
Agendas and minutes of Personnel Commission meeting are available at the District’s website, www.berkeleyschools.net.  Also, in accordance with the Brown Act and Government 
Code § 54957.5 (b)(1), writings that are related to an agenda item for an open session of a regular meeting, that are public records not otherwise exempt from disclosure and that are 
distributed less than 72 hours prior to the meeting, shall be made available for public inspection at the time the writings are distributed to at least the majority of Commissioners.  The 
public may request copies of the records at the District’s Human Resources office at 2020 Bonar Street, Berkeley, CA  94702.  
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Berkeley Unified School District 
The Personnel Commission will attend the meeting virtually. 

Personnel Commission 
Mr. Timothy Carter, Chairperson      Ms. Heidi Goldstein, Vice-Chairperson 

Kimberle Sanders, Secretary 

Meeting Agenda 
August 06, 2020 – 4:30 pm 

1. Call to Order Chairperson Carter 

2. Roll Call & Establishment of Quorum   Secretary Sanders 

3. Public Comments (15-minute limit)           Public
This is an opportunity for the public to comment on Personnel Commission business not on the agenda. The time limit is five minutes
per individual and a total of fifteen minutes per subject.  No action shall be taken by the Commission.

4. Approval & Adoption of Agenda Chairperson Carter 

5. Approval of Meeting Minutes Chairperson Carter 

Approve the Personnel Commission Meeting Minutes for the following:

a) July 9th, 2020, Regular Meeting Minutes, p. 2 - 5

6. Reports
a) Union Union Representatives 
b) District Reports District Representatives 
c) Commissioners Reports Commissioners 
d) Personnel Director Secretary Sanders 

i. New Hires and Examinations administered in the month of July 2020, p. 6

Chairperson Carter 

Chairperson Carter 

7. Conference Items
These items are presented for discussion and action and may be carried over from a previous meeting.

a) Request for Re-Classification- D. Diggs, Attachment A
b) Request to Extend Eligibility Lists Affected by Shelter-In-Place Order, Attachment B
c) Request to Extend Eligibility List- Maintenance Technician, Attachment C

8. Closed Session (1 matter)
a) Legal Matters - Government Code § 54954.

9. Report from Closed Session Chairperson Carter 

10. Public Comments (15-minute limit) Public 
This is an opportunity for the public to comment on Personnel Commission business not on the agenda. The time limit is five minutes 
per individual and a total of fifteen minutes per subject.  No action shall be taken by the Commission. 

11. Next Meeting Chairperson Carter 
Follow up items for next Personnel Commission Meeting.

12. Adjournment Chairperson Carter 

http://www.berkeleyschools.net/
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Berkeley Unified School District 
Personnel Commission Meeting Minutes 

July 9th, 2020 – 4:30 pm 

1. Call to Order               
The meeting was conducted via Zoom meeting # 839 2435 5252 and was called to order at 4:31 pm. 
 

2. Roll Call & Establishment of Quorum       
Chairperson Carter and Vice-Chairperson Goldstein were present, and a quorum was established. 

 
3. Public Comments  

None. 
    

4. Approval & Adoption of Agenda            
Vice-Chairperson Goldstein made a motion to approve the meeting agenda; Chairperson Carter 
seconded the motion, 
Approved, 2-0 
 

5. Approval of Meeting Minutes                        
a) May 7th, 2020, Regular Meeting Minutes 
b) June 4th, 2020, Special Meeting Minutes 

Vice-Chairperson Goldstein made a motion to approve the May 7th and the June 4th meeting minutes; 
Chairperson Carter seconded the motion, 
Approved, 2-0 
 

6. Consent Items                                             
Ratification of Eligibility Lists 
a) Compliance Officer & Title IX Coordinator 
b) Payroll Specialist 

Vice-Chairperson Goldstein made a motion to approve eligibility lists a) and b); Chairperson Carter 
seconded the motion, 
Approved, 2-0 
 

7. Reports              
a) Union 

Linnette Robinson, BCCE President, spoke about several Payroll memorandum of understanding 
(MOU) issues related to the 5% differential that selected classified staff expects to receive for work 
during the shelter-in-place order. She also mentioned that inaccuracies in workers compensation pay 
prompted a suggestion for audit of District records. She said she has requested information from 
Human Resources and Payroll regarding the status of the expected July 15th vacation payout for 
10/11-month BCCE members but has not received updates. Ms. Robinson reported that a classified  
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employee who was doing the work of a certificated administrator was informed by the Assistant 
Superintendent that they would not be compensated for the additional work. President Robinson 
requested an update to the timeline for the next district-wide compensation and classification study. 
She said that on June 12th supervisors mistakenly informed three classified employees that they 
were to be laid off, but that the District retracted this shortly after being advised that the notice was 
delivered. President Robinson said that she received a position control report that was highly 
inaccurate and did not reflect actual staffing numbers.  She requested, under Rule 70.400.2, that a 
formal payroll audit be conducted.  
 

b) District Reports           
None.          
          

c) Commissioners Reports  
Vice-Chairperson Goldstein expressed her concern that the District has failed to send a 
representative to the past several Personnel Commission meetings. She said she was aware that the 
District had recently hired a new Human Resources Director, Glendaly Gascot-Rios, to backfill a 
vacancy and expressed her hope that Ms. Gascot-Rios would quickly assume a liaison role with the 
Commission.  She cited the recent June layoff miscommunication to staff as representative of the 
process and communication challenges facing the short-staffed Human Resources department. 
Chairperson Carter said he has reached out to Superintendent Stephens about improving 
communications with the District Human Resources department but has not received a response. 
      

d) Personnel Director         
i. New Hires and Examinations administered in the month of June 2020 
 Secretary Sanders reviewed the examination and personnel activity for the month of June.  
 

 
8. Conference Items                        

a) Agenda Item Request- M. Woolridge 
Michael Woolridge, Instructional Assistant II, SPED at Berkeley High, asked about the process for 
employees placed on paid administrative leave. He reported that he was placed on leave by the 
District in January but has not received any updates since then. He said he would like to know the 
status of his job because he was not given any additional information despite multiple requests to 
Human Resources. Vice-Chairperson Goldstein advised Mr. Woolridge that the Personnel 
Commission doesn’t have access to the details of his case or any have further information and 
suggested that, if he was unable to secure additional information from the District Human Resources 
department, another option for him to pursue would be to attend a school board meeting and speak 
during the "public comments" portion of the meeting. She suggested that he could also write to the 
Board members directly. She clarified that this matter is not within the purview of the Personnel 
Commission. 
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b) Request for Re-Classification- D. Diggs 

Secretary Sanders advised that she had spoken with Denise Diggs, Administrative Assistant II in 
Student Services, after the submission of the agenda item request but, due to a recent resignation, 
was unable to speak with Ms. Digg's supervisor. Mildred Scheer, Adult School Program Specialist, 
expressed support for Ms. Diggs's request and noted that, in her over 15 years of service with the 
District, there has been significant turnover of leadership in the Student Services department, 
resulting in many duties falling to Ms. Diggs to handle. Ms. Diggs said that her responsibilities have 
increased substantially and she believes that her work aligns with that of the Administrative Assistant 
III classification. Chairperson Carter asked Secretary Sanders to conduct a desk audit for this position 
and report back to the Commission on this.   
 

c) Request to Extend Eligibility List- Instructional Assistant, ECE 
Vice-Chairperson Goldstein asked if this list had been extended before. Secretary Sanders replied 
that it had not.  
Chairperson Carted made a motion to extend the Instructional Assistant, ECE eligibility list for one 
year; Vice-Chairperson Goldstein seconded the motion,  
Approved, 2-0 

 
9. Closed Session (1 matter)      

a) Legal Matters - Government Code § 54954. 
The Personnel Commission went into closed session at 5:19 pm. 

 
10. Report from Closed Session 

The Personnel Commission came out of closed session at 6:10 pm.  Chairperson Carter reported that 
no actions had been taken. 

 
11. Public Comments       

Ms. Scheer said that she was going to request an advance step placement for the re-class she was granted 
at the June 2020 Personnel Commission meeting.  
 

12. Next Meeting          
The next regular Personnel Commission meeting will be held on August 6th at 4:30 pm  via Zoom if on-
site staff  restrictions have not been lifted.  

 
13. Adjournment  

The meeting was adjourned at 6:10 pm.     
 
Respectfully Submitted, 
 
  
______________________________                                                                                  _________________ 
Kimberle Sanders                              Date 
Secretary, Personnel Commission 
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Approved, 
 
 
 
______________________________                                                                                 _________________ 
Timothy Carter                                                                                                                        Date 
Chairperson, Personnel Commission   
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Examinations Administered in the Month of July 2020: 
Classification Written Oral
Human Resources Specialist (Confidential) 17
Classified Professional Development Coordinator 16

New Hires/New Assignments/Promotions Processed in the Month of July 2020: 
Name- Employment Type- Classification- Location/Dept.
Cervantes, Rhonda Promotion Executive Assistant I (Confidential) Human Resources
Linner, Stephanie New-Hire Payroll Specialist Payroll
Lopez, Michelle New-Hire Clerical Assistant II Emerson
Woods, Deanna Promotion Payroll Specialist Payroll
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PERSONNEL COMMISSION 

BERKELEY UNIFIED SCHOOL DISTRICT 

August 6, 2020 

AGENDA ITEM 

SUBJECT: RECLASS REQUEST IN THE MATTER OF DENISE DIGGS-RAY 

BACKGROUND INFORMATION 

Ms. Diggs-Ray requested a reclass of her position as Administrative Assistant II on June 2, 2020. 

Ms. Diggs and I met via Zoom on two separate occasions to review the duties listed on the 

reclass questionnaire, and to discuss the chronology, and changes over the past 10 years in her 

assigned department.  As the department has revolved and evolved Ms. Diggs-Ray has provided 

increasingly responsible levels of support of the department to administrators ranging from 

manager to director level.  A letter of support and a verbal discussion with the previous 

department administrator, James Wogan, confirms the accuracy and validity of the job’s duties 

performed and the level of responsibility as aligned with that of Administrative Assistant III.   

My review confirms and supports the accession of job duties at the Administrative Assistant III 

for over the two (2) previous years (EC §45285).  

DIRECTOR’S RECOMMENDATION 

Ms. Diggs-Ray has completed two years of gradual accretion of duties at the Administrative 

Assistant III classification. I recommend that the Personnel Commission approve this 

reclassification request and place Ms. Diggs at Administrative Assistant III.  

Motion by: 

Seconded by: 

Vote: 

ATTACHMENT A



RECLASSIFICATION REQUEST QUESTIONNAIRE 

REQUESTING PARTY: Diggs-Ray, Denise Administrative Assistant II 

BACKGROUND INFORMATION 

Name:  Denise Diggs-Ray Class/Title Administrative Assistant 

Name of School or Department: Office of Student Services in the Dept of Ed Services 

Working Title: Administrative Assistant II 

Work Telephone Number: 510-883-5224 Ext._______________ 

Work Day Begins At: 8:30 am Ends: 4:30 pm  Total Hours Per Day: 71/2 hrs. 

Length of Time in Present Position: 15 Yrs. 3 Mos. 

Total Length of Time with the District: 16 Yrs. 0 Mos. 

Title of Immediate Supervisor: Manager of Student Services 

Name of Immediate Supervisor: James Wogan, LCSW 

Does Your Current Class Title Accurately Describe Your Position?  Yes X No 

If No, What Class Title Do You Believe Better Describes the Position? 
(Please Give Reasons) 

Student Services Specialist – Approximately 15 years of experience and knowledge 
working in Student Services, while providing leadership and guidance to four (4) 
different administrators over the past 10 years. This experience has afforded me the 
opportunity to be able to work alone and efficiently. 

Basic Function: Provide guidance and direction while working effectively with 
administrators, school and other staff, officials, families, law enforcement, the public and other 
agencies. Specialize in Student Services processes, policies and procedures especially as it 
relates to legal matters, student enrollment and attendance, gender/name changes, etc. A 
thorough knowledge of programs and operations is required. Work well with people from 
diverse backgrounds and all role groups in BUSD. Maintain professionalism and cultural 
competence when working with students, parents and guardians who have unique 
communication/educational needs. 

SPECIFIC DUTIES AND RESPONSIBILITIES 

Representative Duties and Responsibilities: 
Describe in detail the regular duties and work that you perform describing each duty 
in a separate numbered statement. Begin with those duties that you consider to be 
most important. Describe each duty thoroughly by stating specifically what you do 
and how YOU do it. In the column on the right side, indicate the approximate percent 
of your total time you spend performing each duty (total time should equal 
100%). If more space is needed, please attach additional sheets, 

Page 1 of 8 

ATTACHMENT A



RECLASSIFICATION REQUEST QUESTIONNAIRE 

Page 2 of 8 

Description % of time 

REQUESTING PARTY: Diggs-Ray, Denise 
 

Administrative Assistant II 

Specific Duties and Responsibilities and % of time -Percent of Time varies but all done 
daily:  

1. Serve as an informational specialist and reinforce policies, practices and procedures of
Student Services. Identify, analyze and resolve issues related to enrollment
reenrollment, discipline, transcripts attendance and legal issues, etc. Prioritize
workload, which has increased over the last three years, in order to meet sensitive and
legal deadlines. Percent of time varies but done daily.

2. Work independently, with little or no direction, on a regular basis while maintaining
confidentiality and sensitivity to various matters. Complete a variety of tasks with
many interruptions. Maintain and update administrator and program calendar. Greet
and assist all visitors (some very irate, agitated/distressed or traumatized)
professionally and refer them and callers to appropriate staff/offices as necessary.
Percent of time varies but done daily.

3. Primary and complex administrative support to a large District-wide program of a
complicated nature. Handle high work load with constant disruptions while being
able to complete tasks in a suitable fashion. Percent of time varies but done daily.

4. Plan, coordinate and oversee office operations, in addition to activities and flow of
communication. Process paperwork/invoices promptly and accurately. Percent of time
varies but done daily.

5. Receive and professionally respond to communication, both orally and in writing.
Review, compose and format correspondence, forms, handbooks and a variety of
other papers. Compile information, input data, and maintain a variety of records,
reports and statistics on spreadsheets related to Student Services. Handle records
request of former REALM Charter School students and other organizations. Assist
former BUSD students requesting verification of enrollment/graduation or deferred
action. Percent of time varies but done daily.
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RECLASSIFICATION REQUEST QUESTIONNAIRE 
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REQUESTING PARTY: Diggs-Ray, Denise  Administrative Assistant II 

Machinery or equipment: What machinery or equipment do you use in performing these 
tasks? Computer (and suitable programs), printer, scanner, copier, fax, calculator and 
telephone as well as headset 

What measurable duties have been added to your position? By whom? When? 
● Gender/Name Requests; Previous Manager; 2017
● Memorandums of Understanding Partnerships w/Colleges &Universities; Manager;

2019
● Assistance with the McKinney-Vento Counselor and Foster Youth; Manager; 2018
● Supervision of substitutes; previous and current Manager; 2017 - 2019
● Student Welfare and Attendance Specialist – 2017-2019
● Review, edit and revise various forms and handbooks; Manager; 2017 - 2019
● Registrar for REALM Charter School, managing distribution of unofficial/official

transcripts and CUM folder for former students; Manager; 2019

Contact with others: 
Internal Contacts: 
With what other District departments/positions do you come in contact? What is the 
reason for the contact? How frequently? If each day or so, use “continuous,” if each 
week or so, use “frequent,” if every several months, use “moderate,” if once every six 
months or more, use “infrequent.” 

Department/Position: Reason How Often 

● Admissions: Resolve enrollment and re-enrollment issues related to
transcripts/expulsion/suspensions; expungement; gender/name change; and resolve other
problems as needed so student/family can enroll in BUSD or transfer to another district
– continuous

● Board: prepare packets for review in closed session by the Superintendent and Board in
closed session - continuous

● Ed Service: Contract verification; letters regarding former students missing diploma or
transcripts– continuous

● Fiscal: budget issues, invoice payments, payroll issues, supplies – continuous
● Special Ed: verification of IEP documents; student records requests - continuous
● Facilities: equipment inspection/placement coordination – frequent
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RECLASSIFICATION REQUEST QUESTIONNAIRE 
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REQUESTING PARTY: Diggs-Ray, Denise  Administrative Assistant II 

● Human Resources: Intern and other class employment processing and personnel and
issues – continuous

● School sites: Solve student problems related to transcript, enrollment or re-enrollment,
discipline, gender/name change, attendance, legal matters, etc.– continuous

● Technology: student data base system (Illuminate & PowerSchool), assignment of
universities/college intern access to email and student data base; computer problems –
frequent

Outside Contacts:
With what other organizations, agencies or authorities outside the District organization
Do you come in contact (if any) during the normal course of your duties? What is the
Reason for this contact? How frequently (“continuous,” “frequent,” “moderate” or
“infrequent”)?

Outside Organization: Reason How Often 

● Alameda County Office of Education: CPS - transcript request, address/phone
verification & school location; Probation officers or DA - booking and release
information\ provide them with updated student information such as attendance,
grades, behavior - continuous

● City of Berkeley Police Depart - Confirm & process payment for security services at
Berkeley High School and their events; schedule trainings for School Safety
Officers- frequent

● Other school districts/employers: Official/Unofficial transcripts and CUM folders so
students can be accessed for enrollment/confirm HS graduation- continuous

● BART/AC: Order transportation passes for HOPE and Foster Youth; infrequent
● Adaptive Services & Light Speed and other agencies – Specialty Equipment for

Section 504 students - moderate
● Health Education Services – Schedule inspections and replacements of AEDs at

school sites - continuous
● Interpreting and Consulting Services: Schedule interpreters to assist a family at an

elementary school events and process invoices for skills rendered - frequent
● High End Uniforms: Assist in the coordination of ordering School Safety Officers

(SSO) uniforms and distribution, as well as the creation of a new logo - moderate
● Communicate with Legal counsel, ACOE, district and other agencies regarding

expulsions proceedings per BUSD PB544.3 attendance, grades and student behavior
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REQUESTING PARTY: Diggs-Ray, Denise Administrative Assistant II 

RECORDS AND REPORTS: 

Records: What records do you regularly maintain or prepare? 

● Maintain historical records of student discipline, Section 504, district intake, case
management, Memorandums of Understanding, REALM Charter School student files

● Prepare and update clear and concise spreadsheets of the following records request and
reports as needed

Below is the information regarding documents prepared and saved in UBS drives as well as 
hard copies kept in file cabinets. 

Title of Reports Reason Sent to How Often 

Board Packets Process Student Info Board Varies 
SARB Packets Student Attendance Hearing SARB Panel/DA Varies 
Section 504 Track # of Students Student Services Varies 
MOUs Initiate/review/process/track docs HR/Fiscal Varies 

DECISIONS: 
● Types: Describe the most difficult and major decision: 1) Deny a parent the right to

take or see their child on school sites due to the legal documentation on file regarding
legal custody; 2) Proceed with processing and charge of the uniforms and new logo for
the School Safety Officers.

● Degree of Independence: I work independently on a regular basis; Student Services
Administrator is off site the majority of the time. I respond to questions from
Administrators/staff, visitors, phone via phone, emails, fax, etc. My knowledge and
experience, with five (5) different administrators over the past 10 years, has afforded me
the opportunity to be efficiently and. Responsible.
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REQUESTING PARTY: Diggs-Ray, Denise  Administrative Assistant II 

● Financial Impact:

- What is the amount of the budget for which you have direct accountability (include
salaries of subordinates)? I only assist in this area when directed, otherwise I’m not
directly accountable

- What is the greatest expenditure you can authorize (signature authority)? – N/A

- Are there other direct or indirect measures of financial impact of your position?

Yes. 1) ordering equipment, supplies and professional trainings; 2) budgets issues
resolution; 3) request sign language interpreters for events on school sites; 4)
collaborating on the amount of transportation tickets to be ordered from BART/AC
for the Homeless Outreach Program for Education (HOPE) students; 5) order school
safety officers’ uniforms

SUPERVISION 
Directly: Not responsible for completing performance appraisal, or such actions as salary 
increases, promotions, discipline, reassignment or termination. 

Indirectly: Most often advise Student Welfare and Attendance Specialist, subs, HOPE 
Counselor and others on proper protocols of office procedures, letters, and etc. 
regarding Student Services and BUSD matters. 

KNOWLEDGE AND ABILITIES 

Knowledge 
My knowledge, experience and abilities have not only sustained me over the last 17 years, 
but also supported new administrators in navigating through Student Services and BUSD 
within the last five years. This knowledge continues to allow me to assist other new 
administrators, school staff, parents, the community and other agencies. 

Some specific areas of knowledge are those involving: 
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REQUESTING PARTY: Diggs-Ray, Denise Administrative Assistant II 

● Student Services and BUSD process polices, practices and procedures
● Interpersonal skills using tact, patience, courtesy and professionalism in handling

confidential and sensitive matters.
● Modern office procedures and record keeping techniques, as well as the operation and

use of computer and assigned software
● Resolving problems in a very fast pace office with many distractions
● School safety-related matters
● Legal process in regards to subpoenas, custody orders, guardianship, records request,

etc.

Abilities 
● Motivated, hardworking, dedicated and natural born leader with clear supervisory

capability;
● Manage workload through time management and multi-tasking capabilities;
● Well organized, have good judgement and reasoning skills in order to resolve program

and processing issues. Strong work ethic;
● Interpret, apply and assure compliance with rules, regulations policies and practices of

BUSD and Student Services from past and current;
● Coordinate with administrators and other staff to meet organization needs and assure

smooth and effective flow and exchange of information;
● Communicate effectively both orally and in writing in order to assist visitors, staff and

others; compose correspondence, update handbooks, forms and other program written
materials;

● De-escalate many potential/volatile situations through a calm, empathetic and
professional demeanor;

● Seek advice and assistance from other offices when needed and always be a team player;
● Establish and maintain cooperative and effective working relationships with others

inside and outside the District, in addition to facilitating a positive working
environment;

● Capable of being diligent, gentle and care for students, parents/caregivers and staff;
● Serve many individuals who may be irate or traumatized in person, email or via phone;
● Proactive about handling work related matters when they arise;
● Adapt to changing technology and learn functionality of new equipment and systems;
● Collect, evaluate and interpret complex information and data of a sensitive nature;
● Generate a variety of records and reports related to specific areas of Student Services;
● Schedule appointments and locations for a variety of meetings.
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REQUESTING PARTY: Diggs-Ray, Denise Administrative Assistant II 

Education, Training and Experience and Requirements 

Minimum Formal Education: 

• High School graduation supplemented by college level course work in secretarial
science or related field and five years of intense clerical or administrative support

• AA degree in sociology and frequent public contact
• Three (3) years in a lead or supervisory position

Education, Training and Experience and Requirements (cont.) 

Specialized Training (Years and Type): 

• Increased responsibility as an Administrative Assistant in a school district or
public agency for at least five (5) years;

• Working in a fast pace office involving confidential and sensitive for at least four
(4) years;

• Proficient in office procedures and techniques, which includes record keeping and
typing of 75 words per minute;

• Familiarity with or the ability to learn student information systems, school district
software and new computer software.

Licenses, Certification and Registration: Word, Excel, Mandated Reporting 

Other Factors 
If you wish to present additional information about your job, use this space; additional sheets 
may be attached if needed 

I HAVE READ THE INSTRUCTIONS AND TO THE BEST OF MY KNOWLEDGE, I 
BELIEVE THE INFORAMTION PRESENTED HERE IS ACCURATE AND COMPLETE. 

Denise Diggs-Ray 6-25-20
 Signature of Employee Date 
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Job Duties  

Admin Coordinator and Admin Secretary 

September 2006-2009 SY 

Cathi Hackbarth (Admin Coordinator)   Denise Diggs-Ray (Admin Sec): 

1. Felton Owen (Director) Primary Support  Javier Mendieta (Manager) Primary Support 

2. Consent Decree      Expulsions/Panels/Hearings 

3. Suspension  Prepare Expulsions packets for hearing and Board 

4. Budget/Transfers/Mtgs  Assist in creating the Discipline Handbook 

5. P.O.  Generate SARB packets for hearing   

6. Invoices      Schedule SARB hearing   

7. Health Screenings Aid in developing a SARB Handbook     

8. Complaints  Help in developing SARB/Expulsion Forms 

9. Sp. Ed. Support  Shredding 

10. Lisa/SWA     Mandated Costs 

11. B-Tech  Update Monthly Calendar 

12. Monitoring Committee

13. Schedule New Teacher

14. Observations/Visits

Both Classifications:

15. Faxing

16. Answer Phones

17. Filing

18. Customer Service – Respond to Visitors and Emails
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Denise Diggs-Ray Job Duties 

Admin Secretary

July, 2009 – June, 2010 SY 

1. Felton Owen (Director) Primary Support

2. Operate proficiently and independently on a regular basis, with very little direction

3. Customer Service – Respond to Visitors/Emails/Phone calls accordingly

4. Consent Decree

5. Expulsions mtgs/Panels/Hearings

6. Prepare expulsion packets for hearings and Board

7. Contact Families to confirm Expulsions attendance

8. Reserve Rooms as needed for various meetings

9. Suspension

10. Review and revise the Discipline Handbook

11. SARB Hearings

12. Updated and modified SARB Handbook

13. Parent Student Handbook

14. Health Screenings

15. Complaints

16. Customer Service – Respond to Visitors/Phone Calls/Emails

17. Monthly Planner Board Calendar

18. SWA

19. B-Tech

20. Mandated Costs

21. Shredding

22. Faxing

23. Filing
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Denise Diggs-Ray Job Duties  

Admin Secretary and Admin Asst II 

July, 2010 – June, 2017 SY 

1. Dr. Susan Craig (Director) Primary Support

2. Operate proficiently and independently on a regular basis, with very little direction

3. Customer Service – Respond to Visitors/Emails/Phone calls  accordingly

4. Obtain and arrange expulsions documentation for packet completeness

5. Arrange expulsions mtgs/panels/hearings

6. Create expulsions/stipulated/suspension packets and for hearing and Board

7. Contact families to confirm expulsions attendance

8. Generate and update expulsion spreadsheet while tracking students

9. Remedy CPS Questions

10. Resolve ACOE/Probation response

11. Respond to Police Inquiries

12. Health Screenings

13. Reserve rooms as needed for various meetings

14. Suspension

15. Discipline Handbook (Update, review and distribute to school sites)

16. Parent Student Handbooks

17. Prepare SARB Packets for hearing

18. Schedule\SARB Hearings/Rooms

19. Update, review, correct and format SARB Handbook

20. Prepare SARB packets for hearings

21. SARB/Expulsion Forms

22. SWA interaction, assignment and support

23. Mandated Costs

24. Filing/Faxing/Shredding
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Denise Diggs-Ray Job Duties 

Admin Assistant II 

July, 2017 - June 2018 SY 

1. Tammy Rose, Interim Manager (position reduced), Primary Support

2. Operate proficiently and independently on a regular basis, with very little direction

3. Customer Service – Respond to Visitors/Emails/Phone calls accordingly

4. Enrollment assistance for students by gathering appropriate documentation, especially for foster youth and

students/families in transition

5. Assist and organize intake appointments for youth, including foster youth and students/families in transition

6. Order BART and AC transportation tickets for foster youth and students/families in transition

7. Attended the first ever safety meeting with the City of Berkeley

8. Obtain, review and arrange expulsions documentation for packet completeness to be used in hearings

and sent to the Board

9. Create expulsions packets and Deferral Agreements for hearing and Board

10. Arrange Expulsions mtgs/panels/hearings

11. Generate and update expulsion spreadsheet while tracking students

12. Schedule Expulsions mtgs/panels/hearings

13. Contact Families to confirm Expulsions attendance

14. Discipline Handbook (Update, review and distribute to school sites)

15. Suspension

16. Authenticate and process Custody/Guardianship Court Orders/Subpoenas

17. Organize and arrange uniform orders for processing and distribution designated for School Safety Officers

18. Reserve and schedule SARB Hearings/Rooms

19. SARB Handbook (Update, review, corrections and formatting)

20. Oversee Gender/Name Change Request

21. Enrollment assistance by gathering appropriate documentation for foster youth and homeless students

22. Interact with social workers, probation officers and foster parents

23. Determine who holds education rights for foster parents/guardians

24. Enrollment/Graduation/DACA Verification

25. Complaints

26. Reserve conference room as needed

27. Interact with legal counsel, social workers, probation officers and foster parents

28. Remedy CPS Questions

29. Resolve ACOE/Probation response

30. Respond to Police Inquiries

31. SWA interaction, assignment and support

32. B-Tech enrollment documentation

33. Mandated costs

34. Filing/Faxing/Shredding
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Denise Diggs-Ray Job Duties 

Admin Assistant II 

July, 2018 & July, 2020 SY 

1. James Wogan, Manager (position reduced) Primary Support

2. Operate proficiently and independently on a regular basis, with very little direction

3. Assist families in steering through BUSD, as much as possible

4. Customer Service – Respond to visitors/emails/phone calls accordingly

5. Enrollment assistance for students by gathering appropriate documentation, especially for foster youth and

students/families in transition

6. Assist and organize intake appointments for youth, including foster and homeless

7. Order BART and AC transportation tickets for foster youth and students/families in transition

8. Attended the first ever Homeless Education Advisory meeting by Zoom hearings

9. Oversee Gender/Name Change Request

10. Organize and arrange uniform orders for processing and distribution designated for School Safety Officers

11. Authenticate and process custody/guardianship/court orders/subpoenas

12. Interact with legal counsel, social workers, probation officers and foster parents

13. Determine who holds education rights for foster parents/guardians

14. Enrollment/Graduation/DACA Verification

15. Remedy CPS questions

16. Resolve ACOE/Probation response

17. Respond to Police Inquiries

18. Obtain, review and arrange expulsions/deferral documentation for packet completeness to be used in hearings

and sent to the Board

19. Arrange expulsions/deferral mtgs/panels

20. Generate and update expulsion spreadsheet while tracking students

21. Schedule deferral mtgs

22. Contact families to confirm expulsion/deferral hearing attendance

23. Obtain and review expulsions documentation for completeness

24. Create expulsions packets and Deferral Agreements for hearing and Board

25. Discipline handbook (update and review)

26. Suspension

27. Produce SARB packets for hearing

28. Reserve and schedule SARB hearings/rooms

29. SARB Handbook (Update, review, corrections and formatting)

30. Budget/Transfers/Mtgs

31. Joined the Tobacco Use and Prevention Education (TUPE) meetings by Zoom in absence of administrator; as

well as assured TUPE Coordinators received stipends (payments) promised for the 1920 SY.

32. Complaints

33. Process MOUs/Reqs for PO/ Invoices

34. Update Parent Student Handbook

35. SWA assignment and support

36. B-Tech enrollment documentation

37. Realm Charter School – custodian of records: verify graduation/previous enrollment; mail CUM folders to

requesting school site for student enrollment

38. Track Section 504 students, order appropriate equipment and distribute to school site

39. Mandated costs

40. Filing/Faxing/Shredding
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June 30, 2020 
Dear BUSD Personnel Commission, 

I am writing this letter in support of the reclassification request by Denise Diggs-Ray.   As the direct supervisor for Ms. 
Diggs-Ray for the past two schools years, I have worked closely with her and witnessed first hand that her duties and 
responsibilities have outgrown the position she currently holds, Administrative Assistant II.   Examples of Ms. Diggs-Ray 
operating beyond her current classification include, but are not limited to the following:  

• Preparing dockets for the Superintendent and BUSD Board of Education for review in closed session.
• Interacting with legal counsel related to expulsion proceedings and the Office of Civil Rights (OCR).
• Collection of highly confidential student records related to Student Discipline and pending litigation.
• Response to subpoenas in support of the BUSD Custodian of Records.
• Homeless appeals process, preparing summary documentation to ensure compliance with Federal Law and CA

Education Code related to McKinney Vento appeals process.
• Assisting families facing homelessness to navigate BUSD schools and departments.  Collaboration and sensitive

communication with the BUSD Homeless Outreach Program for Education (Berkeley HOPE), the BUSD Office of
Family Engagement and Equity (OFEE), and when indicated, the BUSD Dept. of Special Education.

• Assisting with intake appointments for foster youth under juvenile probation (WIC 602) and child welfare (WIC 300),
gathering all related documentation, interacting with social workers, probation officers, and foster parents to determine
who holds educational rights for the student, obtaining JV-535 exparte orders from court related to educational rights,
and assisting guardians and foster parents with enrollment proceedings.

• Ensuring compliance with AB 1266 preventing discrimination of students who identify as transgender and non-binary.
Ms. Diggs-Ray updated the form that is used district wide relate to student name change in the BUSD Student
Information System.  Toward this end, she communicates with parents and guardians, principals and designees, the
Manager, Student Services, and the BUSD Dept. of Technology.

• Prepares and processes Memorandums of Understanding (MOU) partnership agreements with Universities to provide
counseling services for BUSD Students and Families, e.g., CSU East Bay, Chapman University, UC Berkeley School of
Social Welfare, San Francisco State University.

• Prepares and processes contracts with Community-Based Organizations to provide culturally sensitive support services
that are not otherwise available in BUSD.    This involves knowledge of contractual language, reading contracts for
indemnification language, and assisting agencies to BUSD liability insurance requirements, i.e. adding BUSD as
“additionally insured” in order to establish a contract.

• Fiscal / budget development, processing expenditures, ensuring expenditures are aligned with funding restrictions, for
example, School Safety, AED inspection, School Safety Officer uniform design and ordering, Homeless Students,
materials and equipment for students with disabilities under Section 504.

• Sensitive communication with parents and guardians, site administrators, and district office administrators students with
disabilities under Section 504.

Ms. Diggs-Ray supports equity and the shared vision of BUSD to educate each student we serve.  She operates 
skillfully and independently on a regular basis.  During COVID-19, she went above and beyond to ensure that BUSD 
Student Services supported our most vulnerable students.  For example, she processed purchase orders with Berkeley 
Bowl that help to feed 19 children in 9 families who live at motel on University Avenue and attended the first ever 
Homeless Education Advisory meeting by Zoom.   Ms. Diggs-Ray completes responsibilities with alacrity and acumen 
that is above her current grade of pay and position.    I fully support Ms. Diggs-Ray request for reclassification.   Please 
let me know if I can provide more information.  

Yours truly,    James C. Wogan     James Wogan, LCSW, Manager, Student Services 

2020 Bonar Street #112, Berkeley, CA 94702 
(510) 883-5224 Fax: (510) 644-7712 

www.berkeleyschools.net 
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ADMINISTRATIVE ASSISTANT III BUSDFinal 

BERKELEY UNIFIED SCHOOL DISTRICT 
        Human Resources Department 

   CLASSIFICATION AND 
   POSITION DESCRIPTION 

TITLE: Administrative 
Assistant III 

REPORTS TO: Assigned Supervisor 

DEPARTMENT/SCHOOL: As assigned CLASSIFICATION: Non-Administrative 
Classified Technical 

FAIR LABOR STANDARDS 
ACT CLASSIFICATION: 

Non-Exempt WORK YEAR: HOURS: 12 months/Calendar 2000 
7.5 hours per day or 
duty days/hours as 
assigned 

APPROVED: 
   Board 
   Commission 

June 29, 2016 
July 15, 2016 

SALARY GRADE: Schedule: 56 
Range:  52 

BASIC FUNCTION: 

Under direction of an assigned supervisor, perform a variety of complex administrative support duties to relieve 
the administrator of administrative and clerical duties; plan, coordinate and organize office activities and 
coordinate flow of communications and information for the administrator; prepare and maintain a variety of 
manual and automated records and reports related to assigned activities. 

DISTINGUISHING CHARACTERISTICS: 

The Administrative Assistant III classification provides primary and complex administrative support to a large 
District-wide program or multiple District-wide programs of a complex nature.  Incumbents require thorough 
knowledge of organizational operations, policies and procedures and assigned department or programs.   

The Administrative Assistant II classification performs varied and responsible administrative assistant duties 
requiring thorough understanding of a program or functional area.  Incumbents provide primary administrative 
support to a manager of a large program or director of a small department.   

The Administrative Assistant I classification provides primary support to a manager of a program or secondary 
support to higher-level administrators. 

REPRESENTATIVE DUTIES: 

ESSENTIAL DUTIES: 
• Perform a variety of complex administrative duties to relieve the administrator of administrative and

clerical duties; plan, coordinate and organize office activities and coordinate flow of communications
and information; assure smooth and efficient office operations; assure related functions comply with
established laws, rules, regulations, policies and procedures

• Serve as primary administrative support to the assigned administrator; perform public relations and
communication services for the administrator; receive, screen and route telephone calls; take, retrieve
and relay messages as needed; schedule and arrange appointments, conferences and other events
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ADMINISTRATIVE ASSISTANT III BUSDFinal 

• Receive visitors, including administrators, staff, and the public; provide information or direct to
appropriate personnel; exercise independent judgment in resolving a variety of issues; refer difficult
issues to the administrator as needed; provide technical information and assistance related to program
or operations and related laws, rules, regulations, policies and procedures

• Compile information and prepare and maintain a variety of records, logs and reports related to
programs, students, attendance, staff, projects and assigned duties; establish and maintain filing
systems; revise, verify, proofread and edit a variety of documents

• Input a variety of data into an assigned computer system; establish and maintain automated records
and files; initiate queries, develop spreadsheets, manipulate data and generate various computerized
lists and reports as requested; assure accuracy of input and output data

• Compose, independently or from oral instructions, note or rough draft, a variety of materials such as
inter-office communications, forms, letters, memoranda, bulletins, agenda items, labels, fliers,
requisitions, handbooks, newsletters, brochures, certificates, contracts and other materials; format
materials to meet program and office needs

• Research, compile and verify a variety of data and information; compute statistical information for
various federal, State and local reports as necessary; identify and resolve a variety of financial and
statistical discrepancies; assure mandated reports are completed and submitted to appropriate agency
according to established time lines

• Distribute, collect, process and evaluate a variety of forms and applications related to assigned
functions; duplicate and distribute materials as needed; assist with the preparation, processing and
maintenance of grant information, records and related materials as assigned

• Coordinate, schedule and attend a variety of meetings, workshops and special events; prepare and send
out notices of meetings; compile and prepare agenda items and other required information for
meetings, workshops and other events; organize and review documents for the Board; set up
equipment and supplies for meetings and other events as needed; take, transcribe and distribute
minutes as directed

• Perform a variety of clerical accounting duties as assigned; monitor funds for income and expenditures;
assure expenditures to do not exceed established budget limitations; calculate, prepare and revise
accounting and budgetary data; balance and reconcile assigned accounts and budgets; assist with
budget development and preparation; maintain financial and statistical records and files; create budget
transfers for approval

• Train and provide work direction and guidance to designated clerical personnel as assigned; provide
input concerning employee interviews and evaluations as requested

• Perform special projects and prepare various forms and reports on behalf of the assigned administrator; 
attend to administrative details on special matters as assigned

• Communicate with personnel and various outside agencies to exchange information, request and
provide materials, coordinate activities and resolve issues or concerns

• Operate a variety of office equipment including a calculator, copier, fax machine, computer and
assigned software; arrange for equipment repairs as required
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ADMINISTRATIVE ASSISTANT III BUSDFinal 

• Receive, open, sort, screen and distribute incoming mail; receive and respond to e-mails; compose
replies independently or from oral direction; prepare and distribute informational packets and bulk
mailings

• Maintain appointment and activity schedules and calendars; coordinate travel arrangements and hotel
reservations as necessary; process reimbursement claims; reserve facilities and equipment for meetings
and other events as needed

• Monitor inventory levels of office and designated supplies; order, receive and maintain appropriate
levels of inventory as required; prepare, process and code purchase orders and invoices as assigned;
arrange for billings and payments as directed

• Receive and process invoices according to established procedures; verify work completed or materials
received; obtain management approval for payment

OTHER DUTIES: 
Perform related duties as assigned 

KNOWLEDGE AND ABILITIES: 

KNOWLEDGE OF: 
Organizational operations, policies and objectives 
Policies and objectives of assigned programs and activities 
Applicable laws, codes, regulations, policies and procedures 
Record-keeping and filing techniques 
Business letter and report writing, editing and proofreading 
Telephone techniques and etiquette 
Methods, procedures and terminology used in clerical accounting work 
Modern office practices, procedures and equipment 
Correct English usage, grammar, spelling, punctuation and vocabulary 
Interpersonal skills using tact, patience and professionalism 
Operation of a computer and assigned software 
Oral and written communication skills 
Record retrieval and storage systems 
Basic public relations techniques 
Mathematic calculations 

ABILITY TO: 
Perform a variety of complex secretarial and administrative assistant duties to relieve the administrator of 
administrative and clerical detail 
Plan, coordinate and organize office activities and coordinate flow of communications and information for the 
administrator 
Assure smooth and efficient office operations 
Interpret, apply and explain laws, codes, rules, regulations, policies and procedures 
Compile and prepare comprehensive reports concerning a broad spectrum of subject matter 
Compose effective correspondence independently 
Perform a variety of clerical accounting duties in support of assigned department or program 
Keyboard or input data at an acceptable rate of speed 
Answer telephones and greet the public professionally 
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ADMINISTRATIVE ASSISTANT III BUSDFinal 

Complete work with many interruptions 
Maintain a variety of records, logs and files 
Utilize a computer to input data, maintain automated records and generate computerized reports 
Establish and maintain cooperative and effective working relationships with others 
Meet schedules and time lines 
Work independently with little direction 
Communicate effectively both orally and in writing 
Determine appropriate action within clearly defined guidelines 
Add, subtract, multiply and divide with speed and accuracy 

EDUCATION AND EXPERIENCE: 

Any combination equivalent to:  graduation from high school supplemented by college-level course work in 
secretarial science or related field and six years increasingly responsible secretarial or administrative assistant 
experience involving frequent public contact 

WORKING CONDITIONS: 

ENVIRONMENT: 
Office environment 
Constant interruptions 

PHYSICAL DEMANDS: 
Hearing and speaking to exchange information in person or on the telephone 
Dexterity of hands and fingers to operate a computer keyboard 
Seeing to read a variety of materials 
Sitting or standing for extended periods of time 
Bending at the waist or kneeling to file and retrieve materials 
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ADMINISTRATIVE ASSISTANT II BUSDFinal 

BERKELEY UNIFIED SCHOOL DISTRICT 
      Human Resources Department 

   CLASSIFICATION AND 
   POSITION DESCRIPTION 

TITLE: Administrative 
Assistant II 

REPORTS TO: Assigned Supervisor 

DEPARTMENT/SCHOOL: As assigned CLASSIFICATION: Non-Administrative 
Classified Technical 

FAIR LABOR STANDARDS 
ACT CLASSIFICATION: 

Non-Exempt WORK YEAR: HOURS: 12 months/Calendar 2000 
7.5 hours per day or 
duty days/hours as assigned 

APPROVED: 
   Board 
   Commission 

June 29, 2016 
July 15, 2016 

SALARY GRADE: Schedule: 56 
Range: 46 

BASIC FUNCTION: 

Under the direction of an assigned supervisor, perform varied and responsible administrative support duties 
to relieve the administrator of administrative and clerical detail; plan, coordinate and organize office activities 
and coordinate flow of communications and information for the administrator; prepare and maintain a variety 
of manual and automated records and reports related to assigned activities. 

DISTINGUISHING CHARACTERISTICS: 

The Administrative Assistant II classification performs varied and responsible administrative assistant duties 
requiring thorough understanding of a program or functional area.  Incumbents provide primary 
administrative support to a manager of a large program or director of a small department.   

The Administrative Assistant III classification provides primary and complex administrative support to a large 
District-wide program or multiple District-wide programs of a complex nature.  Incumbents require thorough 
knowledge of organizational operations, policies and procedures and assigned department or programs.   

The Administrative Assistant I classification provides primary support to a manager of a program or secondary 
support to higher-level administrators.   

REPRESENTATIVE DUTIES: 

ESSENTIAL DUTIES: 

 Perform varied and responsible administrative support duties to relieve the administrator of
administrative and clerical detail; plan, coordinate and organize office activities and coordinate flow of
communications and information; assure smooth and efficient office operations

 Serve as primary administrative support to the assigned administrator; perform public relations and
communication services for the administrator; receive, screen and route telephone calls; take,
retrieve and relay messages as needed; schedule and arrange appointments, conferences and other
events

 Receive visitors, including administrators, staff, and the public; provide information or direct to
appropriate personnel; exercise independent judgment in resolving a variety of issues; refer difficult
issues to the administrator as needed; provide general information and assistance related to program
or organizational operations and related laws, rules, regulations, policies and procedures
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ADMINISTRATIVE ASSISTANT II BUSDFinal 

 Compile information and prepare and maintain a variety of records, logs and reports related to
programs, students, financial activity, budgets, attendance, staff, projects and assigned duties;
organize and distribute work orders; establish and maintain filing systems; revise, verify, proofread
and edit a variety of documents

 Input a variety of data into an assigned computer system; establish and maintain automated records
and files; initiate queries, develop spreadsheets, manipulate data and generate various computerized
lists and reports as requested; assure accuracy of input and output data

 Compose, independently or from oral instructions, note or rough draft, a variety of materials such as
inter-office communications, forms, letters, memoranda, bulletins, agenda items, labels, fliers,
requisitions, handbooks, newsletters, brochures, certificates, contracts and other materials; format
materials to meet program and office needs

 Research, compile and verify a variety of data and information; compute statistical information for
various reports as necessary; process a variety of forms and applications related to assigned functions;
duplicate and distribute materials as needed

 Coordinate, schedule and attend a variety of meetings, workshops and special events; prepare and
send out notices of meetings; compile and prepare agenda items and other required information for
meetings, workshops and other events; set up equipment and supplies for meetings and other events
as needed; take, transcribe and distribute minutes as directed

 Perform a variety of clerical accounting duties in support of assigned program or office as assigned;
monitor funds for income and expenditures; assist in assuring expenditures to do not exceed
established budget limitations as assigned; calculate, prepare and revise accounting and budgetary
data; balance and reconcile assigned accounts and budgets as required

 Receive and process invoices according to established procedures; verify work completed or materials
received; obtain management approval for payment

 Perform special projects and prepare various forms and reports on behalf of the assigned
administrator; attend to administrative details on special matters as assigned

 Communicate with personnel and various outside agencies to exchange information and resolve
issues or concerns

 Operate a variety of office equipment including a calculator, copier, fax machine, computer and
assigned software

 Receive, sort and distribute mail; receive and respond to e-mails; prepare and distribute informational
packets and bulk mailings as directed

 Maintain appointment and activity schedules and calendars; coordinate travel arrangements and
hotel reservations as necessary; reserve facilities and equipment for meetings and other events as
needed

 Monitor inventory levels of office and designated supplies; order, receive and maintain appropriate
levels of inventory as required; prepare, process and code purchase orders and invoices as assigned;
arrange for billings and payments as directed
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ADMINISTRATIVE ASSISTANT II BUSDFinal 

OTHER DUTIES: 
Perform related duties as assigned 

KNOWLEDGE AND ABILITIES: 

KNOWLEDGE OF: 
Department or program organization, operations, policies and objectives 

Policies and objectives of assigned programs and activities 

Terminology, practices and procedures of assigned office 

Record-keeping and filing techniques 

Business letter and report writing, editing and proofreading 

Telephone techniques and etiquette 

Methods, procedures and terminology used in clerical accounting work 

Modern office practices, procedures and equipment 

Correct English usage, grammar, spelling, punctuation and vocabulary 

Data control procedures and data entry operations 

Interpersonal skills using tact, patience and professionalism 

Operation of a computer and assigned software 

Oral and written communication skills 

Methods of collecting and organizing data and information 

Mathematic calculations 

ABILITY TO: 
Perform varied and responsible administrative support duties to relieve the administrator of administrative 
and clerical detail 

Plan, coordinate and organize office activities and coordinate flow of communications and information for the 
administrator 

Assure smooth and efficient office operations 

Learn District operations, policies and objectives 

Learn, interpret, apply and explain laws, codes, rules, regulations, policies and procedures 

Compose correspondence and written materials independently or from oral instructions 

Perform a variety of clerical accounting duties in support of assigned department or program 

Keyboard or input data at an acceptable rate of speed 

Answer telephones and greet the public professionally 

Complete work with many interruptions  

Compile and verify data and prepare reports  

Maintain a variety of records, logs and files 

Utilize a computer to input data, maintain automated records and generate computerized reports 

Establish and maintain cooperative and effective working relationships with others 

Meet schedules and time lines 

Work independently with little direction 

Communicate effectively both orally and in writing 

Add, subtract, multiply and divide with speed and accuracy 
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ADMINISTRATIVE ASSISTANT II BUSDFinal 

EDUCATION AND EXPERIENCE: 

Any combination equivalent to:  graduation from high school supplemented by college level course work in 
secretarial science or related field and five years of clerical or administrative support experience involving 
frequent public contact 

WORKING CONDITIONS: 

ENVIRONMENT: 
Office environment 

Constant interruptions 

PHYSICAL DEMANDS: 
Hearing and speaking to exchange information in person or on the telephone 

Dexterity of hands and fingers to operate a computer keyboard 

Seeing to read a variety of materials 

Sitting or standing for extended periods of time 

Bending at the waist or kneeling to file and retrieve materials 
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PERSONNEL COMMISSION 

BERKELEY UNIFIED SCHOOL DISTRICT 

August 6, 2020 

AGENDA ITEM 

SUBJECT:   EXTEND ELIGIBILITY LISTS EXPIRING BETWEEN MARCH 16, 2020 

AND AUGUST 30, 2020. 

BACKGROUND INFORMATION 

As of March 16, 2020, Berkeley Unified, along with the rest of the State, has been under a 

mandatory shelter in place order (SIP). As a result of the SIP order, there have been many 

challenges and uncertainty amidst rapidly changing processes and procedures to accommodate 

the new normal in the District. The Personnel Commission staff has experienced challenges 

around recruiting, testing remotely, and procuring panelists. Without full knowledge of the 

complexities and length of the SIP order, early discussions around automatic blanket extensions 

of the expiring eligibility lists seemed premature. As the SIP order has lingered for close to four 

months with no end in sight, and the District prepares for distant learning, considerations for 

blanket extensions have resurfaced. I am proposing that the Personnel Commission do an 

automatic extension of all list herein, that have expired from March 16, 2020, to August 30, 

2020, to include:  

• Library Media Specialist

• Custodian II

• District Services Assistant

• VAPA Technician

• Instructional Specialist- Cooking

• Instructional Tech- Gardening

• Storekeeper

• Facilities Operations Manager

• Instructional Specialist- Dance

This action will allow managers and promotional candidates the opportunity to place into 

necessary positions as essential workers in these challenging times.  This action would have 

particular effects on the maintenance/custodial department, where testing is particularly 

challenging due to SIP. The Custodial II list is in its second extension, but because of the 

extremely unusual and unprecedented circumstances facing the District with hiring, I am 

recommending this list be extended along with the others listed to serve the best purpose of our 

promotional candidates and the District during this challenging time. 

Moving forward list will be brought to the commission on a month to month bases for review of 

6-month extension, while the SIP order remains in place, except where there is a request for a

one-year extension as brought forward by specific request.

DIRECTOR’S RECOMMENDATION 

Approve a six months extension of all eligibility lists that would have expired between the date 

of March 16, 2020, and August 30, 2020, as listed herein. 

ATTACHMENT B



PERSONNEL COMMISSION 

BERKELEY UNIFIED SCHOOL DISTRICT 

August 6, 2020 

AGENDA ITEM 

SUBJECT: MAINTENANCE TECHNICIAN LIST CERTIFICATION EXTENSION 

BACKGROUND INFORMATION 

Personnel Commission Rule 50.100.1 states that “After approval, an eligibility list shall be in 

effect for one year, unless exhausted, and may be extended for not to exceed one additional 

year at the discretion of the Commission.”  Request to extend the Maintenance Technician List 

for an additional one (1) year. 

50.100.1 Establishment and Life of Eligibility Lists 

A. After an examination, the names of successful competitors shall be arranged on a list in the

order of examination score, plus additional points where applicable (Rule 40.100.8).  The list

shall be presented for approval of the Personnel Commission.

B. After approval, an eligibility list shall be in effect for one year, unless exhausted, and may be

extended for not to exceed one additional year at the discretion of the Commission. Names of

successful competitors may be added to eligibility lists resulting from continuous examinations

without approval by the Commission.

DIRECTOR’S RECOMMENDATION 

Approve a one (1) year extension of the above eligibility list. 
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Berkeley Unified School District 

Merit System 

Eligibility List for : 

Written Examination: 
Oral Examination: 

Maintenance Technician 

(Open and Promotional} 

June 7, 2019 
July 9, 2019 

List Established by Personnel Commission: August 8, 2019 to expire August 7, 2020 

Patricia Duwel 

Promotional 

1 Ismael Shareef 
2 Angel Hinojosa 
3 Robert Fleming 
4 Michael Mellion 

Open 

1 Erwin Tuazon 

Secretary, Personnel Commission 

Reynal� 
Chairperson, Personnel Commission 

10 

8/5/2019 

Date 

Date 
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