Berkeley Unified School District
2020 Bonar Street, The Tech Lab, Room 126
Berkeley, CA 94702

Personnel Commission
Heidi Goldstein, Chairperson Dr. Reynaldo Ortiz, Vice-Chairperson Tim Carter, Commissioner

Patricia Duwel, Secretary

Special Meeting Agenda
January 25, 2018 — 3:00 pm

Call to Order Chairperson Goldstein
Roll Call & Establishment of Quorum Secretary Duwel
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 can be taken by the

Commission.
Approval & Adoption of Agenda ' Chairperson Goldstein
Conference Items Chairperson Goldstein
These items are presented for discussion and action and may be carried over from a previous meeting.
a) Desk Audit- School Administrative Assistant Il, Attachment A
b) Agenda ltem Request — M. Ferguson, Attachment B
Closed Session (2 matters) Chairperson Goldstein
a) Employee Discipline and Legal Matters - Government Code § 54954.5
(2017-D-01) (2017-D-02)
b) Performance Evaluation of the Director, Classified Personnel
Report from Closed Session Chairperson Goldstein
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 can be taken by the
Commission.
Next Meeting Chairperson Goldstein
Follow up items for next Personnel Commission Meeting.
10. Adjournment Chairperson Goldstein

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.




ATTACHMENT A

PERSONNEL COMMISSION
BERKELEY UNIFIED SCHOOL DISTRICT
January 9, 2018

AGENDA ITEM NO 7.B.
SUBJECT: DESK AUDIT - SCHOOL ADMINISTRATIVE ASSISTANT II

BACKGROUND INFORMATION

In March of 2017, School Administrative Assistant Il (SAA2) Marie Ferguson requested
Working Out of Class pay for performing duties identified with the higher ranged classification
of Human Resources Technician (HR Tech). Ms. Ferguson is currently assigned to Berkeley
High School (BHS). Mr. Peter Rogosin, Interim Director, submitted his recommendation to the
Personnel Commission at the April 6, 2017 Commission meeting as agenda item 10f/g. Attached
is that reccommendation. In July of 2017, Mr. Rogosin drafted an agenda item for placement on a
future Commission agenda and that item was passed on to myself and is included in this agenda
item for informational purposes only. Mr. Rogosin informed me that he did go to BHS on at
least one occasion to observe Ms. Ferguson in the performance of her duties as a SAA2.
However, those observation results were not provided to me. I met with Ms. Ferguson at BHS
on two separate occasions to observe her in the conduct of her assignment as SAA2. On Friday,
November 17,2017 I was at BHS from 7:30am to 11:30am and again on Tuesday, November 28,
2017 from 12:30pm to 3:00pm. [ have included with this agenda item, my hand written notes
from those dates as I observed Ms. Ferguson as she conducted her daily desk tasks and duties.
Ms. Ferguson and I have discussed this audit on more than one occasion and she has also
provided me documentation such as two different BHS Job Responsibilities for the same school
year (included) as well as email’s (not attached) in support of this audit. I have reviewed both
classifications (HR Tech and SAA?2). I have provided a side-by-side comparison of the essential
duties listed for both classifications annotating whether that specific duty was observed. My
recommendations are as follows:

DIRECTOR’S RECOMMENDATION
1. Having conducted observations and audited all information provided, I find that Ms. Ferguson
is working within the scope of her current classification of School Administrative Assistant II.

2. I concur with Interim Directors’ (Mr. Rogosin) informational recommendation from July
2017 that the class description for the School Administrative Assistant II be revised to include
changes in the level-defining characteristics noted in Mr. Rogosin’s recommendations. I would
like to submit that the SAA2 classification description should be revised and, with the
Commission’s direction; bring the revision to the next meeting.
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To: The Personnel Commission
From: Peter Rogosin, Interim Personnel Director
Date: April 6, 2017 |
Subject: Regquest for Work-Out-Of-Class - Marie Ferguson
Recommendation:

It is recommended that the Personnel Commission find that Ms. Marie Ferguson, working within her
classification as a School Administrative Assistant Il at Berkeley High School.

Background

The Personnel Commission received a request dated March 16, 2017 from Marie Ferguson, School
Administrative Assistant i, Berkeley High School, requesting Work-Out-Of-Class pay for performing the following
tasks:

“Locating and arranging for substitutes to cover employee absence.”
Running the daily substitute report.

Issuing “substitute employees with keys.”

“Collect(ing) substitute timesheets for signature.”

Swn

Personnel Commission Rule 30.200.6 Working Qut of Classification specifies that:

An employee is not expected to be required to work out of classification, but when he/she is
required to do so the fact shall be reported to the Personnel Director, who shall immediately
investigate and report to the Personnel Commission.

After review, the Commission shall take such action as necessary based upon the facts. This rule
shall not be construed as permitting an employee to refuse to perform duties legally assigned by

competent authority.

An employee may be required to perform duties inconsistent with those assigned to the position by
the governing board provided that his/her salary is adjusted upward to 5% or at the salary range of
the higher' classification, whichever is greater, for the entire period he/she is required to work out

of classification.

Education Code §45276 states:

The governing board shall fix the duties of all positions a part of the classified service as required by
Section 45109. The board may recommend the minimum educational and work experience
requirements for classified positions to the personnel commission. Minimum qualification
requirements shall be subject to approval of the commission.
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Education Code §45110 states:

Classified employees shall not be required to perform duties which are not fixed and prescribed for the
position by the governing board in accordance with Section 45109, unless the duties reasonably relate
to those fixed for the position by the board, for any period of time which exceeds five working days
within a 15-calendar-day period except as authorized herein.

An employee may be required to perform duties inconsistent with those assigned to the position by the
governing board for a period of more than five working days provided that his salary is adjusted upward
for the entire period he is required to work out of classification and in such amounts as will reasonably
reflect the duties required to be performed outside his normal assigned duties.

This section shall apply to districts that have adopted the merit system in the same manner and effect as
if it were a part of Article 6 (commencing with Section 45240) of this chapter.

Basis for the Recommendation:

Personnel Commission staff reviewed the tasks identified on the employee’s request (see above) and identified
corresponding tasks on the classification description for School Administrative Assistant Il. They include:

1. “Assist the Human Resources Department with facilitating site substitute coverage”

2. “Assist substitute employees by providing keys, materials and pertinent information”

3. “Collect and code timesheets” and,

4. “Input a variety of data into an assigned computer system; maintain automated records and files;

initiate queries and generate a variety of computerized lists, spreadsheets and reports as requested;
assure accuracy of input and output data.”

According to the class description the class concept of a School Administrative Assistant Il is to “coordinate a
wide variety of administrative and other office functions and activities related to the administration and
operations at the school.” The tasks identified by Ms. Ferguson and listed above were evaluated as falling within
the tasks typically performed by incumbents in the Clerical/ Administrative Assistant hierarchy and reasonably

relate to those fixed for the position.

In addition, the minimum qualifications for the class of School Administrative Assistant Il require incumbents to
have, “Five years of increasingly responsible secretarial and clerical school office experience involving public
contact. “ In light of the significant prior experience and level of expertise required of incumbents in this
classification, the tasks identified and performed by Ms. Ferguson do not appear to be outside the expected
assignment.
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To: The Personnel Commission
From: Peter Rogosin, Interim Personnel Director
Date: July X, 2017

Subject: Revisions of School Administrative Assistant | and 1l Class Descriptions

Recommendation:

It is recommended that the Personnel Commission modify the summary section of the class description
for School Administrative Assistant Il to include, “or performs a variety of more complex general clerical
duties under lead direction of a School Administrative Assistant IIl.”

It is recommended that the Personnel Commission modify the summary section of the class description
for School Administrative Assistant | to include, “or performs a variety of general clerical duties at a
school.”

Background:

A formal request for Work-Out-Of-Class pay for Ms. M. Ferguson, School Administrative Assistant I,
Berkeley High School was denied at the April 6, 2017 meeting of the Personnel Commission. Ms.
Ferguson felt that tasks performed relating to locating and arranging for substitute coverage at the
school was properly performed by Human Resource Techniclans located at the District Offices. The basis
for the denial was that the class description for Schoo! Administrative Assistant Il included language
indicating that “facilitating site substitute coverage” was within the class concept for a School
Administrative Assistant Il.

A secondary area of expressed concern was whether the class concept for a School Administrative
Assistant Ii, as defined in the class description, allowed for placement of a level il administrative support
person at the High School. The class descriptions in the School Administrative Assistant series identify

the level-defining-characteristics as;

The School Administrative Assistant Ili classification provides primary and complex
administrative support to the high school-or adult school principal. Incumbents require thorough
knowledge of school operations, policies and procedures, and serve in a lead capacity, providing
training and guidance to other clerical staff in the office.

The School Administrative Assistant Il classification provides primary support to an elementary,
middle or alternative school principal. Incumbents require thorough knowledge of school
operations, policies and procedures, and serve as the school office lead.

The School Administrative Assistant | classification supports a certificated administrator at a
school and may serve as an office lead.
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The class descriptions in the Administrative Assistant series identify the level-defining-characteristics as;

The Administrative Assistant Il classification provides primary and complex administrative
support to a large District-wide program or multiple District-wide programs of a complex nature.

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

The Minimum Qualification necessary to compete in the examination process are 4, S and 6 years of
experience supplemented by college level course-work in secretarial science respectively.

The class descriptions in the Administrative Assistant series identify the level-defining-characteristics as;

The Clerical Assistant | classification is the entry-level classification in the series and provides an
opportunity to leam the terminology, processes and operations of an assigned office,
department or program. Incumbents provide general and varied clerical and receptionist
support and typically work under direct supervision.

The Clerical Assistant Il classification is the experienced-level classification in the series. This
classification performs a wide variety of clerical support to an office, department or program,
requiring an understanding of clerical processes or functions.

The Clerical Assistant Il classification is the advanced-level classification in the series. This
classification performs more specialized clerical duties for an office, department or program,
requiring independent judgment and knowledge of designated policies, procedures and
regulations.

The Minimum Qualification necessary to compete in the examination process are 1, 2 and 3 years of
clerical experience respectively.

The Administrative Assistant and Clerical Assistant series differ from the school based School
Administrative Assistant series by the requirement for working with students and parents and the
constant interruptions that are indicative of the school offices. Both series require clerical skills of

varying level and

By modifying the School Administrative Assistant Il class concept to include the language noted above
allows for routine and/or repetitive clerical tasks at a school site to be performed by School
Administrative I‘s and more complex clerical tasks to be performed by School Administrative Il's at a
school site without the reference to serving as the lead clerical person at a school site.
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BHS Clerical Support Team

Job Responsibilities 2017-2018

Name

General Duties

<alRNRee, - School Admin. Asst. 11

Principal’s Office

—

Principal’'s General Assistant
Certificated Absence Certificates
Teacher Sign-Ins for PD
Principal’s Liaison

&Admin. Asst. II
Budget Office

wiiSinggeng

Budget

Supplies

Purchasing

Receiving

Warehouse

Timesheets

Xerox

Administrator/Maintenance

Other duties assigned by Principal

| 2SNy, School Admin, Asst. 11

Front Office

Registration/Admissions
Transfers in/out, Transcripts
Emergency Cards & Immunizations
Bad Addresses/Returned Mail
Student Bulletin
Substitute Teachers
Daily Sub List, Sub Keys
Lottery & Zoning
#2 on Phones
Mail
Supervise Student Proctors
Clerical Support to s
Other Duties as Assigned by Principal

1
Dwispo &

TBD- Student Body Acct. Tech

Re%'strar's Office

Student Body Accounts

Check Writing

Event and Test Registration Sales
Bank Deposits

Reports/Daily Cash Receipts

Posting to Journal Cash Received
Monthly Financial Reports

Free Graduation Tickets

Clerical Support to i

Other Duties as assigned by Principal

ATTACHMENT A
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~wmellligllin - Clerical Asst. 111

Front Office

.,

#1 on Phones

Greet all visitors

Primary contact for
security/custodians

General Information

Maintain Staff phone Roster
Support/Liaison for students and staff
Supply Keys ‘
Issue parking Permit Tags

Facilities Calendar (minus BCT)
Clerical support to facilities manager
Other duties assigned by Principal

School Admin. Asst I
Registrar's Office

Work Permits
Process transcripts

e—— Student Verification Forms
CAHSEE Mailings/Input
Clerical Support to #lls
Other duties as assigned by Principal
WiRedlNE Student Records Asst | Counseling Office Support
Counseling Office Support for Counselor Duties
s s Student Activities Support

Power School upkeep

Master Schedule Support

ID card processing

Schedule Counseling Appointments
Proctor Monitoring

Clerical Support to (il

Other duties as assigned by Principal

SRR ozt
Registrar’'s Otlice
wiintdlND-

Enter/Change Grades

Evaluate of district transcripts
Sending Transcripts to Colleges
Verification

Maintain Student Files

Graduation List and Diplomas for BHS
BHS and ISP Reports

Entering and Fixing Transcripts
Social Security and School verification
Back up to Marie for registration and
transfer in/out students

Maintain list of student planning on
graduating early

Concurrent Student Enrollment
Other duties assigned by Principals
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— Attendance
Technician
Attendance Office

Prepares attendance reports for staff
administration

State reporting

Prepares clearance slips for students
Inputs data on absences

Clerical Support to il

Spanish translation for Attendance
Office

PE Wavier Processing

Maintains student attendance files
Other duties assigned by Principal

ORISR, - Attendance

Technician
Attendance Office

Prepares attendance reports for staff
administration

State reporting

Prepares clearance slips for students
Inputs data on absences

Clerical Support to Nk

Maintains student attendance files
Other duties assigned by Principal

Sub - Attendance Technician
Attendance Office

R

Prepares attendance reports for staff
administration

State reporting

Prepares clearance slips for students
Inputs data on absences

Clerical Support to Nl

Maintains student attendance files
Other duties assigned by Principal

Sl Admin. Asst. |

Volunteer Coordinator

Recruits and trans volunteers to
support BHS staff and events
Parent Communication - E-tree
Coordination of mailings

Support to College/Career Center
Outreach to incoming families and
tours

Other duties assigned by Principal

Vacant - Library Media Tech.
Book Room

EoEa s

Library

Maintains Textbook Tracker and
library files

Checks textbooks in and out
Order/purchase textbooks
Inventory textbooks
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BHS Clerical Support Team
Job Responsibilities 2017-18
Name General Duties
*— Admin Coordinator | Principal’s General Assistant
25"&33108 Office Certificated Absence Certificates
:00-4: Teacher Sign-Ins for PD
mr Principal’s Liaison
sy - Budget Officer Budget
. Sommie
: : Purchasing
SR Receiving
Warehouse
Timesheets

TPEEseas: - Program Assistant
Front Office
7:30-3:30

ity

TBD - Student Body Acct. Tech
Registrar’s Office
9:30-2:15

| R

Xerox Administrator & Maintenance
Other duties assigned by Principal
-transfers in/out/transcripts
Emergency Cards & Immunizations
Student Bulletin :
Substitute Teachers & Sub Keys
Daily Sub List 7 577 : -
Lottery Support b / dyik? o
Staff Mail/Mailro
Supervise Student Proctors
Other Duties as Assigned by Principal
Maintains accounting records for
Performs bookkeeping activities using
accounting software
financial reports
Prepares documents for annual audit
holders
Clerical Support to #jinin

Registration/Admissions
Bad Addresses/Returned Mail

#,
#2 on Phones
Clerical Support to Wil

student clubs and other funds

Produces month-end and year-end
Provides customer service to account
Other Duties as assigned by Principal
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SREEER - Clerical Specialist
Front Office
8:00-4:00

e R

#1 on Phones

Greet all visitors

Primary contact for
security/custodians

General Information

Maintain Staff phone Roster
Support/Liaison for students and staff
Supply Keys

Issue parking Permit Tags

Facilities Calendar (minus BCT)
Clerical support to facilities manager
Other duties assigned by Principal

"R Program Asst.

Registrar’s Office
8:00-4:00

eR—-

Work Permits

Process transcripts

Student Verification Forms

Clerical Support to

Other duties as assigned by Principal

Asst.
Counseling Office
8:00-4:00

Counseling Office Support

Support for Counselor Duties
Student Activities Support

[lluminate upkeep

Master Schedule Support

ID card processing

Schedule Counseling Appointments
Proctor Monitoring

Clerical Support to Sgll

Other duties as assigned by Principal

SRR Registrar
Registrar’s Office
8:00-4:00

—

Maintains student files

Maintains BHS graduation list

Coordinates early graduation petitions

Processes grade change requests

Evaluates and verifies transcripts

Sends Transcripts to Colleges

Provides Enrollment Verification

manages concurrent student
enrollment process

Back up to Marie for registration and
transfer in/out students

Other duties assigned by Principal

— Program Asst.
Attendance Office
8:00-4:00

Prepares attendance reports for staff
administration

State reporting

Prepares clearance slips for students
Inputs data on absences

Clerical Support to il
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Spanish translation for Attendance
Office

PE Waiver Processing

Maintains student attendance files
Other duties assigned by Principal

Attendance Office
8:00-4:00

N

Program Asst.

Prepares attendance reports for staff
administration

State reporting

Prepares clearance slips for students a
Inputs data on absences

Clerical Support to #ll»
Maintains student attendance files
Other duties assigned by Principal

———————————————————

Clerk
Attendance Office
8:00-4:00

Yo

— Sr. Records

Prepares attendance reports for staff
administration

State reporting

Prepares clearance slips for students
Inputs data on absences

Clerical Support to fiiin

Maintains student attendance files
Other duties assigned by Principal

— Program Asst.
Front Office
9:30-2:30 . .

Volunteer Coordinator

Recruits and trans volunteers to
support BHS staff and events -
Parent Communication — E-tree
Coordination of mailings

Outreach to incoming families and
tours

Other duties assigned by Principal

Sub - Library Media Tech.
Book Room
8:00-4:00

Library

Maintains Textbook Tracker and
library files

Checks textbooks in and out
Order/purchase textbooks
Inventory textbooks

(s - Clerical Assistant

College & Career Center
8:00-1:45
SN

Administrative support for the CCC
Maintains schedule for college
advising app’ts (grades 11-12)
Schedules college visits into the CCC
Maintains CCC reservation calendar
Communicates CCC information to
students, staff and families
Distributes fee waivers for
standardized tests
Other duties assigned by Principal
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Sub sk 't haung
7:30 - 8:45 daily ‘“
® Arrive, check Aesop, take out keys from dropbox, print out sub list for day and put on
clipboard.
® Remain in desk area unti start of first peried. Welcome all subs - give out keys and log
in stickers.

® As needed, get coverage for unfilled teacher sub jobs.
o Ask arriving subs if they'd like to pick up ancther period coverage (and thank
them if they dol)
o Call teachers with preps as listed on the spreadsheet and the library (and thank
any teacher who picks up a period coverage and remind them to turn in their blue

o If periods remain uncovered after above two groups are exhausted, walk down to
request coverage by counselors. Make an effort to request coverages from
counselors of teachers in the SLCs they support. (And of course thank them for
helping outl)

By 11:30
¢ Organize all sub timesheets, complete the reason for teacher absence column, place on
Shannon's desk by lunch for signatures. If Shannon is out, Erin can sign. If Erin is
unavailable, Rhonda can sign. (Thank Erin or Rhonda for pinch hitting when necessary)
(Note times shift for Mondays due to late start)

Ongoing/ Daily

® Process registration of new students and transfers in and out as families and students
arrive
o Be awelcoming presence for families new to BHS and those in transition
® Provide backup on the phones and radio throughout day. Co-ordinate with Victoria to
be primary coverage of phones and radio when she is on break or lunch.
Sort mall and handle returned mail.
Process Emergency Cards, 7 A 1x/14/)
Work with Tamara on lottery process including zoning students.
Provide other clerical support to Shannon and Principal as assigned.

Weekly
¢ Send Etree bulletin to families on Mon/Wed/Fri

e Send email bulletin summary to students weekly on Fridays

......

-~



SCHOOL ABMINISTRATIVE ASSISTANT (1 BUSOFina!

Berkel BERKELEY UNIFIED SCHOOL DISTRICT CLASSIFICATION AND
PUBLIC SCHOOLS Human Resources Department POSITION DESCRIPTION
Berkeley Unifted Sckoo! District
TITLE: School Administrative | REPORTS TO: Assigned Supervisor
Assistant I
DEPARTMENT/SCHOOL: As assigned CLASSIFICATION: Non-Administrative
Classifled Technical
FAIR LABOR STANDARDS | Non-Exempt WORK YEAR: 10 months/Calendar 5007
ACT CLASSIFICATION: HOURS: 7.5 hours per day or
duty days/hours as assigned
APPROVED: SALARY GRADE: Schedule: 56 T
Board June 29, 2016 Range: 46
Commission July 15, 2016

BASIC FUNCTION:

Under the direction of an elementary, middle or alternative school principal, plan, organize and coordinate a
wide variety of administrative and other office functions and activities related to the administration and
operations at the school; serve as administrative support to the principal and coordinate communications
between students, parents, staff and visitors; train, assign and coordinate the work of assigned school personnel.

DISTINGUISHING CHARACTERISTICS:

The School Administrative Assistant Il classification provides primary support to an elementary, middle or
alternative school principal. Incumbents require thorough knowledge of school operations, policies and
procedures and serve as the school office lead.

The Schoo! Administrative Assistant lil classification provides primary and complex administrative support to the
high school or adult school principal. Incumbents require thorough knowledge of school operations, policies and
procedures, and serve in a lead capacity, providing training and guidance to other clerical staff in the office.

The School Administrative Assistant 1 classification supports a certificated administrator at a school and may
serve as an office lead.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

e Plan, organize and coordinate a wide variety of administrative and other office functions and activities
related to the administration and operations at the school; assist in assuring smooth and efficient office
operations; coordinate and organize office communications and information.

e Greet and assist students, parents, staff, and visitors; initiate and receive telephone calls; screen and
route calls; take and relay messages; provide general information concerning school operations and

activities and related rules, policies and procedures

e Assist the Human Resources Department with facilitating site substitute coverage using the automated
substitute employee management system; greet and assist substitute employees by providing keys,
materials and pertinent information

ATTACHMENT A
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e Train, assign and coordinate the work of assigned school personnel; prepare absentee forms as directed;

review work for accuracy, completeness and compliance with established guidelines and procedures

° Coorqinate, schedule and attend a variety of meetings as assigned; prepare and send out notices of
meetings; maintain appointment and activity calendar for the school and the principal; reserve facllities;

° Parti:;pate in scheduling and coordinating various special events and other activities as assigned by the
position

° ?repare ?ersonnel requisitions for position or staffing changes using the District systems and based on
information provided by the budget manager; submit personnel requisitions to the budget manager for
approval and route to appropriate department for approval and/or processing;

) (Eollect and code timesheets according to information provided by the budget manager and submit
timesheets to the budget manager for approval; route timesheets to appropriate department for
approval and/or processing according to established timelines and procedures

e Monitor accuracy of student enroliment; add/drop/transfer students as needed; assign teachers and
students to classes/sections;

o Clear student absences and correct student attendance based on telephone logs, emails and parental
notes; prepare student attendance letters and generate student attendance reports

o Administer first aid according to established procedures as needed; log medications provided to the
students; generate, update and distribute the health alert list to staff for students with food allergies and
medical conditions

o Perform other activities in support of the assigned office including registering/transferring students,
receiving and processing money for fees, maintaining sign in/sign out sheets, and assisting with students
sent to the office for health, discipline or other matters; participate in coordinating events such as
graduation/promotion, picture days, mandated health screenings

e Compose correspondence; keyboard, format and process a variety of records and documents related to
assigned activities such as letters, lists, memoranda, bulletins, reports, requisitions, flyers, posters, forms,
packets or other materials from detailed or rough copy; prepare contracts using fillable form and based
on information provided by budget manager; proofread completed assignments

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

e Compile information and prepare and maintain a variety of records and reports related to school
programs and activities; review and verify accuracy and completeness of various documents; establish
and maintain filing systems; coordinate printing and distribution of report cards as assigned by the
position; process and review various forms and applications as needed

e Receive, open, sort, screen and distribute incoming mail; receive and respond to e-mails; assist in the
preparation and dissemination of materials and information to the public and staff regarding various

events and programs
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® Operate a variety of office equipment including a calculator, copier, laminator, fax machine, computer

and assigned software; operate a two-way radio as assigned.
e Communicate with staff and outside agencies to exchange information and resolve issues or concerns.

Monitor inventory levels of office and school supplies; order, receive and assure adequate inventory levels of
office and school supplies; prepare purchase requisitions for supplies and services using District systems and
based on information provided by the budget manager; submit purchase requisitions to the budget manager for

approval; submit purchase requisitions to the appropriate department for approval and/or processing
OTHER DUTIES:

Perform related duties as assigned
KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Modern office practices, procedures and equipment
Policies and objectives of assigned programs and activities
Attendance policies, guidelines and procedures
Record-keeping and report preparation techniques
Telephone techniques and etiquette

Correct English usage, grammar, spelling, punctuation and vocabulary
Business letter and report writing, editing and proofreading
Computer and assigned software

Methods of collecting and organizing data and information
Oral and written communication skills

Interpersonal skills using tact, patience and professionalism
Basic math

Basic first aid and CPR techniques

ABILITY TO:
Plan, organize and coordinate a wide variety of administrative and other office functions and activities related to

the administration of diverse programs and operations

Answer telephones and greet the public professionally

Assist in assuring smooth and efficient office operations

Interpret, apply and explain applicable laws, codes, rules and regulations

Maintain records and prepare reports

Keyboard or input data at an acceptable rate of speed

Operate a variety of office equipment including a computer and assigned software applications and systems
Understand and follow oral and written directions

Establish and maintain cooperative and effective working relationships with others
Communicate effectively both orally and in writing

Compose correspondence and written materials independently or from oral instructions
Complete work with many interruptions

Meet schedules and timelines

Receive, sort and distribute mail

Add, subtract, multiply and divide quickly and accurately

Administer basic First aid and CPR as needed
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SCHOOL ADMINISTRATIVE ASSISTANT ! BUSDFina

EDUCATION AND EXPERIENCE:

An\( combination equivalent to: graduation from high school supplemented by college-level course work in
business, secretarial science or related field and five years of increasingly responsible secretarial and clerical
school office experience involving public contact

LICENSES AND OTHER REQUIREMENTS:

Valid First Aid and CPR certification issued by an authorized agency preferred
Some incumbents in this classification may be required to speak, read and write in a designated second language

WORKING CONDITIONS:

ENVIRONMENT:
Office environment

Constant interruptions

PHYSICAL DEMANDS:
Dexterity of hands and fingers to operate a computer keyboard

Hearing and speaking to exchange information in person and on the telephone
Sitting or standing for extended periods of time

Seelng to read a variety of materials

Bending at the waist or kneeling to file or retrieve materials

HAZARDS:
Contact with dissatisfied or abusive individuals

Exposure to blood-borne pathogens and infectious diseases
Exposure to illness and contagious conditions {e.g., lice, chicken pox, flu)
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ATTACHMENT A
Berkel BERKELEY UNIFIED SCHOOL DISTRICT CLASSIFICATION AND
PUBLIC SCHOOLS Human Resources Department OSITION DESCRIPTION
Berkeley Unifiad Schao! District
TITLE: Human Resources REPORTS TO: As assigned
Technician
DEPARTMENT/SCHOOL: Human Resources CLASSIFICATION: Non-Administrative
Department Classified Technical
FAIR LABOR STANDARDS WORK YEAR: HOURS: 12 months/Calendar 2000
ACT CLASSIFICATION: Non-Exempt 7.5 hours per day or
duty days/hours as assigned
APPROVED: SALARY GRADE: Schedule: 56
Board June 29, 2016 Range: 48
Commission July 15, 2016

L —  ———————— — — ——— — ———————]
BASIC FUNCTION:

Under the direction of an assigned supervisor, perform a variety of technical duties in support of classified and/or
certificated human resources operations and activities; participate in the recruitment, screening and processing
of new personnel; provide information and assistance to employees, job applicants and the general public
regarding personnel functions, policies and procedures; prepare and maintain a variety of manual and automated
personnel files, records and reports.

REPRESENTATIVE DUTIES:

Distinguishing Characteristics:
The Human Resources Technician working for the Personnel Commission performs a variety of duties in support
of the Merit System such as recruitment, testing and staffing.

ESSENTIAL DUTIES:

o Perform a variety of technical duties in support of classified and/or certificated human resources
operations and activities; resolve personnel-related issues and concerns with discretion and
confidentiality; refer more difficult or sensitive issues to supervisor as needed

e Participate in the recruitment, screening, testing and processing of new personnel according to
established procedures; collect and process various employment forms and applications; arrange
interview panels and testing activities; arrange and follow-up for clearance on fingerprints; forward new
employee information to appropriate departments

e Serve as an informational resource to employees, job applicants and the general public; respond to
inquiries and provide information regarding job openings and personnel functions, policies and
procedures; distribute and assist applicants with completing required forms and applications; provide
employment verifications; receive and respond to telephone calls and e-mails as appropriate

e Input a variety of employee information and other personnel data into assigned computer system;
maintain automated employee records and files; generate a variety of computerized lists and reports;
ensure accuracy of input and output data
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. ATTACHMENT A
e Establish and maintain a variety of personnel files and records according to established policies and

procedures; update records and files with employee information, position control number, job location,

job assignment, payroll information, sick and vacation leaves, and other related information; prepare
documents for Board approval

® Prepare and distribute announcements for job openings; place advertisements in various media; review
applications for minimum qualifications and completeness; verify background information; notify
candidates of testing and interviewing activities; compile and prepare interview packets; assure
compliance with State and federal rules and regulations

° Provicl.e i[lformation to new employees regarding vacation days, sick leave days, TB clearance, benefits
anc{ District rules and regulations; determine proper salary placement; monitor employee longevity and
notify appropriate personnel of changes in salary step progression and benefits eligibility

o Utilize the computer and web-based substitute system as appropriate; locate and arrange for substitutes
including long-term substitutes, limited term an provisional employees to cover employee absences or
short term needs; assist District staff with securing substitute, limited term or provisional employees;
input and maintain substitute, limited term, and provisional employee records; process substitute,
limited term and provisional employee applications and assist with hiring substitute, limited term and
provisional staff; troubleshoot system software problems as needed; train others in the proper use of the
system

e Organize and coordinate the screening, testing, scoring, data collection and processing of classified
and/or certificated applicants according to established Education Code, Merit Rules and human resources
procedures; perform compliance tracking and reporting of classified provisional and limited-term
vacancies; report discrepancies and compliance tracking discrepancies to designated administrator

e Process State disability and paid family leave claim forms; respond to inquiries from State of California
examiners

e Input and track employee information in designated database/system; identify leave status; monitor
leave dates and contact site supervisors to assure employees returned as scheduled; notify site
supervisors of changes regarding duration of employees’ leave of absence; process and file absence
certificates; enter and monitor accrual of sick leave, personal leave, vacation and personal necessity
leaves according to established time lines and guidelines

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

e Communicate with personnel and various outside agencies to exchange information and resolve issues or
concerns; serve as an informational resource for employees regarding leave

e Compose a variety of correspondence including inter-office communications, lists, notices, forms, letters,
memoranda and other materials; disseminate bulk mailings as requested

e Perform variety of clerical duties related to assigned activities such as answering phones, greeting visitors
and duplicating materials as assigned
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OTHER DUTIES:
Perform related duties as assigned

ATTACHMENT A

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Human resources office functions, practices and procedures

Practices and procedures related to classified and/or certificated personnel
District contracts and bargaining units

Applicable laws, codes, regulations, policies and procedures related to assigned human resources activities
Operations, policies and objectives relating to human resources activities
Record-keeping and report preparation techniques

Correct English usage, grammar, spelling, punctuation and vocabulary
Telephone techniques and etiquette

Modern office procedures and record-keeping techniques

Oral and written communication skills

Interpersonal skills using tact, patience and professionalism

Operation of a computer and assigned software

Technical aspects of field of specialty

Data entry and retrieval techniques

Mathematical computations

ABILITY TO:
Perform a variety of technical duties in support of human resources operations and activities

Participate in the recruitment, screening and processing of new personnel

Provide information and assistance to employees, job applicants and the general public regarding personnel
functions, policies and procedures

Prepare and maintain a variety of manual and automated personnel files, records and reports
Prepare announcements for job openings and place advertisements

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

Distribute, screen and process employment applications and other personnel-related documents
Maintain confidentiality of sensitive and privileged information

Compose correspondence and written materials independently

Keyboard or input data at an acceptable rate of speed

Understand and follow oral and written instructions

Operate a variety of office equipment including a computer and assigned software
Communicate effectively both orally and in writing

Establish and maintain cooperative and effective working relationships with others

Meet schedules and time lines

Complete work with many interruptions

Determine appropriate action within clearly defined guidelines

Make mathematical computations with speed and accuracy



EDUCATION AND EXPERIENCE:

Any combination equivalent to: graduation from high school supplemented by college level course work in
human resources or related field and three years increasingly responsible administrative experience in a human
resources office

WORKING CONDITIONS:

ENVIRONMENT:

Office environment

Constant interruptions

Interactions with dissatisfied, hostile and irate individuals

PHYSICAL DEMANDS:
Dexterity of hands and fingers to operate a computer keyboard

Hearing and speaking to exchange information in person and on the telephone
Sitting or standing for extended periods of time

Seeing to read a variety of materials

Bending at the waist or kneeling to file and retrieve materials
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Observed

OR Note

Human Resources Technician

School Administrative Assistant I}

Observed

Prepare and distribute announcements for job openings;
place advertisements in various media; review
applications for minimum qualifications and
completeness; verify background information; notify
candidates of testing and interviewing activities; compile
and prepare interview packets; assure compliance with
State and federal rules and regulations

Participate in scheduling and coordinating various
special events and other activities as assigned by
the position

OR Noted

Provide information to new employees regarding vacation
days, sick leave days, TB clearance, benefits and District
rules and regulations; determine proper salary placement;
monitor employee longevity and notify appropriate
personnel of changes in salary step progression and
benefits eligibility

Prepare personnel requisitions for position or staffing
changes using the District systems and based on
information provided by the budget manager; submit
personnel requisitions to the budget manager for
approval and route to appropriate department for
approval and/or processing;

Utilize the computer and web-based substitute system as
appropriate; locate and arrange for substitutes including
long-term substitutes, limited term and provisional
employees to cover employee absences or short term
needs; assist District staff with securing substitute, limited
term or provisional employees; input and maintain
substitute, limited term, and provisional employee
records;

process substitute, limited term and provisional employee
applications and assist with hiring substitute, limited term
and provisiona! staff;

troubleshoot system software problems as needed; train
others in the proper use of the system

Collect and code timesheets according to
information provided by the budget manager and
submit timesheets to the budget manager for
approval; route timesheets to appropriate
department for approval and/or processing
according to established timelines and procedures

Organize and coordinate the screening, testing, scoring,
data collection and processing of classified and/or
certificated applicants according to established Education
Code, Merit Rules and human resources procedures;
perform compliance tracking and reporting of classified
provisional and limited-term vacancies; report
discrepancies and compliance tracking discrepancies to
designated administrator

Clear student absences and correct student
attendance based on telephone logs, emails and
parental notes; prepare student attendance letters
and generate student attendance reports

V LNJWHOVLLY



Observed
OR Noted

Human Resources Techniclan

School Administrative Assistant Il

Observed
OR Noted

Process State disability and paid family leave claim forms;
respond to inquiries from State of California examiners

Administer first aid according to established
procedures as needed; log medications provided to
the students; generate, update and distribute the
health alert list to staff for students with food
allergies and medical conditions

Input and track employee information in designated
database/system; identify leave status; monitor leave
dates and contact site supervisors to assure employees
returned as scheduled; notify site supervisors of changes
regarding duration of employees' leave of absence;
process and file absence certificates; enter and monitor
accrual of sick leave, personal leave, vacation and
personal necessity leaves according to established time
lines and guldelines

Perform other activities in support of the assigned
office including registering/transferring students,
receiving and processing money for fees,
maintaining sign in/sign out sheets, and assisting
with students sent to the office for health, discipline
or other matters; participate in coordinating events
such as graduation/promotion, picture days,
mandated health screenings

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

Compose correspondence; keyboard, format and
process a variety of records and documents related
to assigned activities such as letters, lists,
memoranda, bulletins, reports, requisitions, fiyers,
posters, forms, packets or other materials from
detailed or rough copy, prepare contracts using
fillable form and based on information provided by
budget manager; proofread completed assignments

Communicate with personne! and various outside
agencies to exchange information and resolve issues or
concerns; serve as an informationat resource for
employees regarding leave

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

Compose a variety of correspondence including inter-
office communications, lists, notices, forms, letters,
memoranda and other materials; disseminate bulk
malilings as requested

Compile information and prepare and maintain a
variety of records and reports related to school
programs and activities; review and verify accuracy
and completeness of various documents; establish
and maintain filing systems; coordinate printing and
distribution of report cards as assigned by the
position; process and review various forms and
applications as needed

V LNJWHOVLLY



Observed

Human Resources Technician

School Administrative Assistant Il

Observed

OR Noted

Perform variety of clerical duties related to assigned

activities such as answering phones, greeting visitors and

duplicating materials as assigned

Receive, open, sort, screen and distribute incoming
mall; receive and respond to e-mails; assist in the
preparation and dissemination of materials and
information to the public and staff regarding various
events and programs

OR Noted

Perform related duties as assigned

Operate a variety of office equipment including a
calculator, copier, laminator, fax machine, computer
and assigned software; operate a two-way radio as
assigned.

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

Monitor inventory levels of office and school
supplies; order, receive and assure adequate
inventory levels of office and school supplies;
prepare purchase requisitions for supplies and
services using District systems and based on
information provided by the budget manager; submit
purchase requisitions to the budget manager for
approval; submit purchase requisitions to the
appropriate department for approval and/or
processing

Perform related duties as assigned

V INIWHOVLLY
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ATTACHMENT A

Erin Arinez <erinarinez@berkeley.net>

Information for Personnel Commission Meeting 01/09/18 M.Ferguson

2 messages

Marie Ferguson <bccemarie

mail.com>
To: erinarinez@berkeley.net

Please confirm via email that you received this documentation.

Break down of Elementary, Middle and High School student count

Mon, Jan 8, 2018 at 6:03 PM

11 Elementary Schools  (K-5) Number of students Principal and Vice Principal
Number of teachers
Arts Magnet 433/ 18 1
| Cragmont 415/ 23 1
Jefferson 407
Thousand Oaks 427
Oxford 294/13
Emerson 310/14
John Muir 302
Leconte 367
| Malcolm X 554 1P& 1VP
| Rosa Parks 445 1
Washington 483 1
3 Middle Schools (6-8)
Longfellow 514 1P& 1VP
[ King 1.022 1P& 3VPs
Willard 592 1P& 1VP
Berkeley High School {9-12) 3.018 /190 teachers 1P.4VP's

Please take a close look at the sludent count by school sites. You can is obvicusly see that | am performing the work of several School Administrative Assistant.
When it comes to facilitating and coordinating daily substitute absence, inputling/updating emergency cards, and Immunizations.

In response to Peter Rogosin coming to Berkeley High School to observe me. On April 6, 2017 Peter failed to mention that he had a discussion and meeting with
my supervisor Jana Jandra. | did inform him that the information he was given was tainled due lo the fact Jana is not my supervisor she is 2 School Administrative
Asst. |l my co-worker. Therefore whatever information he was given should not be used.

Reference to page 7B-4

Locating and arranging for substitutes to cover employee absences
Running the daily substitute report

Issuing substitute employees with keys

Collecling substitute timesheets for signatures

At the Elementary and Middle schoal levels they assist Paisley in Human Resource. If no one picks up the assignment. The Principal and Paisley are informed. At
that point in time the Principal can split the class up, and Paisley continues to look for someone to cover the class. This is the process for K-8 school sites only.

Whereas at the high school, | am the only person that facilitates and coordinates full-time, or partial absences on a daily basis. | have to make calls to
teachers, available substitutes, counselors, librarians or administrator to cover unfilled classes.

Please see the attached documents (daily absence report, email lo staff seeking coverage and substitute log) dated January 5, 2018. Where | spent from 7:30 am —
12:55pm covering unfilled absences.

The two previous employees that held my position were being paid as Program Assistants, at range S0 (4183-5100). All | am asking that | be paid a Working out
Class differential since January 10, 2017 to current. | am clearly performing part of the Human Resource Technician/Substitute Coordination range 48 (3976-4550)
duties.

Itis really disturbing | have come 1o the Personnel Commission on numerous occasions stating how the work at the high school is not evenly distributed among the

clerical staff. | have provided you previously with daily absence reports, job responsibiliies. As of yet. nothing has been done you continue to ignore the major
issues, leaving them unresolved. | am continuing to be harmed and the only person that is being held accountable for anything.

Anocther thing you have an School Administrative Assistant Il at the high scheol with the same job description as mine, a School Administrative Assistant Il. That
can not do my work task, due to the fact that the person has never been trained, or held a Schoo! Secretary position in the past. The job description only seems to
matter in relation to my position.

See below the role and responsibilities of the clerical suppont

Time Activity

- EIcéles and Responsibilities
A

Not full time, responsible for supervising, recruiting and connecting front desk volunteers. 53 of
them every week. Checking in with them, emailing, etc. Supervise all of the etree volunteers who
send out all the messages - editing, clarity, timeliness, etc. Try in general to be helpful in any way I
can to make people's lives better at BHS. Support outreach events and AP/IB testing volunteers.
Lots of email.

RENE:

Daily work consists of dealing with paople coming in 1o the front office that the front desk and Stacy
also deal with. Students come and need to be directed somewhere. Answering phones, directing
people where they need to go. Answering the radio, calling maintenance when things need to be
done. UPS when Rhonda is not in her office. Responsible for all of the internal calendaring of
events, and partial external. Roster, emergency contact information, safety staff postings, keys are
another big thing.

TONIA:

1/24/2018, 9:11 AM
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ar:;éﬁ:_e_ support wherever necessary, keeping posilive energy and Irying to cennect with everyone.

Registration, transfers, work closely with Ms, Mellion, generate cum files, send out requests for
records, enter info into llluminate. Emergency contacts into illuminate as well as immunizations.
Work with Juan on lottery and zoning, hand off to Tiffany. Work with Ms. Phillips for the student
bulletin. Returned mail/bad addresses, work with admissions. Incoming/outgoing mail in the
mailroom. Issue paychecks on payday. Subslitutes on a daily basis - making sure classes are
covered and working in Aesop. Keys to substitutes. Students/staff/parents who come to the front
jgﬂxef. Back up phones, radio, and front door. Receive calls also for custodial issues.

Intake of students and parents that have questions beyond simple ones. Ombudsman between
admin team and parents/families to help deal with issues before they become larger. Liaiscn
between district office and here to connect people with the support they may need at Bonar. Aware
of what's going on in order to be able to help people with what they need. Enjoy working with new
families during registration and summer that have missed information nights, elc.

Being a Safety Officer representative at the front door. In reality also a greeter to those who come
in. Keep eye out to figure out what's going on, make eye contact and figure out what their vibe is
and what each person’s purpose for being here is and send them in the right direclion. Get helpif |
need it to direct them. Mental record of who is coming and going in the school, noticing who is
coming a lot, etc. Also spend time with students who need support. Extra layer of security on top of
the clicker - “Click Responsibly”
BARBARA:
Make contact with front office to work with Marie on registration and transfers and whatever else
needs to be done. Processes and procedures - work them out to go smoothly from front office to
registrar’s office. Work with new administrator and counselors to make sure that they know what
té'lgyNneed to know. Also - all registrar's office work.

IN:
Help things run smoothly for everyone.

‘ Break and Lunch times

Write down on feedback form so we all know
Coverage during those times

Also on feedback form

Response to page C-8 and C-9 In regards to my back pay

Far as my ongoing back pay issue | am remaining status quo to my email dated 11/26/17. It's been over a year and I'm requesting some action be taken.
not been made whole and continue to be harmed.

Marie Ferguson

Sent from my iPhone

| have

Erin Arinez <erinarinez@berkeley.net>
To: Patricia Duwel <patriciaduwel@berkeley.net>

Best regards,

Erin Ariniez

Classified Personnel Supervisor

Human Resources/Personnel Commission
Berkeley Unified School District

2020 Bonar St. Ste.206

Berkeley, CA 94702

(510)644-8975 office

(510)644-6151 fax

Barkeley.net

HERKELEY UNIFIED SCHOOLS

All open classified BUSD jobs are listed online? Click here to apply electrenically.

Mon, Jan 8, 2018 at 6:09 PM

CONFIDENTIALITY NOTICE: This communication falls within the scope of the Electronic Communicalion Privacy Act, 18 USCA 2510 and may be privileged and

confidential. Do not forward without expressed permission of the original sender. If you are not the intended recipient, please delete the email and notify me
immediately.

[Quated text rdden]

1/24/2018, 9:11 AM
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Patricia Duwel <patriciaduwel@berkeley.net>

Marie Ferguson <bccemarie@gmail.com> Sun, Nov 26, 2017 at 9:13 PM
To: hpatriciaduwei@berkeley.net, Paula <bccepaulap@gmail.com>, _

| am requesting to be placed on the December's Personnel Commission Meeting. My back pay is still an
outstanding matter that hasn’t been resolved. | was released to return to work on 2/25/16 from an approved work
related injuries. | am owed from 3/31/16-11/6/16. This matter has come up numerous times and yet nothing been

done about it. | was reinstated on 6/13/16 by the Personnel Commission and returned to work on 11/7/16. It's been

over an year, and I'm requesting some action be taken, | have not been made whole.

45307. If the commission sustains the employee, it may order paid
all or part of his full compensation from the time of suspension,
demotion, or dismissal, and it shall order his reinstatement upon
such terms and conditions as it may determine appropriate.

Sent from my iPhone

Patricia Duwel <patriciaduwel@berkeley.net> Tue, Nov 28, 2017 at 8:05 AM

To: Marie Ferguson <bccemarie@gmail.com>

Marie,
Shouldn't be a problem, I won't finalize the agenda until Monday 12/4 so you will be on it. I will see you this
afternoon.

Patricia Duwel, MHRM

Dir of Classificd Personncl, BUSD
MACS(SW), USN-Retired

2020 Bonar Street, Ste 206
Berkeley, CA 94702

{510) 644-8636

pataciaduwel@berkelevner

https://mail.google.com/mail/u/0/?ui=2&ik=c4d444e94e&jsver=0adh6BqIAQSB.en.&view=pl&q=marie%20ferguson&qgs=true&search=query&th=160036...
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Berkeley Unified School District

Personnel Commission Meeting Minutes
August 4, 2016 - 4:30 pm

Call to Order
The meeting was called to order at 4:29pm

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

Public Comments
Paula Phillips, BCCE President, commented that the Commission cannot stifle public comments even if it seems

disrespectful. Vice Chairperson Carter said there should be a certain level of decorum and respect during the public
meetings.

Approval & Adoption of Agenda
Approved, 3-0

Approval of Meeting Minutes
a) June13, 2016
President Phillips commented that in regards to Conference Item 5.a., the classification and compensation
study, in some cases, resulted in a re-classification due to a gradual accretion of duties.
Approved as amended, 3-0

b) July 15, 2016
Commissioner Goldstein commented that in Discussion Item 7.a. it should be recorded that Marko Akil filed
a Level | Grievance prior to his probationary release. Commissioner Goldstein also commented that it
should be noted that letters from the BNAACP and School Board, and doctor’s notes were included in the
packet provided by Marie Ferguson.
A motion to bring minutes back to next commission meeting,
Approved, 3-0

Consent Items
Ratification of Eligibility Lists
a) Maintenance Supervisor
b} Delivery Driver
c) Public Information Officer
d) Executive Assistant Il, Confidential
Approved, 3-0

Discussion Items
a) Agenda Item Request: Lolita Caleman
Lolita Coleman, former Administrative Assistant, commented that she was placed on the 39-month re-hire
list but received notification three weeks late and her benefits were jeopardized. Ms. Coleman said that she
submitted a doctor's note on 7/19/16, and would like to return to her previous position, which was changed
to the Employee Benefits Specialist. She stated that she is being retaliated for filing 2 Workers Comp claim
and for her affiliation with the Union. President Phillips requested that the Commission review Secretary
Perez’s letters to employees who are being placed on the 39 month rehire list. Commissioner Carter asked
how many former employees are on the re-hire list due to exhaustion of all leaves. Secretary Perez
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WhmmmmmdeWMmmﬁwa
hire fist due to exhaustion of all leaves. Commissioner Goldstein cited merit rule 60.700.5.g and soid that
better expianation of this rule was needed.

8 Conference items
a) Agenda Item Requast: Marle Ferguson

President Phillips commented that there has been a lot of discussion as to how Marie Ferguson was placed
cn the re-hire list but according to the contract, she should have baen piaced on the 36 month rehire list
because she was on an Industrial iliness leave per metit rule 60.760.5.f. Della Rulz, Assistant Superintendent,
responded that they consulted with legal throughout the whote entire process, and also clarified that there
is no such thing as a 36 month rehire Hist. Vice-Chalrperson Carter sald that more time was needed to lock
at the Information that legal counsel provided. Chairperson Ortiz commented that the District has set
processes, but that improvements can be made to notify employees before thelr leave has exhausted. He
also commented that the Union should offer workshops for their members about these processes. Vice
Chalrperson Carter asked Assistant Supesintendent Rulz if it was the Districts purview to find a fitness for
duty ciinic. Assistant Superintendent Ruiz responded that when it comes to re-Instatement of an employee,
it is under the Districts purview, but that further Information could not be provided with Marte Ferguson’s
wiftten consent. President Phillips asked several questions related to the fitness for duty exams, and Vice
Chairperson Carter commented that her questions could not be answered, as they were not agendized for
discussion. President Phillips stated that she would emall the Commissioners her questions. Vice
Chaimperson Carter requested to see the email Director Perez sent to Fagen, Friedman and Fulfrost
reguesting a legal opinion on Ms. Ferguson’s matter. Commissioner Goldsteln requested that Ms. Ferguson
attend the next meeting so that she can consent to having a discussion about her fitness for duty exam. Vice
Chairperson Carter commented that Ms. Ferguson's leave was not handled properly. Commissioner
Goldstein commented that Ms. Ferguson still hasn't been cleared to return to work. Vice Chalrparson Carter
sold the Personnel Commission’s purview should relate to her activity prior to her release.

A motion was made to bring this item back to the next meeting. Commissioner Carter asked President
Phillips to emall to the Conumission her questions pertaining to the fitness for duty exams before the next

maseting to be placed on the agenda.
Approved, 3-0

9. Reporls
a) Union
None.

b) Commissioners Reports
Vice Chalrperson asked to bring the ncon supervisor item back to the next mesting. Commissioner Goldsteln
was tasked to contact George Cole from CSPCA, and 3 contact from the CSEA association about the
Personnel Commission’s jurisdiction. She sald that she learned that there Is a range of interpretations and a
mwmmmummwmmummmuwmmmmymw
10 address error’s when they are made. She also commented that there is an obligation to address risk to
mmmmWMWMWmWMMMmhmm

about how things are handled.

¢) Personnel Director
I. New Hires and Examinations administered in the month of July
mmmwmmc«mummmmm
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10, Pubtlic Comments
mmmmmmmﬁmmﬂmmmmmmm
mummmmmmwmmmmm Information was relevant.

11. Noxt Meeting
The next regular meeting was scheduled for September 1, 2016 at 4:30pm.

12, Adjourmnment
The meeting was adjourned at 6:31pm.

Respectfully Submitted,

. "o

Secretary to the Personnel Commission

Approved,

Reynaido Ortiz Date
Chalrperson, Personnel Commission



ATTACHMENTB

Berkeley Unified School District

Personnel Commission Special Meeting Minutes
June 13, 2016 - 4:30 p.m.

Call to Order
The meeting was called to order at 4:37pm

Roll Call & Establishment of Quorum

Chairperson Ortiz, Vice Chairperson Carter, and Commissioner Goldstein were present and a quorum was established.

Public Comment
None

Approval & Adoption of Agenda
Approved, 3-0

Conference Item

These items are presented for discussion and action and may be carried over from a previous meeting.
a. Ratification of the Classification and Compensation Study for Classifications in the BCCE Unit
Secretary Perez provided a copy of the new salary ranges. Paula Phillips, BCCE President, asked if the updated
job descriptions were being brought to the commission. Secretary Perez will bring the job descriptions that had
recent revisions made to education and experience to the next meeting. President Phillips’s commented that,
per Merit Rule 30.100.1, a re-class due to 2 gradual accretion of duties is effective the date that the
Commission approves it, and that the Commission approved the job descriptions in November 2014. Delia Ruiz,
Assistant Superintendent, responded that that the District did not consider this to be a re-classification, but a
compensation study. Vice-Chairperson Carter asked if classified employees are entitled to a retro pay. Assistant
Superintendent Ruiz responded that this is not a reclassification study due to a gradual accretion of duties, so
that they are not entitled to back pay. Secretary Perez commented that in regards to a reclassification study, Ed
Code 45285, states that when a pasition is re-classed into a higher class only employees in positions for two
years or more may be reclassified, but employees in probationary position are being re-classed in this case as
well so this would not apply to them. President Phillips commented that the Commission should have
negotiated job descriptions before they approved them and are violating their own merit rules. President
Phillips suggested establishing a new merit rule that gives employees a window of time where they can request
a reclassification study. Vice-Chairperson Carter requested a copy of the tentative agreement. President Phillips
said she was under the impression that this was a re-classification study not a re-allocation study.

A motion was made to bring new job classifications that have changed licenses, education and experience to
the Commission.
Approved, 3-0

A motion was made to approve the ratification of the classification and compensation study,
Approved, 3-0

A motion was made to approve the tentative agreement of the classification study.
Approved, 3-0

b.Agenda Item Request — M. Ferguson
Commissioner Goldstein commented that the rule cited in the agenda request farm 60.700.5g is under the
Commission’s purview. She commented that merit rule 60.700.11d also applies to this situation. She said
there was a lack of clarity in notice to Ms.Ferguson about her leave. Secretary Perez said that rule did not
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apply because she was not on unpaid leave. President Phillips said that per merit rule 60.700.5(g), and that
because the commission approved Ms. Ferguson's former position as a bilingual only position, she could
return back to Malcolm X because it has the most recent School Secretary | vacancy. Vice Chairperson Carter
said that in regards to Merit Rule 60.700.5, he does not feel that the Director broke this merit rule, however
Ms. Ferguson should have been notified that eligible leave was going to exhaust. Secretary Perez responded
that notice is given on the date that leave is already exhausted. Vice Chairperson Carter said that from an
outsider’s perspective it looks like this employee was terminated to bring in a Spanish speaking employee.

A motion was made to approve the reinstatement of employment for Ms. Ferguson not to exceed 15 days to
engage in the interactive process. Vice-Chairperson Carter commented that he would like to also cite ed.code
45192 6d.

Approved 2-1
Ay- Vice Chairperson Carter, and Commissioner Goldstein
Nay — Chairperson Ortiz

A motion was made to request an opinion from a different legal counsel based on merit rule 20.400.4
Approved, 3-0

Public Comment

Marsha Montgomery, retired BUSD employee, commented that when she was an employee she went on workers
comp and received surgery but was very upset by the treatment she received from the District, and so she chose to
retire. She believes that racism is present in the District, and wants the Commission to know that they need to treat
employees like people and that the merit rules and education code need to be updated.

Mansour ldden, NAACP Berkeley chapter President, commented that he was impressed upon reading the Human
Resources vision, and mission statements and that if those had been followed, they wouldn’t have been here today.

Adjournment
Meeting adjourned at 7:20pm.



ATTACHMENT B

Berkeley Unified School District
2020 Bonar Street, The Tech Lab, Room 126
Berkeley, CA 94702

Personnel Commission
Reynaldo Ortiz, Chairperson Timothy Carter, Vice-Chairperson Heidi Goldstein, Commissioner
Randy Perez, Secretary

Special Meeting Agenda
June 13, 2016 — 4:30 p.m.

Call to Order Chairperson Ortlz
Roll Call & Establishment of Quorum Secretary Perez
Public Comment (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 can be
taken by the Commission.

Approval & Adoption of Agenda Chairperson Ortiz

Conference item Chairperson Ortiz
These items are presented for discussion and action and may be carried over from a previous meeting.

a. Ratification of the Classification and Compensation Study for Classifications in the BCCE Unit p. 2

b. Agenda item Request — M. Ferguson

Public Comment (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 can be
taken by the Commission.

Adjournment Chairperson Ortiz






