINER INSTRUCTCGR

| DEERETIONIGE SUMMARY:

Under general supervision of the Director, Transportation, assists-s-coordinatesing the District's
school bus driver iraining program and mainta;inggiﬁg all licensing records;- plans, prepares, and
conducts individual or group trainin s for school bus and other bus driver irainees.
Drives 2 school bus over des1,c_r.nated bus routes for the purpose of transportmg students to and

from school or spec1a1 trips. assy

CLASS CHARACTERISTICS:

The Driver Instructor is distinguished from other transportation classes in that the Driver
Instructor is responsible for providing training to bus drivers for certification or renewal.

Incumbents in this class have been certified by external agencies to provide classroom and

behind the wheel instruction and evaluation to prospective drivers.

%Q%@—LES@F—DU@%ESREPRESENTATIVE E}UTIES (F denotes an essential function of
the job.):
Plans, schedules, conducts classroom and behind-the-wheel tra;mmg2 renewal and

refresher In-service training for District _School Bbus Dédrivers and mechanies, covering
such areas as safe, proper, defensive driving techniques and other related skills and tasks;

eConducts feld observations of Drivers; evaluates driving skills, including those required
for in service rencwal of Special BesDriver Certificate; '

iInstructs driver trainees and others in first aid, methods of bus stop area and bus loading
and unlcading boarding, exiting and riding safety; required safe bus evacuation drills and
practices for pupils: Federal, State, City and District rules, regulations, laws, ordinances

involving pupil transportation;

eCoordinates and evaluates school bus emergency evacuation drills;

Train drivers on special education needs equipment and apparatus;

mPrepare and maintains bus driver license records including license and certificate
expirations, medical expirations, medical cerfifications and expiration, first aid
certification and expiration., personal information, driving records and fraining hours

required for the renewsl;

5



Page 2

Driver Instructor — Continned

iInputs and refrieves information and data utilizing various office and data/word -
processing equipment; ' '

Determine proficiency and assmts dlspatc‘l in assigning dnvers to rﬁutes requirig

utilization of manual and/or hydraulic wheelchair lifis;

sSchedules bus driver physical examinations, keeps records of same;
kK eeps-current in laws, regulations governing pupil transportation and equipment;

Schedule testing appointments with outside agencies for renewal of various license and
certificates;

Attend and partiéivate in a variety of meetings and driver instructor advisory council

community mectings related to assigned activities to_maintain current knowledge of

applicable laws, codes. regulations and District policies and procedures:

e0perates District vehicles, drive a school bus to cover routes and field frips as needed;

Assist in fraining of mechanics whg may need io appiv for a commercial driver hcense
and other requirements; - : tee-w RECEessary- oE Fequire

Assist the dDispatcher and the Transportation Director as required;

Perform other duties 2s required to accomplish the objectives of the position.

SUPERVISION:

General supervision is reccived from the Director of Transportation.

Supervision is not exercised over other employees, but does inclnde coordinating and

leading bus driver trainees.

MINIMUM QUALIFICATIONS

Know!edge of:

Thorough knowledge of the goals and objectives of the school bus driver training
program plus the methods and technigues of training and evaluation:

e Principles, concepts, technigues of driving, inspecting and managing passengers on
vehicles of the appropriate type and size:

e All motor carmier policies relating to the operation and fransportation of passengers;

16



Driver Instructor — Continued Page 3

e Provisions of the California Motor Vehicle and Education, and other Codes and
Administrative rules and regulations applicable to the transportation of pupils; -
aAppropriate safety precautions, procedures, defensive driving methods and techniques;
e Pprinciples, methods, used to train school bus driver drivers in required skills,

knowledges and abilities;

d Principles, methods. practices, and techniques ef state certified driver training;

° Principles and practices of safety and health reguiations related to pupil trangportation;
° First aid practiees;
 Pupil management, special needs behaviors and community relations;

_ Procedures of transporting., loading and unloading of wheelchair equipment:

simple-Detailed record keepimgkeeping and confidentiality’;
¢ -bBasic math, oral and written communication skills, good English usage.

é ®

Ability to: :
Plan, develop and implement school bus driver training program;

Train others in the safe and efficient operation of a school bus;

sOperate District motor vehicle equipment using legal and defensive driving methods;
H_earn to operate word/data processing and other office equipment; '

KkKeep records and effectively plan and organize work:

Apply and explain information to others related o pupil transportation;

Identify and suide others on safety and health regulations, policies. and procedures related
to pupil transportation:

Observe and evaluate driving performance and abilities of District drivers;

Effectively communicate orally and in writing:;

sUnderstand and carry out oral and written instructions;

Plan and organize work;

Operate a two-way radio;

Work independently with little direction;

Estabh sh and ma;mtam effectwe m‘tcmersonal relaﬁonsblps using tact, patience and courtesy;

2 % |a | |@ | |o

® e @

®|®fe e

Educatiop-and ExperienceEMPLOYMENT STANDARDS

Education:

Hish school diploma or equivalent;
Completion of Driver/Trainer lnsiictor conise;
Certifieate-of cCompletion of California Department of Education School Bus Driver

M
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Driver Instruetor— Confinued Page 4

Experience:

e Three (3} vears of recent successful Driver Instruction exgerie_nce in the type of operation
and knowledge pertaining to opsite district vehicles fypes for which the nstructor will be

emploved.

Or

e TFive (5) veafs as a school bus driver for the Ocean View School District in the type of
operation and knowledpe pertaining to onsite district vehicles types for which the
instructor will be emploved. Recent successful experience as a Driver Instructor is

desirable.

e _Driving record with no charpeable accidents in any vehicle within three years preceding

 the application date. -

LICENSES REQUIRED

' '?dﬁéséiﬁh_ﬁf"é'ifélfiﬁﬁd"ajﬁﬁrébﬁét'é California Class A of B Comuiercial diiver leenss, with

passenger “P” and School Bus “S” endorsements:

Current medical examiner’s certificate; '

Valid California Special Driver Certificate for school bus with ne restrictions except numbers
“1” (automatic ransmission only) and “6” (first aid test waived).’

Valid stendard Red Cross First Aid Certificate;

Possession Certifieate-of eompletion of unrestricted California Department of Education School
Bus Driver Instructor Certificate. )

Department of Motor Vehicle (DMV) driving record dated within the last 30 days of application

or cerfification for interview. .
All of the above licenses, certificates and endorsements must be maintained as a condition of

continued employment.

S, WORKING ENVIRONMENT, AND HAZARDS

PHYSICAL DEMAND
B sl Fhaymamn o o s BRI

Safely lift, carry, push up to 25 punds; frequently sits, climbs stairs, maintains balance, stoops,

bends, kneels and reaches over head; uses both hands and legs simuttanccusly; repetitively twists

- and exerts pressure with wrists and hands; speaks clearly and hears normal voice conversation,

uses a computer; has depth perception and color vision; sees small details and long distances;

drives a vehicle; works inside and outside; works with lond noises and vibration; occasionally

exposed to fumes, gases, chemicals, odors, machinery with moving parts, and moving vehicles;
W

frequently exposed to minor, occasionaily severe, contagious diseases; has direct contact with

18



Driver Instructor—- Continued Page 5

public and stadents. Emnlovx-nent is contingent upon passing a pre-employment drug testing
(DOT)._Passing randorh and perigdic drug and alcohol testing as required by the Department of

- Transportation, is required as a condition of continued employment. Reasonable

accommodations mayv be made to enable individuals with disabilities 1o nerform the essential
functions of the position.

4/97
Job Description Review and Revisions Effective:
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OCEAN VIEW SCHOOL DISTRICT
'PERSONNEL COMMISSION

Memo
TO: ' Pei'sonnel Cominjssioners

FROM: Michelle Vellanoweth
Pirector, Classified Personnel

DATE:  August 14,2014
SUBJECT: Asgenda Item No. 6.A.4: Job Description Revisiom — Head Custodi'an'

Backeround Information

The Personnel Commission Rules provide for a periodic review of the content of classification specifications, to
ensure they adequately and accurately represent dutics being performed by incumbents, and that the requisite
skills, knowledge and abilities reqmred are approprlate The Head Custodian classification was fully reviewed

in May 2002, and reviewed with minor revisions in October 2005.

Recently the incumbents of the class were provided a copy of their job description for review. They also
provided detailed information about their current positions by completing a job analysis questionnaire and
worked with the Personnel Analyst and Director, Classified Personnel, to answer more defailed questions about

the tasks they perform in their jobs. Draft revisions were prepared and provided to all Pnnclpals and the
Maintenance and Operations Manager, who were asked to review the proposed changes as well as prov:lde

feedback on identifying essential duties.

Based upon information provided by the mcumbents and the supervisors, modifications are proposed to the
Head Custodian 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
incumbents and supervisors have reviewed and recommend the final draft which is attached.

Tt is therefore requested that the Personnel Commission review, discuss and adopt the proposed revisions to the
Head Custodian job description.

Attachment: Proposed revised job description for Head Custodian dated Aungust 14, 2014,

.
------------------------------------------------ e e e T A R L LRl S R LA Ll A baadd

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

the Head Custodian job description.
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| HEAD CUSTODIAN

Under general supervision, the Head Custodian opens the school/site and keeps assigned
structures and surrounding areas in a clean, sanitary, safe and orderly condition; performs
custodial and cleaning duties; daily meets with and coordinates the work of evening custodial
staff: does special cleaning assignments, including those involving outside areas as requested;
secures rooms, buildings and appurtenances; during Winter, Spring and Summer recess periods
Head Custodians work under the general supervision of the Supervisorof '
WarehouseMaintenance and Operations Managers-Castedial-and Hraerge

Lt £ :
£ 8 WS CFid Tk,

CLASS CHARACTERISTICS:

The Head Custodian is distinguished from the Custodian class in that the primary assignment is -
the opening, cleaning, and performance of minor maintenance tasks at District offices and school
sites during daytime business hours and that of the Custodian is to clean, close, and lock-up the
District office and school sites and perform other assigned duties during evening hours.

EXAMPLES OF DUTIES REPRESENTATIVE DUTIHS {F denoies an essential function
of the job.): ' '

Sweeps, mops, scrubs, and waxes floors and surfaces of many types and kinds; E

Vacuums rugs, carpets, and other areas and, as site schedule permits, shampoos and/or
spot cleans carpets and mats; -E :

Cleans restrooms, classrooms, locker rooms, showers, and other schoc] facilities, walls,
windows, projectors, SMART boards, and whiteboards; -E

Picks up litter from around the school/site, emptyies trash and waste receptacles, fills
soap and paper dispensers, and changes light bulbs as necessary, E

Turns Lighting on/off as appropriate, unlocks, locks, and secures areas as appropriate; -E

Prepare and Ecleans aﬂd—grepﬁfes'facﬂiﬁes for opening, lunch and nuftrition periods
indoors or outdoors depending on the weather; E

Checks areas for vandalism, repairs damage, and cleans/removes graffiti as necessary; -£
Moves and arranges furniture and equipment for special events and activities; -

Responds fo a variety of urgent and/or emergency calls for custodial, light maintenance,
or other services; E

Sweeps walks, breezeways and other exterior areas; -E

43
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Eead Custﬂdmﬂ can&nmé Page 2

Performs light maintenance tasks on buildings and general grounds at a school or office site
including, but not limited to, doing minor repairs on furniture, office and instructional
equipment, carpet, locks, doors, hinges and related closing devices, plumbing and/or
restroom, and playground equipment; writes and monitors work orders for the more major

repairs; E

Keeps pnnmpal informed of custodial needs, work completed, supply and eqmpment
needs-and/or orders placed and the schedulmg of custodial Work, -E

* Provides assistance to maintenance staff in petforming District zone maintenance tasks;
Conducts regular facility mépecﬁons for safety and to determine maintenance and repair
needs; -E

Rakes and ensures proper depth of W()Cfd chips in sand box argas where playground
equipment is located; -E

Works with community groups that use school grounds and facilifies to ensure rooms are
properly set up and configured to meet user rcquzrcmcnts E

Delivers received school/office supplies to appropriate staff and /or location.
May provide training for evening custodial staff;
May schedule and/or inspect the work of evening custodial staff;

May provide input regarding employment, retention and evaluation of evening custodial
staff; '

Dusts, waxes, washes and polishes furniture, woodwork, cupboards, counters and other
surfaces and areas as site schedule permits;

May adjust thermostats, as authorized and/or required;
May water lawns and shrubs;

May assist school staff as ernergencies arise. is-enforceing closed campus policy and may
provide a custodial presence during Tusich and/or nutrition periods;

May assist school site perscnnel with bus pickups of students to monitor attendance:

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

W2
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Head Custodian - continued Page 3

SUPERVISION:

General supervision is received from a Pnnc:lpalf site supemsor or designee during
normal school session. During w Wi‘x&-mter sSprmg and sSummer recess penods general

supervision is received from the S
ServicesMaintenance and O’gera%:mns Manager.

Supervision is not exerc:sed over other employees. However, leadership, guidance, and
specific cleaning assignments may be provided to evening custodial staff.

MINIMUM QUALIFICATIONS:
Knowledge of:
¢ __Proper methods, materials, tools and equipment used in custodial and light building

mamtenance work
\ o EEL edresSafety rules and regulations applicable io
school bmldmg,g aﬂd dm@sal sf hazardoas materials; T

Methods maintaining schocl facilities in a clean and samtarv condition;

@
e Cleaning products and equipment used in custodial work;
@ Bagic math;
o Basic computer, email, and maintenance job tracking program;
& Prmc:tplem of leadership and training.
Ability teo:

50___ Perform basic custodial and light building maintenance work;
Usze common eiectrical cleaﬁiﬁg @uj@}ent;

. Lead and pr0V1dc d1rect10n/tralmng on cleanmg methods for evening custodial staff;

e Read, write, understand and follow verbal and written instructions in English, including
those found on custodial supplies and equipment and following a work schedule;

» Understand and carry out oral and written instructionsCommuniesteinEnglish, well cnough
to be understood and convey specifics in emergency situations;
®  Work safely and effectively with considerable independence;
o Perform strennous physical work without close supervision;

£
<o
®_ Maintain simple records;

e Learn to operate a PC (Personal Computer) and applicable shop specific software,
-3

*

W@ﬂc eﬁ‘ectivelv m 2 scheoi environment
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Head Custodian - continued Page4

(CEEMPLOYMENT STANDARDS:

Hducation:

@ Individuals possessing the foregoing knowledge, skills and abilities listed above are
considered to possess education suffretent-necessary 10 succeed in this classification. The
basic educational skills are typically acquired in completion of high school.

Experience:

e One(1) year of experience as a custodian working independently in cleaning and
maintaining major buildings and adjacent areas is required, prior experience in custodial
work for a school district is desirable. '

LICENSE REQUIRED:

Seme positions may-require pPossession of a valid and appropriate California Driver's License.

PHYSICAL DEMANDS, -ANB-WORKING ENVIRONMENT AND EAZARI}'S:

Performs heavy work - occasionally lifts, carries, and/or pushes objects weighing up to 100
pounds; frequently lift, carries, and/or pushes objects weighing 25 or more pownds; walks
(occasionally on uneven surfaces), stands, climbs (ladders/stairs), stoops, kneels and bends and
uses both legs; reaches above shoulders; uses fingers on both hands simuftaneously to grasp
irregularly shaped objects; communicates clearly and is-able to understand normal voice
conversation; visnal acuity sufficient or correctable to sees small details and long distances; may
drive a vehicle and operates mobile motorized equipment; works inside and outside; is exposed
to temperature changes, dust, pet dander, chemicals, strong odors and minor contagious illnesses;
has direct contact with public, students and other district stafl; frequently works with deadlines
without direct guidance from supervisor; employment is contingent upon. passing physical and
back evaluation test. Reasonable accoramodations may be made o enable individuals with

disabilities to perform the essential fanctions of the position.

Last revised 5/9/02
Revisions effective 10/13/05
Revisions effective

G
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OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo

"TO:  Personnel Commissioners

FROM: Michelle Vellanoweth
Director, Classified Personnel

DATE: Aungust 14, 2014 ‘
SUBJECT: Agenda Item No. 6.A.5: Job Description Revision — Storekeeper

Backeround Information

The Persomel Commission Rules provids 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 Storekeepﬁr clasmﬁcatton was fully revlewed in
September 2002. In February of 2005 it was reviewed with no revisions. '

Recently the incombent of the class was prowdcd a copy of their job description for review. They also provided
detailed information about their current position by completing a job analysis questionnaire and worked with -
the Personnel Analyst and Director, Classified Personnel o answer more detailed queshons about the tasks they
perform in their jobs. Draft revisions were preparcd and provided to the supervisor, Maintenance and
Operations Manager, 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 the supervisor, modifications are proposed to the
Storekoeper 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
Storekeeper job description. o

Attachment: Proposed revised job description for Storekeeper dated August 14, 2014.

------------------------------------------------------ P T L e L R R R L LR el

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

the Storekeeper job description.

25






OCEAN VIEW SCHOOL DISTRICT
' _Pcrsonnel Commission

STOREKEEPER

Wg@g SUMMARY:

Under genera.i supemsmn of Maintenance and Operations Manage 3
- siees, is responsible for the operation of the D1str10t’s centrahzed

Warehousc funcﬁons mamta.m central stock control and inventory systems; responsible for the
receipt, storage issuance and dehvery of matenals supphes and equipment to sites throughout

CLASS CHARACTERISTICS:

The Storekeeper is distingnished from the Delivery Worker i in that the primary duties of the
Storekeeper are to operate and maintain a central warehousing facility with responsibility for

receiving, storing and issuing materials, supplies and equipment and those of the Delivery
Worker are to pick up and deliver foodstuffs, material, supplies and eqmpment to sites

throughout the Disgrict.

REPRESENTATIVE BUTIES (E dengtes an essential function of

W T

Orgamzes and performs work related to the operation of a central receiving and standard
materials storage warehouse; -E

Receive, prepare and distribute supplies and equipment to various district locations; B

Establishes and maintains a system of recelpt and verification of shipment receipt,
storage, issuance and delivery or distribution of materials; -F

Inspect& goods received for buy—out merchandise and stores inventory stock items,
comparing packing slips against merchandise received and noting conformity to purchase

orders, identifying any shortages and/or damages; E

Maintains complete records of all transactions processed by the warchouse for shipment
to sites by inputting the pick ticket order into the bi-tech system, which prints cuta
packing slip to be placed with the order for verification of receipt by the site; E

Fills requisitions by pulling the pick ticket order from the shelved inventory, wrapping,
packing, and labeling parcels for shipment and delivery; £

Maintains a perpetual inventory on standard warehouse stock items, rotating stock to
* mainiain freshness and coordinating resupply with the business/purchasing oifice; £
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Storekeeper - Continued Page 2

Tags and maintains a log of fixed assets received inchuding the senai numbers of specific
material;

Operates and performs rovtine maintenance on machinery and equipment associated with
warehouse operations and storage, including a forklift, stock chaser and tying machines;

Operates District vehicles to make deliveries as needed;

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

Zaged

SUPERVISION:

General supervision is recmved from -the- Mamtenance and Oneraﬁons
ManagerSuperviserof- Wa A BRIy

Supervision is not exercised over other employees.
MINIMUM QUALIFICATIONS:

Knowledge of:
° Warchousing procedures for the receipt, inspection, placement, storage, packaging,
~ issnance and delivery of goods and materials;
Use and terminclogy of reguisitions, purchase erders, and other warehouse documents:

&

e Perpetual and physical inventory and receipt procedures;

® Equipment and supplics used in a school system;

e Basic understanding of the use of a PC (Personal Computer);

° Safety regulations and practices relating to storing, moving, and loading equipment and

heavy itemns;
® Basic record keeping and filing systems.

Ability to:
@ Maintain accurate warehouse inventory control and shipping and receiving ies-and
records; '

® Work alone or with others and be self directing in establishing work priorities;
Understand and follow oral and written instructions;
e Operate and maintain various types of mechanical equipment for handling stock;
Operate a PC (Personal Compister) and Iearn to effectively utilize the bi-tech and
warchouse gpecific software;
Exercise proper fudement in loading elevators and in loading and operating equipment:
® zstabhsh and ma.mzam eﬁec’nve mtemersona} relatzens using tact, patience, and courtesy.
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Storekeeper ~ Continned Peoce3d

NECEEMPLOYMENT STANDARDS:

Education:

e Individuals possessing the foregoing knowledge, skills and abilities are considered to possess
the education necessary to succeed i this class. The basic educational skills are typically

acquired in completion of high school :

Experience:

¢ __Two (2} years of progressively respensible experience in receiving, storing, issuing

supplies and materials in a warehousg environment.
EICENSES REQUIRED:

Must possess a valid and appropriate California Driver License.

PHYSICAL DEMANDS, AND- WORKING ENVIRONMENT AND HAZARDS:

Does heavy work, frequently lifting or carrying for short distances, and/or, pushing objects
weighing up to 50 pounds; occasionally lifting, carryihg and pushing objects weighing 75
pounds; infrequently lifting or pushing objects weighing up to 100 pounds; frequently stands,
walks, bends, and reaches over head and shoulders; occasionally sits, stoops, kneels, and climbs
on ladders or step stools; uses fingers on both hands to grasp irregularly shaped objects; speaks
clearly and hears normal voice conversation; has normal color vision/distinguishes shades; visnal
acuity sufficient or correctable to see small details and long distances; operates mobile motorized
equipment and occasionally drives a District vehicle; primarily works inside a large warehouse,
occasionally works outside; is exposed to frequent temperature changes, dust, chemicals and
odors; has direct contact with other district staff; occasionally may be exposed to minor
contagious illnesses; frequently works with delivery deadlines without direct gridance from
supervision. Fmployment is contingent upon passing a physical and a back evaluation test;
Reasonable accommodations may be made fo enablc individuals with disabilities to perform the

essential functions of the position.

Last revision 9/5/02 |
Reviewed 2/17/05 - No revisions made
Job Description Review and Revisions Approved
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OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo

TO: Personnel Commissioners

FROM: Michelle Vellanoweth
Director, Classified Personnel

DATE: August 14, 2014
SUBJECT: Agenda Ytem No. 6.A.6: Job Description Revision — Transportation Dispatcher

Backeround Information

The Personnel Commission Rules provide for a periodic review of the content of classification specifications, o
ensure they adequately and accurately represent duties being performed by incumbents, and that the requisite
skills, knowledge and abilities required are appropriate. The Transportation Dispatcher classification. was fully
reviewed in September 2002. In April 2006 it was reviewed with no revisions.

Recently the incumbent of this class was provided a copy of their job description for review. They also
provided detailed information about their current position by completing a job analysis questionnaire and
worked with the Personnel Analyst and Director, Classified Personnel, to answer more detailed guestions about
the tasks they perform in their jobs. Draft revisions were prepared and provided to the temporary supervisor,
Maintenance and Operations Manager, 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 the supervisor, medifications are proposed to the
Transportation Dispatcher 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 employee and supervisorhave reviewed and recommend the final draft which is attached.

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

Attachment: Proposed revised job description for Transportation Dispatcher dated Angust 14, 2014.

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

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

the Transportation Dispatcher job description.
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'TRANSPORTATION DISPATCHER

FONJOB SUMMARY:

Under general supervision of the Director of Transportation, ensures all regularly scheduled bus
routes and special trips are staffed; assists in coordinating bus schedules for daily routes, field
trips, sporting events and other District functions; evaluafes, resolves, and/or makes
recommmended solutions to incidents ané! or acmdents may act to facilitate operatlons in the

absence of the Director—assusme

CLASS CHARACTERISTICS:

This is a position having significant responsibility for ensuring Bus Drivers are present and all
regularly scheduled bus routes and special trips are properly covered. The incumbent is expected
io work independently in concert with the requirements and general procedures established by the
Director of Transportation. This posmon is routinely designated to act in the absence of the

Director of Transportation.

ESREPRESENTATIVE DUTIES (£ denotes an esseniiel function of

Daily, ensures all regular bus routes and special trips are properly covered, notifyies
drivers of necessary route and/or assignment changes; -E

Contacts and assigns substitute drivers as needed; -E

Prepares bid sheets on regular, overload, field trip and other special assignments to
determine which drivexr gets the assignment, based on sentority; E

Annually establishes daily bus schedules for the regular school year bus routes and
summmer school bus routes ; E

Maintains accurate records of drivers regular hours and a variety of other records related
to the operation of the Transportation Department; -E

Computes transportation mileage and hours for sporting events, charters, field and other
special trips for billing purposes; -E

Maintains updated lists of students serviced and records of parent and/or guardian
information to ensure ability fo contact as necessary; -E
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Transportation Dispatcher - Continued

Page 2

Handles daily departmental contacts and inquiries, and processes field tnp, sports, and
after school activities request forms. -

Compiles and analyzes data, prepares reports, utilizing a PC (persona.l computer) with
appropriate software and other office equipment; -E

Operates District vehicles and school busses utilizing legal and safe defensive driving
techniques as necessary and/or required; -E

May open facilities.

SUPERVISION:

General supervision is received from the Director of Transportation.
Daily is responsible for assigning and dispatching Bus Drivers to cover routes and
assipnments. Supervision is not exercised over other employees.

MAINIMUM QUALIFICATIONS:

Knowledge of:

-]

]

[

@

@

Provisions of the Cahforma Motor Vehicle, Education and other Codes and
Administrative rules and regulations applicable to the transportation of pupils;

" Defensive driving methods and techniques, appropriate safety precautions and

procedures;

Standard record keeping and filing system procedures;

e Understanding of word processing, spreadsheet, database, Internet and E- mall computer
software applications;

Basic mathematics used in an office environment;

Correct English usage, spelling, grammar and punctuation;

Business office telephone techniques and etiquette;

Ability to:

¢ Plan, organize and prioritize work of self and coordinate the work of others;

e Read, understand, carry-out, and explain a variety of general and technical policies and
materials;

e Operate vatious office equipment including a PC (personal computer) and effectively
utilize word processing, data base, Internet and E-mail software;

Waintain Keeprecords and filing systems;

Understand, carry out and give oral and written insiructions;

3



Transportation Dispatcher - Continued

Operate Dlsinct motor vehlcle eqmpment using legal and defensive driving methods

EEMPLOYMENT STANDARDS:

Hducation:

¢ Requires a high schosl diploma or equivalent.

Expericnee:

e Resea,Two (2) vears of recent successfal work éxperience as a school bus driver.

Soms work exﬁcrience in a position that demonstrates comprehension/familianty with the

concepts/principles of route form ation and dispatching procedures and techniques.

LICENSES REQUIRED:

e Possession of a valid California Class A or B Commereial driver license with Passenger

»P” and unrestricted School Bus “S” endorsements;
¢ Possession of a valid California Special Driver Certificate for school bus withno
restrictions exeept numbcrs “1* (automatic iransmission only) and “6” (first aid test

waived;
) Possessmn of valid Pirst Aid certification if first aid was waived at CHP;

o Possession of a valid Medical Examiner’s card:
o Department of Motor Vehicle (DMV} driving record dated within the last 3¢ days of

application or certification for inferview.

All of the above licenses, certificates and endorsements must be maintained as a congition of
continued emplovment.

PHYSICAL DEMANDS, ARB-WORKING ENVIRONMENT, AND BAZARDS:

Frequently sits, stands, walks, climbs stairs, maintains balance, stoops, bends, kneels, and reaches
over head; lift, carry, push, and pull up to 25 pounds, may move students weighing up to 50 pounds;
uses both hands and Jegs simultancously; repetitively twists and exerts pressure with wrists and
hands; repetitively uses fingers on both hands; requires rapid mental/muscular coordination;
communicates clearly and is able to understand normal voice conversation; uses a telephone and
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computer; has good depth perception and color vision; visual acuity sufficient to see small details
and long distances in an outdoor environment; drives District vehicles and school busses; works
Tramsportation Dispatcher - Continued Page 4

inside and outside; works with loud noises and vibration; occasionally is exposed fo fumes, gases,
chemicals, odors, machinery with moving parts, and moving vehicles; frequently is exposed to
minor, occasionally severe, contagious diseases; has direct contact with public, students, passengers
and other district staff: may work without direct guidance from supervisor and occasionally in
intense and/or negative interpersonal situations; works with high volume and tight deadlines.
Emplovment is contingent upon passing pre-employment drag testing (D.0.T). Passingrandom and
periodic drug and alcohol testing as required by the Department of Transportation, is required as a
condition of continued employment, Reasonable accommodations may be made to enable

individuals with disabilities to perform the gssential functions of the position.

Last revised 9/5/02
Reviewed with no revisions 4/6/06 .
Job Description Review and Revigions Effective:
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OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo
TO: Personnel Commissioners

FROM: Michelle Eifert
Personnel Assistant

DATE: August 14, 2014
SUBJECT: Agenda Item No. 6.8.1.: ELIGIBILITY LIST(S)

Background Informaﬁon

The following eligibility list(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:

2014 -5 OVPP Associate Preschool Educator
2014 -6 Tntermediate Clerk Typist
2014—7  Maintenance Plumber

Recommendation

The Director of Classified _Personﬁei recommends the Persénnel Commission ratify the following
Classified Personnel Eligibility Lists, 2014 — 5, 2014 — 6, 2014 - 7.
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OCEAN VIEW SCHOOL DISTRICT
- PERSONNEL COMMISSION

Memo
TO: Personnel Commissioners

FROM: Michelle Eifert
- Personnel Assistant

DATE: August 14, 2014
SUBJECT: Agenda Iiem No. 7: CLASSIFIED PERSONNEL ACTIVITY LIST(S)

Backeround Infermation

. AttheOcean ir'iéw School District, Regular Board Meeting of Augnst 12, 2014, (Exhibit A), the Board of
. Trustees roceived 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. | . ‘

Recomnmendation

The Director of Classified Personnel recommends that the Personnel Commission reccive the Classified
Personnel Activity Lists of August 12, 2014, (Exhibit A).
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OCEAN VIEW SCHOOL DISTRICT
‘PERSONNEL COMMISSION

Memo
TO: Personnel Commissioners

FROM: Michelle Vellanoweth
Director, Classified Personnel

DATE: August 14, 2014

SUBJECT: Agenda Item No. 8: Ratify Advanced Step Placement
Roni Ellis — Assistant Superintendent, Administrative Services

Background Informafion

A request for advanced step placement has been received from Superintendent Balderas for Ms. Roni Ellis who
has been offered and accepted the position of Assistant Superintendent, Administrative Services effective July
8, 2014. This request is also recommended by the Director, Classified Personnel. Pursuant to Merit Rule
7.2.1.3.A.4, Advanced Step Placement (attached), the request is brought to the Personnel Commission for

ratification.

Analysi

The advanced step placement request for Step 2 placement (§1 1,640/month) on the appropriate salary range for
the class of Assistant Superintendent, Administrative Services (Salary Range Ma, $11,084/month to
$12,832/month) comes to the Commission upon the request of Superintendent Gustavo Balderas and with the
approval of the Director, Classified Personnel. The rationale for the Director’s approval and recommendation
for ratification by the Personnel Commission include: The employee’s 19. years of experience with Occan View
School District, the last two of which have been in 2 certificated management capacity, the possession of an
Administrative Credential, and a Master’s Degree in School Management and Business Administeation.
Additionally, her current rate of pay with Ocean View School District on the certificated management salary
schedule as the Director, Middle School Programs at $11,627 per month ($138,224 annual) is above Ocean
View’s classified management Step 1 salary of $11,084 per month ($133,008 annual) for the class. A Step 2
placement of $11,640/month ($139,680 annual) on the classified management salary schedule would most

closely match the candidate’s current salary.

Attachments: Copy of Merit Rule 7.2.1.3.A
Advanced Step Placement Request Form
Personal information supporiing the request (Commissioners only)

Recommendation

~ The Director, Classified Personnel recommends that the Personnel Commission ratify the Step 2 ($11,640 per
month, $139,680 annually) advanced step placement of Ms. Roni Ellis, Assistant Supcrintendent,
Administrative Services, in accord with Merit Rule 7.2.1.3.A.4. )
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72

APPLICATION OF SALARY SCHEDULES

72.1 -

Initial Placement

New employees shall be hired at the first step of the salary unless advanced step placement is requested and
approved according to the following procedure:

1. The appointing anthority requesting advanced step placement shall complete the form entitled
ADVANCED STEP PLACEMENT REQUEST FORM and attach any support materials.

2. " The appointing anthority sends the completed form and support materials to the Assistant Superintendent,
Human Resources for approval. :

3. The Assistant Superintendent, Human Resouroes, will either approve or reject the request.
A Approval

1. If approved, the Assistant Superintendent, Fuman Resources, will forward.the request to
the Director, Classified Personnel of the Persospnel Commission.

2. Upon receipt of the approved request form, the Director, Classiﬁéd Personnel will review
the form ensuring completeness and shall atteropt to verify the pertinent information
contained therein.

3. Upon approval by the Director, Classified Personnel, the reqmest is routed to the

Personnel Technician who will prepare the necessary payroll information.

4. The approved request will be placed npon the Commission agenda for ratification.

5. Commission approved requests for advanced step placement shall be effective the date
the employee officially assumes the duties of the position (effeciive date of appointment).
Revised 21204 :

6. A copy of the fori is then placed in the employee’s personnel file.
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 Ocean View School District
ADVANCED STEP PLACEMENT REGUEST FORM

Date:  July9. 2014

Submitted by Gusfave Balderas

Assistant Superintendent, Admistraiive Senices

The District has inforviewed for the épen vacancy in the classification of

ang has selecizd _ Roni Ellis as their choice.

naime of candidate

The District Is requesting advanced step placementonrange __ Ma__ ,step 2, foroneosrmor of the Toliowing reasons:

1 Candidate's job related experience excesds that required in the classification. (Explain)

2. Candidate’s training andlor edualion exceeds Thak which s required. (Explain - nicluding foenses and certifiates)
Master's Degreg in School Managesmant and Busiess Admirisiration (desirable for fhe position but aof required), Adminisirative Credential

3. Candidate’s cutert base salary exceeds thatof siep £ of our salary rangs.
{Explain and attach copy of last paycheck stub or other verificalion of compensation}.

Ermployes's current salary on fhe Ocean View School District certificated management schedule is $139,524 annually. Sten 1 of the

dessified mananement salary schedule would onty allow for a satary of 133,008 annually. In ordes fo maich the employec’s current

salary, it is recommended thal employee be placed at Step 2 of the clessified management schedule fesulting in aa annwal salary of

$139,680.

4, Any other exkaordmary circumstances not covered above. (Explain - Example: exceptional recruitment difficulties, or efigible tleatly has
exceptional qualifications above other efighles certified)

Approval Appointing Authoriy; ﬁ-&ﬁ ) Dte: F Cil/ 9

Signatures: Assistant Superintendent, Hurran S urces . Dxafe: ¥ i Tl
‘}z“ <j .{2 ;
Director, Persannel Commission i,ft’? 3,%"‘ ?f[ Af{f’ & {ﬁf ﬁ\’ (\T # )( / Dafer '?“4 -1 4
c Approved THIS FORM WILL BE MAINTARNED [N THE EMPLOYEE'S PERSONNEL FLE
0 Denied

CAMICHELLEDOCSIAGENDA 1TEMS2IAE- 14 DALYV STEP PLACEMENT FORM ELLIS.OCK

44



OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo
TO: Persomel Commissioners

FROM: Michelle Vellanoweth
Director, Classified Personnel

DATE: August 14, 2014

SUBJECT: Agenda Item No. 9: Recommendation to Reclassify Incambent Kelly Daniel
From Bus Driver to Driver Trainer : i

Backeround Information

Recenily, District administration asked the Director, Classified Personnel to research the possibility of re-
establishing a classified position for Driver Trainer, As the Driver Trainer job description had not been
reviewed for ‘quite some time and was scheduled for a review as part two of the three ycar cycle, Personnel
Commission staff began reviewing the classification and conducting some research into the position. Ms. Kelly
Daniel, Bus Driver, was asked for her input as it was indicated that she performs some of the Driver Trainer

duties on a temporary basis in addition to her duties as a Bus Driver.

Upon discussions with Ms. Daniel, it emerged that perhaps she may meet the qualifications for a reclassification
to the classification of Driver Trainer. In order to obtain more information, Ms. Daniel was asked to complete a
reclassification request. From the information provided by Ms. Daniel and ongoing discussions with her, she -
has proven to be performing the duties of the Driver Trainer position and has gained her responsibilities through
a gradual accretion of duties. '

Historical Perspective .

Ms. Kelly Daniel was hired in November 1991 as a substitute Bus Driver, and was offered a permanent Bus
Driver position in April of 1992. In May of 2002, Ms. Daniel was sponsored by the District to attend the
California Highway Patrol Academy, Office of School Transportation School Bus Driver Instructor Program.
Since completion of this program, Ms. Daniel has been assigned to be a Driver Trainer on an as needed basis.
Due to changes in staffing and training needs for a flect of 36 busses and drivers, Ms. Danie] bas assumed the
full responsibility of Driver Trainer since 2005. Her responsibilities have been to coordinate, plan, prepare and
conduct training programs for the Transportation Department as well as maintain records of licensing.

As evidenced by her timecards, Ms. Daniel is curently spending her time performing on average 35% Bus
Driver duties and an average of 65% Diivér Trafner duties. Because shie was hired as a Bus Driver, Ms. Daniel
is expected to complete her bus route in addition to performing duties of Driver Trainer when she is not behind
the wheel. Because of the need for ‘Ms. Daniel to complete Driver Trainer duties, the Transportation

Department has had to obtain a substitute Bus Driver to cover her route.
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Recommendation to Reclassify Incumbent _
Kelly Daniel from Bus Driver to Driver Trainer
Page Two

Analysis

¥t is apparent by the documentation submitted, the discussions with Ms. Daniel, and her assistance in the
initiation of the Bus Driver Traince program this year, that Ms. Daniel is performing all of the duties as stated in
the Driver Trainer (proposed to be retitled to Driver Instructer) job description and the Driver Trainer position
has become her major responsibility over her Bus Driver duties. In addition, Ms. Daniel is the only person in
the Transportation Department who is a certified instructor and the only person responsible in the department

for the training of employees. :

The Director, with the support of the Assistant Superintendent, Administrative Services, recommends that a
reclassification of the existing incumbent is in order. Ms. Daniel mexts the criteria for reclassification as there
.has been a gradual accretion of duties and not a sudden change occasioned by a re-organization or the
assigmment of completely new duties and/or responsibilities. In addition, as Ms. Daniel has met the two years
of required time in this job classification, she is entitled to placement as a Driver Trainer without examination.

e e T R R T E R R LR L L LA A R

Recommendation:

The Director, Classified Persomnel recommends that Ms. Daniel be reclassified from Bus Driver to Driver
Trainer (proposed to be retitled to Driver Instructor) as she has been performing the majority of the duties and
responsibilities described in the job description of Driver Trainer 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: Job Description — Bus Driver dated 12-13-12
Job Description. — Driver Trainer (proposed to be retitled to Driver Instructor)

~ dated 8-14-14
Merit Rules 3.3.1 and 3.3.4
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' OCEAN VIEW SCHOOL DISTRICT
i Personnel Commission
A, -

BUS DRIVER

DEFINITION:

Under general supervision of the Director of Transportation, operates a school bus over designated routes,
transporting students and passengers safely and efficiently; also transports students, teachers and passengers on
field trips to various locations as the home to school schedule permits; performs regular safety inspections,
prepares and maintains records related to assigned activities, does related work as necessary or required.

EXAMPLES OF DUTIES (£ denotes an essential function of the job):

Drives a school bus over an assigned route in accordance with time scheduies, picking up and/for
discharging students; E

Prov'ides required s'pecia‘l'care and assi_'stance to disabled passengers; ¥

Maintains good order among student passengers both on the vehicle and while at pickup/discharge
points; E

Assists in maintaining the vehitle in a clean and safe condition, inspecting the asszgned vehicle at least
daﬂy and prompily. reportmg, correcting, or causing to be cormrected any noted defects; E

Keeps operation and other records; E
Participates in schoo] bus emergen;:f évacuatlon drills; . E
Transports students,;, faculty, parents on field, athletic or other assigned trips; E
Attends retraining, $kill improvement, safety and other ﬁeethgs as directed;
May administer first aid.

SUPERVISION: :‘

General supervision is received from the Director of Transportation.
Supervision is not exercised over other employees; supervision is exercised over transported students

and passengers as required.
MINIMUM QUALIFICATIONS:

Knowledge of:

Applicable provisiens of the California Motor Vehicle, Education Codes, District Policies and
Procedures, City regulations regarding transportation of students;

Safe and defensivedriving practices;

Approved first aid methods;
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Bus Driver - Continued Page 2

Basic record-keeping and report preparation techniques;
Basic safety and maintenance requirements of transportation equipment (school busses).

Ability to:
Obtamm and maintain a vahd California School Bus Driver's Certificate;

Drive a school bus.safely;

Maintain order among passengers;

Administer first aid; '

Read and follow route maps and other oral and written instructions;
Handle a variety of situations with tact and diplomacyz,

Establish and mainfain good working relationships;

Employ legal and defensive driving techniques;

Keep and complete records;

Learn and carry out vehicle and equipment safety checks;

Adhere to Toute and time table;

Maintain valid driver’s license and endorsement and safe driving record
Develop and maintain interpersonal skills using tact, patience and courtesy;
Pass mandatory dreg and alcohol screening test.

EDUCATION AND EXPERIENCE

Requires a high school dzp]oma or equ1va1ent Pricr experience in the operatzon ofa bus or heavy motor vehicle
is desirable.

LICENSES AND CERTIFICATES REQUIRED:

Possession of a valid California Class A or B driver license with P.S. endorsement.

Possession of a valid California Special Driver Certificate

Possession of valid First Aid certification if first aid was waived at CHP.

Possession of a valid medical examinér’s card.

May be required to provide a recent Depan“ment of Motor Vehicle (DMV) drzvmg record dated within the last

30 days of application or cemﬁcatlon for interview.
PHYSICAL DEMANDS WORKING ENVIRONIVIENT AND HAZARDS:

Frequently sits, stands, waiks climbs stairs; stoops bends, reaches over head; may move students Welghlng up
to 50 pounds uses both hands and legs simultaneously; 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 perception and color vision; visual acuity sufficient to see small details and
long distances in an outdgor environment; drives a school bus; works inside and outside; waorks with ioud
noises and vibration; occasionally exposed to flixies, gascs, maclunery with moving parts, and moving vehicles;
frequently exposed to minor, occasionally severe, contagious diseases; may require working split shifts and/or
extended hour/day assignments; has direct contact with the public, students, passengers and other district staff;
warks frequently without guidance from supervisor and occasionally in negative interpersonal situations; works
with high volume and tight deadlines. Exposure to driving a school bus during adverse weather and fraffic
¢onditions. Traffic hazards when stopping and escorting students across street. Workir ;g at heights when
inspecting and cleaning buses.
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"Last Revised 3/14/02, 10/26/20 12
Reviewed with no revisions 10/12/06
Revised effective 12/13/2012
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QCEAN VIEW SCHOOIL DISTRICT
Personnel Commission

DRIVER TRAINER INSTRUCTOR

DEFINITIONJOB SUMMARY:

Under general supervision of the Director, Transportation, assistsa-coordinatesing the District's
school bus driver training program and maintaingiag all licensing records;- plans, prepares, and
conducts individual or group fraining programs for school bus and other bus driver tramees.
Drives a school bus over designated bus routes for ihe purpose of transportmg studcnts to and

from school or special trips. a

CLASS CHARACTERISTICS:

The Driver Instructer is distinguished from other transportation classes in that the Driver
Tustructor is responsible for providing training to bus drivers for certification or renewal.
Incumbents in this class have been certified by external agencies to provide classroom and
behind the wheel instruction and evaluation to prospective drivers.

%&%@F%SREPRESFNTATIVE DUTIES (E denotes an essential ﬁmcimn of
the job.):
Plans, schedules, conducts classroom and behind-the-wheel training, renewal and

refresher In-service training for District_School Bbus Ddrivers and mechanics, covering
such areas as sa_fe proper, defensive driving techniques and other related skills and tasks;

e_Qonducts ﬁeld observations of Drivers; evaluates driving skills, including those required
for in service renewal of Special Bus-Driver Certificate;

nstructs driver trainees and others in first aid, methods of bus stop area and bus loading
and unloading bearding, exiting and riding safety: required safe bus evacuation drills and
practices for pupils:; Federal, State, City and District rules, regulations, laws, ordinances
involving pupil transportation;” : .

' egoordinatéﬁ and evaluates school bus emergency evacuation drills;

Train drivers on special education needs equipment and apparatus;

mPrepare and maintains bus driver license records including license and cettificate
expirations, medical expirations. medical certifications and expiration, first aid
certification and expiration, personal information, driving records and fraining hours
reqguired for'the renewal; .
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Driver Instructor — Continaed - Page 2

ilnputs and retrieves information and data utilizing various office and data/word
processing equipment;

Determlne nroﬁczencv and assasts dlsnatch in assigning dnvers to routes requiring
utilization Qf mgnual and/or hydraulic wheelchair 1xfis:

sSchedules bus driver physical examinations, keeps records of same;

kK eeps-current in laws, re gulations governing pupil iransportation and equipment;

‘Schedule testing appointments with cutside agencies for renewal of various license and

certificates;

Attend and partxcmate in a variety of meetmgs and driver instructor advisory council
ccmmumtv meenngs related 16 assmned acuvmes 10 mamta.m current knowledge of
applicable Iaws codes, re p:ula’aons and District policies and nrocedures

eQperates Distric:t vehicles, drover a schooi b'us o cover routes and field trips as needed;

3

Assist in training of mechanics who may need to apply fora commermai driver hcense
and other regmrements : ; !

Assist the dispatch and the Transportation Diréctor as required;

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

SUPERVISION: +

General supervision is received from the Director of Transportation.

Supervision is not exercised gver other employees, but does include coordinating and
leading busdriver tramees :

MINIMUM QUALIFICATIONS

Knowledge of:

Thorough knowledge of the goals and obiectives of the school bus driver training

program plus the methods and techniques of traiming and ¢valuation;

Principles, concents, technigues of driving. inspecting and manamng DASSencers on

vehicles of the appropriate type and size:
All motor carrier policies relating o the operation and transportation of passengers:
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Driver Instmctor__— Confinuned 7 Page 3

. Provisions of the California Motor Vehicle and Education, and other Codes and
Administrative rules and regulations applicable to the transportation of pupils;
aAppropriate safety precautions, procedures, defensive driving methods and techniques;
o Pprinciples, methods, used to frain school bus driver drivers in required skills,
knowledges and abilities;
Principles, methods, practices, and techniques of state certified driver training;
Principles and practices of safety and health regutations related to pupil fransportation:

First aid pr&ct:ces
Pupil management, special needs behawors and community relations;

Procedures of transporting, loading and unloading of wheelchair equipment;

simple-Detailed record keepingkeeping and confidentiality’s
¢ -bBasic math, oral and written cormmunication skills, good English usage.

&
L
.
\J
[

0

Ability to:

® Plan, develop and implement school bus driver training program;

e Train others in the safe and éfficient operation of a school bus;

. eOperate District motor vehicle equipment using legal and defensive driving methods;

. H.earn to operate word/data processing and other office equipment;

. kKeep records_and effectively plan and organize work;

@ Apply and explain information to others rélated to pupil transportation; |

. Identify and puide others on safety and health regulations, pelicies, and procedures related
1o pupil fransportation;

. Observe and evaluate driving performance and abilities of District drivers:

® Effectively i:omm‘ui}icate orally and in writing:;

¢ uUnderstand and carry out oral and written instructions;
Plan and organize work;
Operate a two-way radio;

Work independently, with little d:recnon
Estabh sh and mamtam effectzve mterpersonal relat:ionshms using tact. Datience and courtesy,

ﬁﬁ..'.

EGMMMMEWLQYMENT STANDARDS
Eduocation: .

e Hich schooI diploma or equivalent;
-8 Compl Dr;vcr/Tramer Instrtzctor course;
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Driver Instructor— Continued

!
|

Page 4

Experience:

¢ _Three (3) yéars of recent successful Driver Instruction experience in the type of operation
and knowledge pertaining to onsite district vehicles types for which the instructor will be

employ_e’d.

Or :

o Five (5) vears as 2 schoo! bus driver for the Ocean View School District in the type of
operation and knowledge pertaining fo onsite district vehicles types for which the

instructor will be emploved. Recent saceessful experience as a Driver Instructor is

degirable. .

¢ Driving record with no chargeable accidents in any vehicle within three years preceding

the agglication date.

passénger®P*and Schogl Biis <87 endorsemenls
Current medical examiner’s certificate;
Valid California Special Driver Certificate for school bus with no restrictions except numbers

“1” (automatic transrnission only) and “6” ( first aid test waived);
Vahd standard Rcd Cross Fi H‘St Ald'()crtlﬁcate N
Possessmn' % fon ofhnrestricted €

Bus.Driver Instructor Cemﬁcate
Department of Motor Vehicle (DMYV) driving record dated within the last 3¢ days of application

or certification for interview.
All of the above licenses, certificates and endorsements must be maintained as a condition of

continued employment,
PHYSICAL DEMANDS WORKING ENVIRONMENT, AND HAZARDS

&f Edt%‘a‘tlon Sd?aﬁ?i

Safely ILﬁ carry push up tc 25 pounds frequenﬂy sits, climibs stairs, maintains balance, stoops,
bends, knecls and reaches over head; nses both hands and legs sunultaneously, repetitively twists
and exerts pressure; with wrists and hands; speaks clearly and hears normal voice conversation;
uses a computer; has depth perception and color vision; sees small details and long distances;
drives a vehicle; works inside and outside; works with loud noises and vibration; occasmnaﬂy
exposed to fumes, gases, chemicals, odors, machinery with moving parts, and moving vehicles;

frequently exposed-to minor, occasionally severe, contagious diseases; has direct contact with
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Page 5

Driver Instructor= Continued

public and students. Employment is contingent upon passing a pre-employment drug testing
(DOT). Passing random and periodic drug and alcoho] testing as required by the Department of
Transportation. is required as a condition of continued employment. Reasonable
accommodations miay be made to enable individuals with disabilities to perform the essential

functions of the Qq"siﬁon’.

4/97
Job Description Review and Revisions Effective:
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3.3 RECLASSIFICATION

331  Basis for Reclassification
The basis for reclassification of any position must be a gradual aceretion of duties and not a sudden

change ocoasioned by a re-organization or the assignment of completely new duties and/or
responsibilities.

332  Requests for Study :
Requests for classification study of existing positions shall be presented to the Director, Classified

Personnel together with a statement of the reasons for requesting the study.

Requests for study may be initiated by the administration with approval of the Superintendent or by
employees or employee organizations.

3.3.3  Effective Date of Reclassification
Reclassification of a position shall become effective on the date prescribed by the Commission and shall

not have retroactive effect. Effective dates may be set sufficiently in the firture to allow iime for
‘examinations to be completed.

3.34  Affect on Incumbents
Incumbents of positions reclassified upward who have a continuous employment record of two or more
years in one or more of the positions being reclassified shall be reclassified without examination,

pr0v1ded the last performance report in the incumbent's personnel file is satisfactory.

Incmnbents 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 ¢lass upon passing a competitive cxamination or
compq}'able qualifying examinati'on for the higher cluss as detexm_ined by the Personnel Commissiof.

A qualifying examination uynder this rule is defined as one in which only incumbents of reclassified
positions may compeic. Incumbents must meet the minimum gualifications, #nd the examination shall be
rated 4§ "passing” of “hot passing" rather than by a numerical score, The Commission shall determine
those ihstances 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 bé reclassified upward until
at least two years have elapsed from the last upward reclasmﬁcatnon

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 ﬁght to displace an employee in the same ¢lass with lower
senjority 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. T’he incumbent accepts the reclassification of his/her position.

Incumbents of positions reclassified to a:class of the samg, level shall be granted, status in the new class
without furilier examination. (Reference Eduogtion e 45355 + AB 1070) (Revivea N3)

g
Qeean View Schanl nie‘fﬂc‘f

Loean SChog] 1S

Merit System Rules & Regulations of the Personne] Commission Chapter 3, Page &
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OCEAN VIEW SCHOOL DISTRICT

PERSONNEL COMMISSION
Memo
. TO: " Personnel Commissioners
FROM: Michelle Vellanoweth

Director, Classified Personnel
DATE: August 14, 2014

SUBJECT: Agenda Items No. 10: Annual Report of the Personnel Commission 2013-14
First Reading and Adoption :

Backeround Information

Annually, in accord with Education Code 45266 the Director, Classified Personnel is required to prepare an
Annual Report of Personnel Commission activity to be sent to the Board of Trustees. A draft of the 2013-14
Annual Report of the Personnel Commission was shared with the Personnel Commissien at the July 10, 2014

mectmg

The Annual Report prepared for 2013-14 provides information about the Merit System, the role of the Personnel
Commission, Commission meetings, and data about many other activities performed by the Comimission and its
staff. The report includes specific information about classified workforce statistics, recruitment, testing,
eligibility lists established during the year, employment actions, classification and job description review actions,
Merit Rule révisions and other activities done on behalf of the District and its classified employees. The report
also contains the ongoing Goals of the Personnel Commission. ' '

When finalized, the Annual Report of the Personnel Commission will be presented to the Board of Trustees,
displayed in the Personnel Commission Office, distributed throughout the District and posted on the Personnel

Commission’s page of the District website.

1t is recommended thaf- the Personnel Commission review, discuss and provide comment and/or direction
regarding the 2013-14 Annual Report of Personnel Commission activities.

Attachments: 2013-14 Annual Report of the Personnel Commission
5°Year Personnel Cominission Annual Report Information

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

Recommendatlim

The Director, Classified Personne] recommends the Persennel Commission review, discuss and adopt the
2013-14 Annual Report.of Personnel Commission activities to be forwarded te the Board of Trustees.
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