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

Meeting Agenda
October 4%, 2018 — 4:30 pm

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

4, Approval & Adoption of Agenda Chairperson Goldstein

5. Approval of Meeting Minutes Chairperson Goldstein
Approve the Personnel Commission Meeting Minutes for the following:
a) September 6, 2018, Regular Meeting Minutes, p. 2-4

6. Consent Items Chairperson Goldstein
It is recommended that the Personnel Commission consider approving a number of agenda items as a Consent list. Consent items are routine in nature,
and can be enacted in one motion without further discussion. This procedure conserves meeting time for a full discussion of significant issues.

Ratification of Eligibility Lists

a) Budget Analyst |, p.5

b) Executive Director -Facilities, Maintenance & Operations, p. 6
c) Instructional Assistant, ECE, p. 7

d) Instructional Assistant Il, SPED, p. 8
e) Instructional Tech- BASP, p. 9

7. Reports
a) Union Union Representatives
b) District Reports District Representatives
c) Commissioners Reports Commissioners
d) Personnel Director Secretary Duwel
i New Hires and Examinations administered in the month of September, p. 10
8. Conference Items Chairperson Goldstein

These items are presented for discussion and action and may be carried over from a previous meeting.
a) Establishment of New Classification- Behavioral Intervention Specialist, Attachment A

b) Establishment of New Classification- Senior Human Resources Technician, Attachment B

c) Request for Reclassification — L. Kelly, Attachment C

d) Request for Reclassification- F. Martinez, Attachment, Attachment D

e) Request for Advance Step Placement- T. Harvey, Attachment E

f) Request for Advance Step Placement- A. Herrera, Attachment F

g) Request for Advanced Step Placement- E. Pizarro, Attachment G

h) Agenda Item Request- P. Thomas, Attachment H

i) 2017-2018 Personnel Commission Annual Report, First Reading, Attachment |

j) Reguest to move November Personnel Commission Meeting Time to 1:30 pm.

9. Closed Session (4 matters) Chairperson Goldstein
a) Employee Discipline and Legal Matters - Government Code § 54954.5
(2017-D-01) (2017-D-02) (2018-D-01)
a) Joint-Appointed Personnel Commissioner- Discussion

10. Report from Closed Session Chairperson Goldstein

11. 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.

12. Next Meeting Chairperson Goldstein
Follow up items for next Personnel Commission Meeting.

13. 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.
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UNOFFICIAL VERSION

Berkeley Unified School District

Personnel Commission Meeting Minutes
September 6th, 2018 — 4:30 pm

Call to Order
The meeting was called to order at 4:30 pm.

Roll Call & Establishment of Quorum

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

Public Comments (15-minute limit)
None.

Approval & Adoption of Agenda
Commissioner Carter made a motion to approve the agenda; Vice-Chairperson Ortiz seconded the motion,
Approved, 3-0

Approval of Meeting Minutes
Approve the Personnel Commission Meeting Minutes for the following:
a) August 2, 2018, Regular Meeting Minutes
Commissioner Carter made a motion to approve the minutes; Vice-Chairperson Ortiz seconded the
motion,
Approved, 3-0

Consent Items

Ratification of Eligibility Lists

a) Administrative Assistant

b) Attendance Technician

c) Clerical Assistant |l|

d) Compliance Officer and Title IX Coordinator

e) Director, Nutrition Services

f) Instructional Assistant

g8) Instructional Assistant, ECE

h) Instructional Specialist, Art

i) Instructional Specialist, Gardening

i) Instructional Technician, Cooking

k) Nutrition Services Assistant

) School Administrative Assistant I|
Commissioner Goldstein asked about the Nutrition Services Director recruitment and whether the
District addressed concerns raised by members from the community regarding the job description by
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the District. Secretary Duwel said that was not sure but will follow up with the Assistant
Superintendent of HR, Evelyn Bradley. Chairperson Goldstein said she would follow up with the
Board. Chairperson Goldstein asked why there were fewer than three candidate ranks for the
Instructional Tech, Cooking and Instructional Specialist, Gardening, eligibility lists. Secretary Duwel
responded that it was difficult recruitment because positions in those classifications generally offer
very low FTEs (hours).

Vice-Chairperson Ortiz made a motion to approve the eligibility lists; Commissioner Carter seconded
the motion,

Approved, 3-0

7. Reports
a) Union
None

b) District Reports
None

¢) Commissioners Reports

Chairperson Goldstein reported that James Wogan, Student Services Manager and Dr. Jan Hamilton,
Special Ed. Director, are collaborating to come up with content for Professional Development for
Instructional Assistant staff. Secretary Duwel added that Special Ed. is looking to create behavioral
intervention positions. Chairperson Goldstein advised that OUSD has an African American female
success subdivision to their Equity Office and that she will be attending one of their Board mixer
events to get information about their program. Chairperson Goldstein also mentioned that The
Monthly magazine had covered BUSD in some of their recent articles; one article in August covered
the BEARS/LEARNS After School programs, and the September edition included pieces about
textbooks and the Berkeley schools labor caucus, a BFT splinter group, issues related to the Janus
decision.

d) Personnel Director

i. New Hires and Examinations administered in the month of August
Secretary Duwel shared testing information conducted in August. Chairperson Goldstein noted
that averaged exams for the period totaled to 5.6 per day.

9. Closed Session (3 matters)
a) Employee Discipline and Legal Matters - Government Code § 54954.5
(2017-D-01) (2017-D-02) (2018-D-01)
The commission went into closed session at 4:59 pm.

10. Report from Closed Session
The Commission came out of closed session at 5:39 pm. Chairperson Goldstein advised that two Appeal
Hearings are scheduled for October and November. She also reported that the commission reviewed the
process for the election of the Joint Commissioner, for which the current term expires at year end.
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Public Comments (15-minute limit)
None.

Next Meeting
The next regular meeting will take place on Oct 4",

Adjournment
The meeting was adjourned at 5:41 pm.

Respectfully Submitted,

o —<

Patricia Duwel
Secretary, Personnel Commission

Approved,

Heidi Goldstein
Chairperson, Personnel Commission

UNOFFICIAL VERSION
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Berkeley Unified School District
Merit System

Eligibility List for : Budget Analyst |
(Open and Promotional)

Written Examination: August 27, 2018
Oral Examination: September 14, 2018

List Established by Personnel Commission: October 4, 2018 to expire October 3, 2019

Promotional
1 Monica McClinton

Open
1 Said Balhadj

2 Shawn Gage*
3 Jose Palacios*
4 Atasha Scott*
5 Lisa Wong*

* Eligibility to expire February 28, 2019
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Date

Patricia Duwel
Secretary, Personnel Commission

Heidi Goldstein Date

Chairperson, Personnel Commission



Berkeley Unified School District
Merit System

Eligibility List for : Executive Director of Facilities, Maintenance and Operations
(Open and Promotional)

Written Examination: September 5, 2018
Oral Examination: September 5, 2018

List Established by Personnel Commission: October 4, 2018 to expire October 3, 2019

Promotional
1 Stephen Collins*

Open
1 Linda Da Silva

2 John Calise

3 Poul Hanson

4 James Foley

5 Osafran Okandaye
6 Thomas Vaughns

* Eligibility to expire June 6, 2019

/A~

/o

Patricia Duwel
Secretary, Personnel Commission

Date

/:/Lde/

Heidi Goldstein
Chairperson, Personnel Commission

Date



Berkeley Unified School District
Merit System

Eligibility List for : Instructional Assistant, ECE

(Open and Promotional)

Written Examination: September 14, 2018
Oral Examination: September 28, 2018

List Established by Personnel Commission: October 4, 2018 to expire October 3, 2019

Promotional
1 Nichelle Pete **

Open
1 Arlene Carrillo *

2 Urimimala Sil

3 Tianta Boyd *

4 Giovana Arellano

4 Zoey Bloom

5 Jasmine Hubbard *
5 Ez-zohra Hattab

6 Chanthea Som *

7 Solvena Sampson
8 Set Boyoul Shim

9 Jasmine Ross**
10 Myong Ah Kim Rawitscher**
11 Lynda Aouaneche *
11 Sajeda Morshed *

** Eligibility to expire February 5, 2019
* Eligibility to expire November 7, 2019

H/a — E !b/r / L d Y/
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Patricia Duwel Date
Secretary, Personnel Commission

Heidi Goldstein Date
Chairperson, Personnel Commission



Berkeley Unified School District

Merit System
Eligibility List for : Instructional Assistant Il, Special Education
(Open)
Written Examination: September 10, 2018
Oral Examination: September 18, 2018

List Established by Personnel Commission: October 4, 2018 to expire October 3, 2019

Open
1 Urmimala Sil

2 Chung Kang

3 Johnatan Johnson

4 Max Chervin

5 Ingrid Pollyak

6 Mika Chrisentary

7 Myong-Ah Kim

8 Dolly Pierre

9 Kirsten Fleming**
10 Brennan Hedges**
10 Sanae Bouchentouf***
11 Denelle Cyrus**
12 Edmark Aberin***
13 Jequala Washington**
14 Deloris Dilworth-Tooks *
15 Walter Pizarro*
16 Robin Hall**

17 Kenneth Hunter*

* Eligibility to expire December 6, 2018
** Fligiblity to epire April 9, 2019
*** Fligibility to expire August 1 2019

V) —< 10/c)us ¥
Patricia Duwel Date [/ /
Secretary, Personnel Commission

Heidi Goldstein Date
Chairperson, Personnel Commission



Berkeley Unified School District

Merit System
Eligibility List for : Instructional Tech- Before and After School
(Open)
Written Examination: August 20, 2018
Oral Examination: September 11, 2018

List Established by Personnel Commission: October 4, 2018 to expire October 3, 2019

Open
1 Raigan Reeves

2 Nicole Riddick
3 Dontay Gallon
4 Jonothon Rich
4 Jordan Rowen-Keren

P/d_-——/( /z)/r//Lorg/

Date’/

Patricia Duwel
Secretary, Personnel Commission

Heidi Goldstein Date

Chairperson, Personnel Commission



Examinations Administered in the Month of September:

Classification Written Oral Performance
Instructional Technician, Before and After School 9 5
Exec. Director of Facilities, Maintenance & Operations 8 8
School Bus Driver 1 1
Instructional Assistant Il- SPED 14 8
Instructional Assistant, ECE 8 5
Budget Analyst | 4 2
Student Body Account Technician 5

After School Program Specialist 8

Nutrition Services Satellite Operator | 1
Instructional Spcialist, Athletics 2

New Hires/New Assignments/Promotions Processed in the Month of September:

Employment
Name- Type- Classification- Location/Dept.
Saidy Guillen New-Hire Clerical Assistant llI Business Services
Taylor Harvey New-Hire Instructional Assistant, SPED Arts Magnet
Della Moran New-Hire Instructional Specialist, Gardening John Muir
Janette Wafer New-Hire Instructional Assistant, SPED Hopkins, CDC
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ATTACHMENT A

PERSONNEL COMMISSION
BERKELEY UNIFIED SCHOOL DISTRICT
October 4, 2018

AGENDA ITEM

SUBJECT: CREATE NEW BEHAVIORAL INTERVENTION SPECIALIST
CLASSIFICATION AND RECOMMEND SALARY PLACEMENT BE SET AT
RANGE 42 ON SCHEDULE 56.

BACKGROUND INFORMATION

The Berkeley Unified School District has requested that the classification of Behavioral
Intervention Specialist be established in support of the District’s Special Education services
model. The creation of a Behavior Intervention Specialist position will help the District in terms
of reducing the need for contracts with non-public agencies for behavior supports for students
with high needs. The position also builds capacity within the District with a position that will
require fluency in evidence-based practices to support successful student outcomes. The
classification was approved by the Board of Directors on September 26, 2018.

DIRECTOR’S RECOMMENDATION
Approve the Behavioral Intervention Specialist classification and salary placement
recommendation at range 42 on schedule 56.
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Berke'le BERKELEY UNIFIED SCHOOL CLASSIFICATION AND
POSITION DESCRIPTION
PUBLIC SCHOOLS DISTRICT
Berkaley Unified School District Human Resources Department
TITLE: Behavioral REPORTS TO: Assigned District Office
Intervention Specialist Administrator or Supervisor
DEPARTMENT/SCHOOL: As assigned CLASSIFICATION: Non-Administrative
Classified Technical
FAIR LABOR STANDARDS Non-Exempt WORK YEAR: HOURS: 10 months/Calendar 5002
ACT CLASSIFICATION: Hours as assigned
APPROVED: SALARY GRADE: Schedule: 56
Board 9/26/2018 Range: 42
Commission
]
BASIC FUNCTION:

Under the direction of a certificated administrator or program supervisor, assist certificated teachers and/or
other service providers in reinforcing instruction to individual or small groups of students with special needs;
assist in providing learning activities and meeting the special needs of assigned students in areas related to
behavioral challenges and/or anti-social behaviors in a specialized designated Intervention environment;
monitor and report student progress regarding behavior and performance; assist students in developing
various self-help, social and community skills. Assists with implementation of individual Education Programs;
provide routine clerical duties in support of educational program.

DISTINGUISHING CHARACTERISTICS:
Instructional Assistant I-Special Education incumbents provide instructional support to students classified with
mild to moderate learning and/or emotional disabilities.

Instructional Assistant 1l-Special Education incumbents provide instructional support, health and hygiene
services and behavior modifications to students classified with mild to moderate or moderate to severe
learning and/or emotional disabilities. Incumbents in this class may be trained in specialized health care
procedures.

Behavioral Intervention Specialist incumbents provide instructional support to students with behavioral
challenges and/or anti-social behaviors.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

e Assist in maintaining a learning environment in a safe, orderly and clean manner; provide classroom
support by setting up work areas and displays and distributing and collecting paper, supplies and materials

e Assist in maintaining the health and safety of students by following health and safety practices and
procedures

e Assist in monitoring, classroom supplies; assist in ordering and arranging for food items as appropriate

e Assist students to perform and develop independent living and self-help skills such as shopping, counting
money, cleaning and related activities as assigned; assist students to develop social, vocational and job
searching skills as assigned

e Assist with maintaining student records and files related to progress, behavior and assigned activities;
prepare mandated time accounting reports and documentation as required; collect data and monitor
student progress

e Assists in individualized instruction to meet educational objectives of students requiring behavior
intervention strategies.

e Attend IEP meetings as necessary to share information about individual students.
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ior Intervention

e Coach students in communication, self-control and cooperation.

e Collect daily progress data on assigned student and provides that data to designated administrators or
supervisors.

¢ Communicate with faculty, staff, administrators and others to exchange information and resolve issues or
concerns; answer telephone calls, take messages and provide general class and student information as
assigned

e Escort students during the regular duty day as assigned to and from designated locations; accompany

students on fieldtrips, recreational therapy activities, social events and during outdoor activities; may

accompany students to District-sponsored events or recreational functions and ride school buses.

Implement Behavior Intervention Plan(s) as directed.

Implement and model developmental social skills.

Maintain confidentiality of student information in accordance with state and federal mandates

Observe and redirect behavior of students according to approved procedures; monitor and interact with

students during outdoor, physical education and other recreational activities as directed; develop

incentives as positive reinforcement; reinforce behavior modification techniques determined by the

teacher

e Operate a variety of office and classroom equipment including a copier, computer and software as
appropriate

e Participate in team implementation of behavioral and treatment plans.
Perform routine clerical duties in support of educational activities such as preparing, typing, duplicating
and filing instructional materials; distribute and collect student assighments, documents and various
forms Reinforce concepts and ensure student understanding of assignments and homework instructions;
reinforce vocabulary and concepts as necessary; assist students with meeting individual education goals
and objectives; collect data and report progress regarding student performance and behavior

e Provides input, as requested, in the development and assessment of individual student goals and objects
prior to IEP meetings.

e Read books to students and observe their reading abilities; assist students with letter and word
pronunciation and recognition; assist students with assignments such as reading, writing and mathematics

e Respond to student medical emergencies according to District protocol and prepare related paperwork as
appropriate

e Perform related duties as assigned

o o o o

MINIMUM QUALIFICATIONS
The requirements listed below are representative of knowledge skills and abilities required to
satisfactorily perform the essential duties and responsibilities.

Education and Experience: Any combination equivalent to:

A. Graduation from high school supplemented by 48 units of college level course work or an
Associate’s Degree. Training in interventions (Crisis, Behavior) desired.

B. Four (4) years’ experience in special needs instructional support. Two (2) years’ experience
working in a classroom environment with special needs students. .

LICENSES AND OTHER REQUIREMENTS:

valid first aid and CPR certificates issued by authorized agency preferred

Incumbents must meet requirements specified under the No Child Left Behind Act

Incumbents in this classification may be required to speak, read and write in a designated second language
valid California Driver’s License and vehicle insurability to comply with District requirements.

Employment eligibility that includes fingerprint, tuberculosis and/or other employment clearance.
Completion of Crisis Prevention Institute (CPI) training within six (6) months (probationary period) required.




Intervention

KNOWLEDGE OF:

e Applied Behavior Analysis Principles

e  Basic instructional methods and techniques

e  Basic record-keeping and report preparation techniques

e Basic subjects taught in focal schools, including basic and

advanced arithmetic, grammar, spelling, language,

history, science and reading

Challenges and concerns of students with special needs

Child guidance principles and practices.

Classrcom procedures and appropriate student conduct

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

e Data entry and retrieval techniques

e  District contracts and bargaining units

ABILITY TO:

s Assistin the preparation of instructional materials in
support of Individual Education Programs

e Assist with instruction and related activities in a
classroom or assigned learning environment

e  Collect data, monitor, observe and report student
behavior and progress

¢  Communicate effectively both orally and in writing

e Complete work with many interruptions

e  Demonstrate an understanding, patient and receptive
attitude toward students with special needs

e  Determine appropriate action within clearly defined
guidelines

e  Establish and maintain cooperative and effective working
relationships with others

e Identify behavior problems and their function within the
learning environment

e  Keyboard or input data at an acceptable rate of speed

WORKING CONDITIONS

ENVIRONMENT:

e Classroom and other indoor and outdoor learning environments

e Interactions with dissatisfied, hostile and irate individuals
e  Subject to demanding time lines and constant interruptions

PHYSICAL ABILITIES:

e Bending at the waist and/or kneeling to assist students
and to retrieve materials

e  Dexterity of hands and fingers to operate office and
classroom equipment to include computers

e Hearing and speaking to exchange information

e Lifting, carrying, pushing and/or pulling students weighing
up to 50 pounds and with assistance for over 50 pounds

HAZARDS:

e  Contact with dissatisfied, assaultive or abusive
individuals.

e  Exposure to blood borne pathogens and infectious
diseases

ATTACHMENT A

Guidance principles and practices related to students
with special needs

Interpersonal skills using tact, patience and
professionalism

Mathematical computations

Modern office procedures and record-keeping techniques
Operation of standard office and classrcom equipment
including a computer

Oral and written communication skills

Safe practices in classroom and playground activities
Serving students with disabilities in full-inclusion settings
Technical aspects of field of specialty

Maintain confidentiality of sensitive and privileged
information

Make mathematical computations with speed and
accuracy

Meet schedules and time lines

Observe health and safety regulations

Operate standard office and classroom equipment
including a computer

Perform routine clerical duties including keyboarding,
filing and duplicating materials

Prepare routine reports

Read books to students and assist with reading and
writing activities

Reinforce instruction to individual or small groups of
students with special needs

Understand and follow oral and written instructions
Understand and relate to students with special needs

Operating a computer keyboard for extended periods of
time

Seeing to read a variety of materials and monitor student
activities

Sitting or standing for extended periods of time

Extended viewing of computer monitor.
Potential physical hazards involved in intervening in fights
and other anti-social, and violent behaviors
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ATTACHMENT B

PERSONNEL COMMISSION
BERKELEY UNIFIED SCHOOL DISTRICT
October 4, 2018

AGENDA ITEM .

SUBJECT: CREATE NEW SENIOR HUMAN RESOURCES TECHNICIAN
CLASSIFICATION AND RECOMMEND SALARY PLACEMENT BE SET AT
RANGE 54 ON SCHEDULE 56.

BACKGROUND INFORMATION

The Berkeley Unified School District has requested that the classification of Senior Human
Resources Technician be established in support of Human Resources Department restructuring.
Part of the anticipated restructuring is realigning some of the tasks from three (3) different desks
in the Human Resources Department and the possible elimination of the Human Resources
Analyst (vacant) position. The classification was approved by the Board of Directors on
September 12, 2018.

DIRECTOR’S RECOMMENDATION
Approve the Senior Human Resources Technician classification and salary placement
recommendation at range 54 on schedule 56.




ATTACHMENT B

SENIOR HUMAN RESOURCES TECHNICIAN

Berkel

PUBLIC SCHOOLS

BERKELEY UNIFIED SCHOOL DISTRICT CLASSIFICATION AND
Human Resources Department POSITION DESCRIPTION

Berkeley Unified Scheol District

TITLE: Senior Human Resources ) .
* | Technician REPORTS TO: | As assigned
Human Resources Non-Administrativ
DEPARTMENT/SCHOOL: CLASSIFICATION: ve
Department SSIFICATION Classified Technical
FAIR LABOR STANDARDS 12 months/Calendar 2000
ACT CLASSIFICATION: | Non-Exempt WORK YEAR: HOURS: | 7.5 hours per day or
duty days/hours as assigned
APPROVED: Schedule: 56
Board | 9/12/2018 SALARY GRADE: Range: 54
Commission

BASIC FUNCTION:

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

REPRESENTATIVE DUTIES - Distinquishing Characteristics:

The Senior Human Resources Technician classification provides lead direction, training and guidance to other Human Resources staff. They are
the technical expert in Human Resources areas that include but not limited to; Leaves (Vacation, Sick, Extended Sick, FMLA, etc), Onboarding,
Personnel Requisition/Action processing, Recruitment/Testing, Staffing, Reemployment.

The Human Resources Technician is the journeyman level classification providing a variety of Human Resources services to classified and
certificated employees, applicants and the general public.

The Human Resources Technician working for the Personnel Commission performs a variety of duties that include but are not limited to; Merit
System recruitment, testing, staffing, reemployment, meeting agenda’s and Brown Act compliance.

ESSENTIAL DUTIES:

. Provide direction and guidance to Human Resources staff.

. Processes leave requests from all sources; track classified and certificated employee leave status; monitor and notify district management when a classified
and certificated employee’s leave status changes.

. Coordinate the type(s) of leave classified and certificated employees are assigned; ensure simultaneous designations are apportioned in accordance with
requisite laws, statutes, regulations and policies.

] Communicate with personnel and various outside agencies to exchange information and resolve issues or concerns; serve as an informational resource for
classified and certificated employees regarding all types and forms of available leaves.

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

. Input and track classified and certificated employee information in designated database/system; identify leave status; monitor leave dates; notify site
supervisors of changes regarding duration of classified and certificated 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.

. Perform a variety of technical duties in support of classified and/or certificated human resources operations and activities; resolve personnel-related issues
with discretion and sensitivity.

e  Perform onboarding and provide guidance in onboarding the multiple employee categories including but not limited to: permanent classified, limited term
classified substitutes, unclassified paid coaches, unclassified volunteer coaches, unclassified noon duty supervisors, adult school student worker and minor
aged student workers.

e  Serve as an informational resource to classified and certificated employees, job applicants and the general public; respond to inquiries and provide
information regarding personne! functions, policies and procedures; provide employment verifications; receive and respond to telephone calls and e-mails
as appropriate.

. Establish and maintain a variety of personnel files and records according to established policies and procedures; update records and files with classified and
certificated employee information, position control number, job location, job assignment, payroll information, sick and vacation leaves, and other related
information; prepare documents for Board approval.

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

. Input a variety of classified and certificated employee information and other personnel data into assigned computer system; maintain automated classified
and certificated employee records and files; generate a variety of computerized lists and reports; ensure accuracy of input and output data.

. 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.



SENIOR HUMAN RESOURCES TECHNICIAN

ESSENTIAL DUTIES: (continued)

MINIMUM QUALIFICATIONS

Organize and coordinate screening, testing, scoring and data collection; process 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.

Participate in the recruitment, screening, testing and processing of new personnel according to established procedures; including researching, creating,
proctoring and scoring examinations; collect and process various employment forms and applications; arrange interview panels and testing activities;
arrange and follow-up for clearance on fingerprints; forward new classified and certificated employee information to appropriate departments.

Prepare agenda’s for public meetings and be knowledgeable in Brown Act compliance.

Utilize the computer and web-based substitute system when necessary; assist with locating and arranging for Limited Term substitutes or provisional
classified and certificated employees to cover classified and certificated employee absences or short term needs; assist District staff with securing
substitute, limited term or provisional employees.

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

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

ATTACHMENT B

bulk mailings as requested.

Perform variety of clerical duties related to assigned activities such as answering phones, greeting visitors and duplicating materials as assigned.

Perform other related duties as assigned.

The requirements listed below are representative of knowledge skills and abilities required to satisfactonly perform the essential duties and
responsibilities.

Education and Experience: Any combination equivalent to:

A. Graduation from high school supplemented by 48 units of college level course work or an Associate’s Degree. Bachelor’s degree in
Human Resources, Business, Public Policy or a related field degree desired.

LICENSES AND OTHER REQUIREMENTS:

B. Five (5) years’ experience in human resources with two (2) years specialized experience in any or all of the following areas; Leaves,
Onboarding, FLSA Compliance. Two (2) years’ experience working in school district Human Resources or Business Services required.

Valid California Briver’s License and vehicle insurability to comply with District requirements.
Employment eligibility that includes fingerprint, tuberculosis and/or other employment clearance.

Incumbents in this classification may be required to speak, read and write in a designated second language.

KNOWLEDGE OF:
Applicable laws, codes, regulations, policies and procedures related to * Operation of 3 computer and assigned software
e QOperations, policies and objectives relating to human resources

assigned human resources activities

activities

¢ Oral and written communication skills
o Practices and procedures related to classified and/or certificated

personnel

Record-keeping and report preparation techniques
Technical aspects of field of specialty
Telephone techniques and etiquette

Operate a variety of office equipment including a computer and
assigned software

Participate in the recruitment, screening and processing of new
personnel

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

Prepare and maintain a variety of manual and automated personnel
files, records and reports

Prepare announcements for job openings and place advertisements
Provide information and assistance to classified and certificated
employees, job applicants and the general public regarding personnel
functions, policies and procedures

Understand and follow oral and written instructions

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

¢ Data entry and retrieval techniques

e District contracts and bargaining units

e Human resources office functions, practices and procedures

¢ Interpersonal skills using tact, patience and professionalism

¢ Mathematical computations

e Modern office procedures and record-keeping techniques

ABILITY TO:

* Communicate effectively both orally and in writing

e Complete work with many interruptions

o Compose correspondence and written materials independentiy

e Determine appropriate action within clearly defined guidelines

e Distribute, screen and process employment applications and other
personnel-related documents

e Establish and maintain cooperative and effective working relationships
with others

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

e Keyboard orinput data at an acceptable rate of speed

e Maintain confidentiality of sensitive and privileged information

e Make mathematical computations with speed and accuracy

* Meet schedules and time lines

WORKING CONDITIONS:

ENVIRONMENT: PHYSICAL ABILITIES:

L

District Office environment

Interactions with dissatisfied, hostile and irate
individuats

Subject to demanding time lines and constant
interruptions

Bending at the waist or kneeling to file and
retrieve materials

Dexterity of hands and fingers to operate a
computer keyboard

Hearing and speaking to exchange information in
person and on the telephone

Operating a computer keyboard for extended
periods of time

Seeing to read and compose a variety of written
or digital materials

e Sitting or standing for extended pericds of time
HAZARDS:

e Contact with dissatisfied or abusive individuals.
= Extended viewing of computer monitor.

« Sitting for an extended period of time.
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ATTACHMENT B

HUMAN RESOURCES TECHNICIAN BUSDFinal

Berkel BERKELEY UNIFIED SCHOOL DISTRICT CLASSIFICATION AND
POSITION DESCRIPTI
PUBLIC SCHOOLS Human Resources Department ON
Berkeley Unified School 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

—— — ——— ——— ——————
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:

e 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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¢ 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

e 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

¢ 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

e 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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HUMAN RESOURCES TECHNICIAN BUSDFinal

OTHER DUTIES:
Perform related duties as assigned

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
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HUMAN RESOURCES TECHNICIAN BUSDFinat

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



ATTACHMENT C

PERSONNEL COMMISSION
BERKELEY UNIFIED SCHOOL DISTRICT
October 4, 2018

AGENDA ITEM
SUBJECT: RECLASSIFICATION REQUEST IN THE MATTER OF MS. LONA KELLY

BACKGROUND INFORMATION

In support of the District’s restructuring of the Human Resources Department; the District has
also requested that Ms. Lona Kelly be reclassified to the new classification of Senior Human
Resources Technician. 1 conducted multiple observations of Ms. Kelly and of all the desk
assignments in the Human Resources Department. There are currently three (3) Human
Resources Technician Desks which encompass Leaves, Substitute Placement and Absences.
There is also the HR Analyst (C) Desk (vacant) and the HR Specialist (C). I have personally
observed an increase in Ms. Kelly’s assigned tasks and duties in the 14 months that I have been
onboard and her questionnaire supports her increase in duties for over the two (2) previous
years.(EC §45285). Part of the anticipated restructuring is realigning some of the tasks from
three (3) different desks in the Human Resources Department and the possible elimination of the
Human Resources Analyst (vacant) position. The classification was approved by the Board of
Directors on September 12, 2018.

DIRECTOR’S RECOMMENDATION
Approve the reclassification request and reclassify Ms. Lona Kelly to Senior Human Resources
Technician.




ATTACHMENT C
RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Kelly, Lona HR Technician

Name (Last, First) Classification/Position/Title

BACKGROUND INFORMATION
Name_Lona Kelly Class/Title_ HR Technician

Name of School or Department_Human Resources

Working Title Human Resources Technician

Work Telephone Number 510.644.6417 Ext. N/A

Work Day Begins At_8:00al g4 4:00pm Total Hours Per Day 3/-9
Length of Time in Present Position: 3 vrs. 7 Mos.

Total Length of Time with the District: 4 s, 6  Mos.

Title of Immediate Supervisor:_Director, Human Resources

Name of Immediate Supervisor: Dr. Brent Daniels

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

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

Senior Human Resources Technician: Provides training, direction and guidance to
human resource staff. Technical expert for all leaves (classified/certificated) to include
sick leave, extended sick leave, FMLA, CFRA, maternity/paternity leave. Work in
tandem with employees, supervisors, Worker's Compensation, Position Control,
Payroll, managers to resolve a myriad of sensitive/confidential issues and concerns.

BASIC FUNCTION

What basic function does your position serve in assisting your school or
department to fulfill its purpose; what is the major reason or purpose for your
work?

Perform a variety of specialized and analytical duties involved in employee leave
processing; monitor, coordinate and process classified employee leave requests;
prepare employee documentation and payroll. Process all personnel requisitions
to include inputting leave in computer system.

Page 1 of 8
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RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Kelly, Lona HR Tech

Name (Last, First) Classification/Position/Title

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.

| Description | | % of time |
Receive, review, analyze and process leave requests, assure compliance 20%
Compute leave eligibility 10%
Prepare/disseminate leave correspondence 14%
Prepare leave docs (PAF/Wage Calculator) 14%
Liaison between employees/managers for leave mgmt. 2%
Record/track/maintain employee leave in computer system 4%
Coordinate accommodation meetings 2%
Process State Disability/Paid Family Leave Claims 2%
Interpret leave guidelines, P & P, rules & regulations 2%
Update Leave Report 2%
Receive, document and process PR's 18%
Prepare bi-weekly board report 4%
Process Verification of Employment forms 2%

Coordinate employee Personnel File reviews 2%
Establish and maintain medical file 2%

Page 2 of 8
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RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Kelly, Lona HR Technician

Name (Last, First) Classification/Position/Title

What machinery or equipment do you use in performing these tasks?
PC, Printer, Xerox Machine, Scanner, Fax Machine.

What measurable duties have been added to your position? By whom? When?

| Duties I | How Often |
On-Board all classified new classified employees  Daily

Input pertinent data in QSS, to include seniority, longevity, evaluations, etc. Da | |y

Maintain Seniority List, Evaluation List for classified employees Dally

Train and provide direction/guidance to HR staff ~ Daily

Manage CalPERS retirement system Daily
Custodian of records for DOJ/FBI fingerprinting  Daily

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 ]
Acct. - Pos. Control Position tracking Continous
Payroll - PR Tech Wage calculation ~ Continous
RM - WC Specialist Leave integration ~ Continous

Prin, Adm, Mgrs, Sup  HR Inquiries Frequent

Page 3 of 8



ATTACHMENT C
RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Kelly, Lona HR Technician

Name (Last, First) Classification/Position/Title

Outside Contacts:

With what other organizations, agencies or authorities outside the District
organization do you come in contact (if any) during the normal course or your
duties? What is the reason for this contact? How frequently ("continuous",
"frequent”, "moderate" or "infrequent")?

| Outside Organization | | Reason | | How Often |
State Disability Leave inquiries Moderate
Employee VOE's Verifications Continuous

RECORDS AND REPORTS

Records
What records do you regularly maintain or prepare?

Medical File, Personnel Files, Personnel Tracker, Leave Management Report.

Reports

What reports do you prepare or supervise the preparation of? How often are these
prepared?
[ Title of Report J [ Reason | | Sent to J I How Often J
Board Report HR Actions Asst. Sup  Twice Mo
PR Tracker  Track PR's N/A Daily
Leave Repori Maintain Lv Bal N/A Daily

Wage Cal Wage Calculations  Payroll Daily

Page 40f 8
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RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Kelly, Lona HR Technician
Name (Last, First) Classification/Position/Title
DECISIONS
Type
Describe the most difficult and/or major decisions you make in the course of your
work.

Determining employee leave eligibility is the most critical decision of my work, it not only affects the employee but it also

has financial implications for the district.

Degree of independence
What review is made of your decisions by others? Who reviews? For what
reason? Do you work independently or with your supervisor closely available?

1 work independently for the most part, however my supervisor is readily available for consultation when needed.

Financial Impact
What is the amount of the budget for which you have direct accountability
(include salaries of subordinates)?

N/A

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?

Page 5 of 8
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RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Kelly, Lona HR Technician
Name (Last, First) Classification/Position/Title
SUPERVISION
Subordinates

List the classification titles of employees whom you supervise directly (you are
responsible to complete their performance appraisals) and indirectly. Indicate
number of employees in each classification.

DIRECTLY INDIRECTLY
Classification No. Classification No.
None
Do you have responsibility for selection of personnel, appraisal of performance,
and such actions as salary increases, promotions, discipline, reassignment or
terminations? Yes No
If yes please describe:
N/A

KNOWLEDGE AND ABILITIES

Knowledge

List the specific areas of knowledge that a person must possess to successfully
perform your job. Some of the areas to consider are laws, regulations, codes,
technical aspects, policies, procedures, practices, terminology, software
applications, equipment operation, materials, curriculum or subject matter.

Applicable leave laws, codes, regulations, palicies, and procedures. District contracts and bargaining

units. Practices related to classified personnel. Human resources office functions, practices and activities.

Record-keeping and report preparation techniques. Correct English usage, grammar, spelling, punctuation,

and vocabulary. Interpersonal skills using tact, patience, and professionalism. Mathematical computations.

Oral and written communication skills. Data entry and retrieval techniques. Computer operation.

Page 6 of 8
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RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Kelly, Lona HR Technician
Name (Last, First) Classification/Position/Title
Abilities

List the specific abilities that a person must possess to successfully perform
your job. Some of the areas to consider are abilities to perform certain
functions; plan, create, explain, develop, prepare, maintain, repair, operate,
administer, coordinate and review.

Perform a variety of technical duties in support of human resources operations and
activities. Provide information and assistance to employees, supervisors, and

managers. Prepare and maintain a variety of manual and automated personnel
files, records and reports. Interpret, apply and explain rules, regulations, policies
and procedures. Compose correspondence and written materials. Keyboarding.

EDUCATION, TRAINING AND EXPERIENCE REQUIREMENTS

Indicate the qualifications and requirements for successful performance which should
be required in filling a future vacancy in your classification. Describe what you believe
is necessary for proper performance, not necessarily your own qualifications. Indicate
your reasons for selecting these requirements.

Minimum Formal Education:
High school graduation, college level course work.

Specialized Training (Years and Type):
Human resources office experience.

Previous Experience (Years and Type):
Administrative experience.

Page 7 of 8
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RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Kelly, Lona HR Technician
Name (Last, First) Classification/Position/Title

EDUCATION, TRAINING AND EXPERIENCE REQUIREMENTS (cont.)

Licenses, Certification or Registration:
N/A

Training Period (required for a new employee possessing the qualifications

above):
2 years

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 INFORMATION PRESENTED HERE IS ACCURATE AND COMPLETE.

09/26/18

Signature of Employee Date

Page 8 of 8



REQUESTING PARTY: KELLY, LONA

Measurable Work Duties

ATTACHMENT C

Coordinate and assist with employee accommodation interviews for Daily
classified employees.

Record, draft correspondence and disseminate to accommodation findings Daily
to appropriate parties.

Identify resources needs with regard to employee leaves. Daily




10/1/2018 https:/fleginfo.legislature.ca.gov/faces/printCodeSectionWi ndow.xhtmi?lawCode=EDC&sectionNum=45285.8&op_staN\EFRCHMENFeC..

&
EDUCATION CODE - EDC

TITLE 2. ELEMENTARY AND SECONDARY EDUCATION [33000 - 64100] ( Title 2 enacted
by Stats. 1976, Ch. 1010. )

DIVISION 3. LOCAL ADMINISTRATION [35000 - 45460] ( Division 3 enacted by Stats.
1976, Ch. 1010.)

PART 25. EMPLOYEES [44000 - 45460] ( Part 25 enacted by Stats. 1976, Ch. 1010. )
CHAPTER 5. Classified Employees [45100 - 45460] ( Chapter 5 enacted by Stats.
1976, Ch. 1010. )

ARTICLE 6. Merit System [45240 - 45320] ( Article 6 enacted by Stats. 1976, Ch. 1010. )

(a) When all of the positions in a class are reclassified to a higher class, the incumbents of the positions who have been

45285, in the class for two or more years may be reclassified with their positions by the personnel commission. When a
portion of the positions within a class are reclassified to a higher class, an incumbent who has a continuous
employment record of two or more years in one or more of the positions being reclassified may be reclassified with his

or her position as provided by personnel commission rule.

(b) The basis for reclassification of the position shall be a gradual accretion of duties and not a sudden change occasioned by a
reorganization or the assignment of completely new duties and responsibilities. Determinations as to gradual accretion shall be
on the basis of guidelines provided by personnel commission rules.

(c) An employee who has been reclassified with his or her position is ineligible for subsequent reclassification with his or her

position for a period of at least two years from the initial action.

(Amended by Stats. 2003, Ch. 181, Sec. 1. Effective January 1, 2004.)

https:llleginfo.Iegislature.ca.gov/faces/printCodeSection\Mndow.xhlml?lawCode=EDC&sectionNum=45285.&op_statues=2003&op_chapter=1 81&op_s... 11



ATTACHMNENT D

PERSONNEL COMMISSION
BERKELEY UNIFIED SCHOOL DISTRICT
October 4, 2018

AGENDA ITEM
SUBJECT: RECLASSIFICATION REQUEST IN THE MATTER OF MR. FRANCISCO
MARTINEZ

BACKGROUND INFORMATION

Mr. Francisco Martinez has requested a reclassification of his position of Admissions Manager.
He has provided supporting information to include an analysis of four (4) Local 21 and
Unrepresented classifications as well as a list of the duties that have gradually increased over a
period of greater than two years. | have also included the minutes from three PC meetings in
2014 during the Classification Study implementation of the management team classifications.

DIRECTOR’S RECOMMENDATION
I recommend that an audit be conducted and the results be brought forward at the November
2018 Personnel Commission meeting.




ATTACHMNENT D
RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Martinez, Francisco Admissions Manager

Name (Last, First) Classification/Position/Title

BACKGROUND INFORMATION
Name Francisco Martinez Class/Title Admissions Manager

Name of School or Department Admissions Office

Working Title Admissions Manager

Work Telephone Number (510)644-7771 Ext.

Work Day Begins At8:00AM g, 455:00 PM Total Hours Per Day8

Length of Time in Present Position: 14 Yrs. 11 Mos.

Total Length of Time with the District: 19 vrs. 1 Mos.

Title of Immediate Supervisor: Associate Superintendent

Name of Immediate Supervisor: Pasquale Scuderi

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

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

Student Admissions Program Manager, Range 82

Breath, independency and range of responsibilities have increased since June on 2015. New job description

better reflects the duties and responsibilities of the position and the classification’s range.

BASIC FUNCTION

What basic function does your position serve in assisting your school or
department to fulfill its purpose; what is the major reason or purpose for your
work?

Design, direct plan, develop, organize and evaluate student diversity system, assignment, desegregation and

integration in District schools; serve as a gateway to families entering the District; train, supervise and evaluate the

performance of assigned personnel.
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RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Martinez, Francisco Admissions Manager
Name (Last, First) Classification/Position/Title

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.

[ Description |

» Design, direct plan, develop, organize and evaluate student diversity, assignment and desegregation and integration 10%

into District schools; oversee the District’s centralized student enrollment process and home address

verification process; assure program operations and activities comply with applicable Federal and State regulations,

California Education Codes; District policies, administrative regulations and objectives.

« Direct and evaluate the effectiveness of the District's student assignment software program; research and analyze 5%

complex technical data reports; direct creation and specialized software development.

« Plan, organize and direct the re-matriculation students transferring fram elementary school to middle school and from 5%

from middle school to high school. Direct all activities including communication to parents and stakeholders,

administer data integrity process, public information, data reporting and district to schoo! collaboration and communication

- Direct, develop, implement and maintain student re-matriculation and necessary services; assure appropriate communication 5%

communication and material preparation, personnel and resources are available to meet parent needs; secure resources

and materials as needed; assure technology activities are performed in compliance of applicable law, education code,

regulations and Board Policy.

Additional duties and responsibilities attached in additional sheets under Speclfic Duties and Responsibilities.
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RECLASSIFICATION REQUEST QUESTIONNAIRE

Francisco Martinez Admissions Manager

Name (Last, First)

REQUESTING PARTY:

Classification/Position/Title

What machinery or equipment do you use in performing these tasks?

Computer, printer, photocopy machine, fax machine, scientific calculator, automobile

What measurable duties have been added to your position? By whom? When?

| Duties | | How Often |

* Plan, organize and direct the re-matriculation students transferring from elementary school

to middle school and from middle school to high school. Direct all activities including communication

to parents and stakeholders, administer data integrity process, public information, data reporting and district

school collaboration and communication. (By Board Policy in June of 2015)

(Additional information under New Measurable Duties)

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”.

rDepartment/ Position J | Reason | rHow Often |
Fiscal Services Department Student Projections (Foundation of BUSD's Budget) Frequent
Transportation Department Transportation of students per Board Policy Continuous

Special Education Department Assignment of students with special needs Continuous

Elementary, middle and High Schools Student assignments Continuous
Superintendent's and Associate Supt.'s Office Parent/student concerns Board Palicy Frequent
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RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Francisco Martinez Admissions Manager

Name (Last, First) Classification/Position/Title

Outside Contacts:

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

| Outside Organization | | Reason l I How Often |
Alameda County Board of Education Inter-district permit students Moderate

Berkeley Parents Student Assignments Continuous

YCMA HeadStart Pre-schools Student Assignments Moderate

Private Pre-schools Student Assignments Moderate

RECORDS AND REPORTS

Records
What records do you regularly maintain or prepare?

Student enroliment reports, student demographic reports, Board enroliment reports, student inter-district reports

Draft student admission's Board policy, maintain specialized student assignment software, mandated cost reports

Reports
What reports do you prepare or supervise the preparation of? How often are these
prepared?
| Title of Report | | Reason | | Sent to | [How Often |
Student Enrollment Update Report Required by Board Policy Superintendent/Board Yearly
Student Inter-District Report Required by Board Policy Superintendent/Board Yearly
Student Projections Required by Superintendent in preparation for Budget Executive Cabinet Yearly
Mandated Cost Report Mandated by State Third party Administrator Yearly
Student Enroliment Updates As requested by Superintendent Superintendent Frequently
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RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Francisco Martinez Admissions Manager
Name (Last, First) Classification/Position/Title
DECISIONS
Type
Describe the most difficult and/or major decisions you make in the course of your
work.

The Student Enroliment projections because of its was wide ranging implications. The student enrollment projections are the foundation of Berkeley

Unified School District's budget. It determines how many teachers and classified staff are be hired and how many classrooms are needed.

The student projections must be accurate. If they are not, the District would be required to lay-off staff at the beginning of the school year.

Degree of independence

What review is made of your decisions by others? Who reviews? For what

reason? Do you work independently or with your supervisor closely available?
The review of my work product is minimum. | work very independently. The vast majority of the department's decisions are made

by me. Very infrequently, | consuit with the Associate Superintendent and Superintendent.

Financial Impact
What is the amount of the budget for which you have direct accountability
(include salaries of subordinates)?

$489,275.00

What is the greatest expenditure you can authorize (signature authority)?

$20,000

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

| am responsible for the student enroliment projections (foundation of the District's budget) and student accounting. Student accounting

is the process by which the district is funded by the state.
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RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Francisco Martinez Admissions Manager
Name (Last, First) Classification/Position/Title
SUPERVISION
Subordinates

List the classification titles of employees whom you supervise directly (you are
responsible to complete their performance appraisals) and indirectly. Indicate
number of employees in each classification.

DIRECTLY INDIRECTLY
Classification No. Classification No.
Student Assignment Specialist 2 School Secretaries (Administrative Assistant Il) 17
Student Welfare and Attendance Specialist 2
Independent Contractor (Software Developer) 1

Do you have responsibility for selection of personnel, appraisal of performance,
and such actions as salary increases, promotions, discipline, reassignment or
terminations? Yes No

If yes please describe:

I am hiring authority for the staff that report directly to me. | am responsible for their hiring, training, discipline and evaluation.

In Berkeley Unified School District, there is are different authorities for salary increases, promotions, reassignments and terminatiens.

KNOWLEDGE AND ABILITIES

Knowledge

List the specific areas of knowledge that a person must possess to successfully
perform your job. Some of the areas to consider are laws, regulations, codes,
technical aspects, policies, procedures, practices, terminology, software
applications, equipment operation, materials, curriculum or subject matter.

The incumbent must posses knowledge of Califomia Education Code, statuses, State and Federal Rules and Regulation regarding

student enroliment and school admission and be able to read and understand case law conceming student diversity, integration and desegregation.

The incumbent must also be able to draft Schoo! Board Policy. Moreover, the person in this position must have intimate knowledge of statistical data

analysis. In addition, the incumbent must be precise when directing the development and software so it is comparable with student information system.
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RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Francisco Martinez Admissions Manager
Name (Last, First) Classification/Position/Title

Abilities

List the specific abilities that a person must possess to successfully perform
your job. Some of the areas to consider are abilities to perform certain
functions; plan, create, explain, develop, prepare, maintain, repair, operate,
administer, coordinate and review.

The incumbent must design, direct plan, develop, organize and evaluate student diversity, assignment and desegregation and integration into District schools

oversee the District’s centralized student enrollment process and home address verification process; assure program operations and activities comply with

with applicable Federal and State regulations, Califomia Education Codes; District policies, administrative regulations and objectives.

The incumbent must also effectively and efficiently with support staff, school secretaries, school administrators, senior district staff, community organizations and

relevant stake holders.

EDUCATION, TRAINING AND EXPERIENCE REQUIREMENTS

Indicate the qualifications and requirements for successful performance which should
be required in filling a future vacancy in your classification. Describe what you believe
is necessary for proper performance, not necessarily your own qualifications. Indicate
your reasons for selecting these requirements.

Minimum Formal Education:

Bachelor's Degree in Business, Public Administration, Public Policy or a related field. Master’'s Degree desired.

Specialized Training (Years and Type):

Five (5) years' experience in PreK-14 admissions or student assignments to include three (3) years' experience with statistical data analysis

Organizational, administrative and experience dealing with high volume public contact is most highly preferred.

Previous Experience (Years and Type):

See above
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RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Francisco Martinez Admissions Manager

Name (Last, First) Classification/Position/Title

EDUCATION, TRAINING AND EXPERIENCE REQUIREMENTS (cont.)

Licenses, Certification or Registration:

A valid California Driver's License

Training Period (required for a new employee possessing the qualifications
above):

Five (5) years' experience in PreK-14 admissions or student assignments to include three (3) years’ experience with statistical data analysis

Organizational, administrative and experience dealing with high volume public contact is most highly preferred.

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 INFORMATION PRESENTED HERE IS ACCURATE AND COMPLETE.

Signature of Employee Date
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Specific Duties and Responsibilities

Plan, coordinate, develop and maintain a variety of software and information
systems and applications for elementary, middle and high schools; develop and
maintain technology processes and procedures; develop, maintain, and coordinate
the transfer of district data systems to assure smooth transition of student data. (5%)

Prepare and maintain a variety of records and reports related to assigned activities;
produce narrative and Board documents; provide analysis of data from a variety of
sources; draft Board policy recommendations. (5%)

Provide technical expertise, information and assistance to schools and District
administrators, Board of Education, community groups and others regarding the
Student Assignment Plan and other District policies and programs; assist in the
formulation and development of policies, administrative regulation and procedures;
advises and collaborate with the Superintendent’s Cabinet and other administrators
in developing the District’'s goals, policies and programs. (3%)

Direct and plan the preparation of student projections; present and advise
Superintendent and cabinet on students projections trends; present and work with
assistant superintendents of business services and human resources to utilize
students projections to develop district budget and teacher hiring; monitor student
enrollment trends and makes staff recommendations as needed. (7%)

Prepare and present department’s written and oral reports to Board of Education;
represent district before Alameda County Board of Education regarding student
matters. (2%)

Provide technical expertise, information and assistance to the Superintendent and
Associate Superintendent regarding student admissions functions; assist in the
formulation and development of policies, procedures and programs to assure an
economical, safe, effective and efficient work environment; advise the
Superintendent and Associate Superintendent of unusual enrollment trends or
concerns and recommend appropriate corrective action. (5%)

Conduct meetings to discuss student assignment program, resolve student
assignment concerns and discuss related program matters; resolve parent concerns;
direct and collaborate with Principals to review and determine if students have met

inter-District Board policy. (3%)
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Plan and collaborate closely with community organizations, individuals and District
staff to increase student enrollment in Berkeley Public Schools. (2%)

Direct, coordinate and implement student public relations and recruitment
campaigns to ensure outreach to targeted parent populations. (3%)

Supervise, train and evaluate the performance of assigned personnel; interview and
select employees and recommend transfers, reassignment, termination and
disciplinary actions; assign employee duties and review work for accuracy,
completeness and compliance with established requirements. (5%)

Prepare and maintain records and reports related to assigned activities; maintain
records, logs and progress records for inter-District students; present reports to the
District Board as directed. (2%)

Provide technical supervision and assist the high school in conducting the small
schools student assignment lottery. (2%)

Direct and plan various annual activities including the recruitment kindergarten
fair, and develop marketing programs to reach targeted populations; develop multi-
year statistical student enrollment and average daily attendance projections utilizing
advanced statistical analysis. (10%)

Research, write and disseminate promotional information materials, including the
Guide to Berkeley Schools; maintain media relations. (2%)

Review, accept or deny inter-District student applications; review, accept or deny
caregiver affidavits and same address affidavits. (2%)

Communicate with other administrators, staff, school site personnel, vendors and
outside organizations to coordinate activities and programs, resolve issues and
conflicts and exchange information; confer with administrators regarding student
behavior and issues, and resolve student assignment concerns. (5%)

Provide for oral interpretation or written translation of materials from English to a
designated second Language. (2%)

Direct the preparation and maintenance of a variety of narrative and statistical
reports, records and files related to assigned activities and personnel. (5%)
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Interpreter for the Deaf

Chairperson Carter motioned to approve the Interpreter for the Deaf at range 52
Approved: 2-1

Chalrperson Carter and Vice-Chairperson Acyagi voted for, Commissioner Lee voted against

Telecommunications Speciaist:
Vice-Chairperson Aoyagi motioned to approved the Telecommunications Specialist at range S6
Approved: 3-0

School Bus Driver
Chairperson Carter motioned to approved the School Bus Driver at range 43

Approved: 3-0

Transportation Dispatcher

Vice-Chairperson Aoyagi motioned to approve the Transportation Dispatcher at range 46
Not Approved: 2 - 1; Transportation Dispatcher approved at range 45

Vice-Chairperson Aoyagi voted for, Chairperson Carter and Commissioner Lee voted against

All Other Classifications in the Transportation Group
Approved: 3-0

Chalrperson Carter motioned to approve Mildred Scherr to the Accounting Technician classification.
Approved: 3~-0

6) Pubtic Comments (1S minute Umit)
Dan Lee, Commissioner, commented that this is the end of his term on the Commission after seven years of

service.

7) Adlournment
Meeting adjourned at 6:05pm

Respectfully Submitted,

l I '7»’70!5

Date

Secretary to the Personnel Commission
Approved,

Ann Aoyagl
Personne! Commissioner

10



10/1/2018 hitps:/fleginfo.legislature.ca.gov/faces/printCodeSectionWindow.xhtml?lawCode=EDC&sectionNum=45285.&op _ATTARCHMNENED..

&
EDUCATION CODE - EDC

TITLE 2. ELEMENTARY AND SECONDARY EDUCATION [33000 - 64100] ( Title 2 enacted
by Stats. 1976, Ch. 1010. )

DIVISION 3. LOCAL ADMINISTRATION [35000 - 454601 ( Division 3 enacted by Stats.
1976, Ch. 1010. )

PART 25. EMPLOYEES [44000 - 45460] ( Part 25 enacted by Stats. 1976, Ch. 1010. )
CHAPTER 5. Classified Employees [45100 - 45460] ( Chapter 5 enacted by Stats.
1976, Ch. 1010. )

ARTICLE 6. Merit System [45240 - 45320] ( Article 6 enacted by Stats. 1976, Ch. 1010. )

(a) When all of the positions in a class are reclassified to a higher class, the incumbents of the positions who have been
in the class for two or more years may be reclassified with their positions by the personnel commission. When a
portion of the positions within a class are reclassified to a higher class, an incumbent who has a continuous
employment record of two or more years in one or more of the positions being reclassified may be reclassified with his

45285.

or her position as provided by personnel commission rule.

(b) The basis for reclassification of the position shall be a gradual accretion of duties and not a sudden change occasioned by a
reorganization or the assignment of completely new duties and responsibilities. Determinations as to gradual accretion shall be
on the basis of guidelines provided by personnel commission rules.

(c) An employee who has been reclassified with his or her position is ineligible for subsequent reclassification with his or her

position for a period of at least two years from the initial action.

(Amended by Stats. 2003, Ch. 181, Sec. 1. Effective January I, 2004.)

https://leginfo.legislature.ca.gov/faceslprintCodeSectionV\ﬁndow.xhtml?IawCode=EDC&sectionNum=45285.&op_statues=2003&op_chapter=1 81&op_s... 11
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Admissions Manager April 2014

Berkele BERKELEY UNIFIED SCHOOL DISTRICT CLASSIFICATION AND
POSITION DESCRIPT!
PUBLIC SCHOOLS Human Resources Department 'oN
Berkeley Unified Schoot District
TITLE: Admissions Manager REPORTS TO: Assigned Supervisor
DEPARTMENT/SCHOOL: As assigned CLASSIFICATION: Classified Management
FAIR LABOR STANDARDS Exempt WORK YEAR: 12 months/Calendar 2000
ACT CLASSIFICATION: HOURS: 8 hours per day or
duty days/hours as assigned
APPROVED: SALARY GRADE: Schedule: 54
Commission 11/17/14 and 11/18/14 Range: 73
Board 01/28/15

————— ———————— ————————————————
BASIC FUNCTION:

Design, plan, develop, organize and evaluate student diversity system, assignment, and desegregation and
integration in District schools; serve as a gateway to families entering the District; train and evaluate the
performance of assigned personnel.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

e Design, plan, develop, organize and evaluate student diversity, assignment, and desegregation and
integration into District schools; oversee the District’s centralized student enrollment process and
home address verification process; assure program operations and activities comply with applicable
Education Codes, State laws, and District policies and objectives

¢ Direct and evaluate the effectiveness of the District’s student assignment software program; research
and analyze complex technical data reports; direct creation and specialized software development

e Conduct various meetings to discuss student assignment program, resolve student assignment
concerns and discuss related program matters; collaborate with Principals to review and determine if
students have met inter-District Board policy; represent the District at County Board of Education
inter-District appeal meetings

e Collaborate closely with community organizations, individuals and District staff to increase student
enrollment in Berkeley Public Schools

e Administer, coordinate and implement student public relations and recruitment campaigns to ensure
outreach to targeted parent populations

e Supervise, train and evaluate the performance of assigned personnel; interview and select employees
and recommend transfers, reassignment, termination and disciplinary actions; assign employee duties
and review work for accuracy, completeness and compliance with established requirements

e Prepare and maintain records and reports related to assigned activities; maintain records, logs and
progress records for inter-District students; present reports to the District Board as directed

e Provide technical supervision and assist the high school in conducting the small schools student
assignment lottery
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Admissions Manager April 2014

e Plan and direct various annual activities including the recruitment kindergarten fair, and develop
marketing programs to reach targeted populations; develop multi-year statistical student enroliment
and average daily attendance projections utilizing advanced statistical analysis

¢ Research, write and disseminate promotional information materials, including the Guide to Berkeley
Schools; maintain media relations

* Review, accept or deny inter-District student applications; review, accept or deny caregiver affidavits
and same address affidavits

e Communicate with other administrators, staff, school site personnel, vendors and outside
organizations to coordinate activities and programs, resolve issues and conflicts and exchange
information; confer with administrators regarding student behavior and issues, and resolve student
assignment concerns

e Provide for oral interpretation or written translation of materials from English to a designated second
language

o Develop and prepare the department budget; analyze and review budgetary and financial data;
control and authorize expenditures in accordance with established limitations; prepare and manage
department contracts ‘

e Operate standard office equipment including a computer and assigned software; operate projector
for presentations

OTHER DUTIES:
Perform related duties as assigned

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:
Planning, organization and direction of student assignment plan

Principles and practices of supervision and training

District policies and procedures regarding enroliment

Capabilities, settings, reports and options of the student information and assignment software programs
Goals and procedures outlined in the District’s student assignment policy

Applicable laws, codes, regulations, policies and procedures

Interpersonal skills using tact, patience and courtesy

Correct English usage, grammar, spelling, punctuation and vocabulary

Operation of standard office equipment including a computer and assigned software
Record-keeping techniques

Modern office practices, procedures and equipment

Telephone techniques and etiquette

Basic public relations techniques

Mathematic computations

ABILITY TO:
Design, plan, develop, organize and evaluate student diversity, assignment, and desegregation and integration

into District schools
Serve as a gateway to families entering the District
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Admissions Manager April zo14

Train and evaluate the performance of assigned personnel

Analyze situations accurately and develop and effective course of action

Direct the administration and evaluation of the student assignment software program
Compile and evaluate results of student assignment software

Explain technical requirements of the student information software to staff
Communicate effectively both orally and in writing

Establish and maintain cooperative and effective working relationships with others
Interpret, apply and explain rules, regulations, policies and procedures

Compose correspondence and written materials independently

Operate standard office equipment including a computer and assigned software
Prepare and maintain a variety of lists, records and reports

Add, subtract, multiply and divide quickly and accurately

Work independently with little direction

Plan and organize work

Meet schedules and time lines

EDUCATION AND EXPERIENCE:

Any combination equivalent to: bachelor’s degree in business administration, public administration or related
field and three years experience in admissions or student assignment activities involving statistical analysis,
and some organizational, administrative and public contact experience

LICENSES AND OTHER REQUIREMENTS:

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

Seeing to read a variety of materials

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

Bending at the waist, kneeling or crouching

Reaching overhead, above the shoulders and horizontally
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PERSONNEL COMMISSION
BERKELEY UNIFIED SCHOOL DISTRICT
October 4, 2018

AGENDA ITEM
SUBJECT: REQUEST FOR ADVANCED STEP PLACEMENT AS INSTRUCTIONAL
ASSISTANT SPECIAL EDUCATION II IN THE CASE OF MS. TAYLOR HARVEY

BACKGROUND INFORMATION

Ms. Harvey has requested advanced step placement at Step 3 on the salary schedule. She has several
years experience in special education classrooms and has also taught English in Columbia public school.
She holds a Bachelors Degree in Journalism and African American Studies.

70.100.1 Initial Placement

All new employees shall be appointed at the hiring rate for the class as approved by the Commission. The
hiring rate shall be the first step of the schedule except for classes where recruitment efforts have
indicated difficulty in recruiting at that step. An accelerated hiring rate may be set, with the approval of
the Board and the Commission, at any step of the schedule of the class.

DIRECTOR’S RECOMMENDATION
I do recommend Ms. Harvey receive advanced step placement to step 2 on the salary range. .
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Tavlor Harvey
Instructional Assistant |1

Berkeley Arts Magnet at Whittier
To the Personnel Commission of the Berkeley Unified School District:

I hope this note finds you well. My name is Taylor Harvey, and I'm a new Instructional Assistant
Il position at Berkeley Arts Magnet.

I am writing to inquire about an advance step salary placement. | believe you will find my
experience working with children both in and out of the classroom over the past several years
qualifies me for a raise in placement, to Step 3.

| spent the past academic year as a Paraeducator at Edna Brewer Middle School in Oakland.
There, | pushed into mainstream classrooms to support students with mild to moderate learning
differences. | built relationships with them, advocated for them, and acted as a liaison between
departments to ensure assignments were modified and my students succeeded.

Before that, | worked in a public school in Colombia teaching English in an underserved
community. | created and taught lesson plans each day to teach English vocabulary and
grammar.

| also have a number of volunteer experiences working with children. Namely, | served as a
reading coach for an organization called Schools of Hope. | read with a fifth grader once every
week to boost his reading levels and his confidence. | also led socio-emotional learning lessons
as a coach for the after-school program Girls on the Run to empower upper elementary aged
girls and provide them with useful SEL skills. Lastly, | volunteered with The Simpson Street Free
Press, an organization which helps at-risk youth develop academic skills through writing and
researching articles. | worked alongside these students in the researching and editing
processes to help build fundamental critical thinking, communication and writing skills.

| also hold a Bachelor's degree from the University of Wisconsin with majors in Journalism and
African Studies.

As you can see, | possess a wealth of experience and knowledge about teaching, socio-
emotional learning, and special education, all of which | bring to BAM each day to provide my
students with a nurturing, positive learning experience.

| attached my resumé and a letter of recommendation to this request for your review. | can also
provide references upon request.

Thank you very much for your time and consideration.
Best,

Taylor Harvey
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Eileen Pierce
502 Westmorland Bivd.
Madison, WI 53711

Subject: Letter of Recommendation for Taylor Harvey
To whom it may concern:

By way of introduction, I was born and raised in Wisconsin. In 1987, I graduated from

the University of Notre Dame with a BS in Chemical Engineering and a BA in the Program of

Liberal Studies. I am a supervisor in the Drinking Water & Groundwater Program at the

Wisconsin Department of Natural Resources (DNR). I have served with the DNR for over 28

years in various environmental protection programs. In my current role, I supervise a team of
engineers and scientists responsible for regulating public drinking water systems to ensure safe
drinking water for the residents of south central Wisconsin. From 2003 to 2010, I served as a member
of the volunteer Board of Directors for Wisconsin Women in Government, Inc., a bi-

partisan non-profit organization dedicated to promoting the role of women in government. My
service on that board included three years as treasurer and one year as president.

Since September 2011, I have served as a volunteer coach for Girls on the Run of South Central
Wisconsin (GOTR) during both the fall and spring seasons. GOTR is a non-profit organization
dedicated to supporting girls ages 8 to 10 in developing healthy life-styles and training together to run
a 5K. In addition, the curriculum includes a community service project developed and independently
implemented by the girls.

I have known Taylor Harvey since September 2015. We coached together for GOTR at the
Nuestro Mundo Community School, a Spanish immersion charter school located in Monona,
WI. The teams of girls we have coached over these last four seasons are diverse, including girls
from Hispanic, Asian, African-American and Caucasian cultures. There are two GOTR seasons
per year, lasting ten weeks in the fall and ten weeks in the spring.

During our time together as coaches, I have observed that Taylor Harvey is highly effective in a
team setting, bonds easily and well with adults and children alike, is responsible and punctual, and
always exhibits a positive energetic attitude. Her magnetic personality is especially

appreciated by the girls we coach, who affectionately call her “Coach Tay-tay”. Taylor is

diligent in following the curriculum as required, yet also flexible-minded enough to address
unforeseen circumstances as they arise.

For example, during a recent practice, while our co-Coach Zia was reading the lesson, Taylor
noticed one of the younger girls disrupting the lesson. Without interrupting, Taylor quietly
invited the girl to join her in a lap around the park. By the time they returned the girl was

ready to rejoin the lesson with no further difficulty. Then Taylor recruited one of the older girls
to help “mentor” this younger girl, to help avoid disruptions in the future. Taylor then circled
back with the coaching team after practice to explain the approach and briefly discussed it with
the parent. Not only did Taylor successfully improvise a solution on the spot, she set up a plan
for the future, and communicated effectively with all concerned.
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Last fall was a challenging season for the coaches. One of the girls had a broken leg and was
confined to a wheel-chair, yet still wanted to participate in the program. To accommodate this,
required extra coordination amongst the coaches. Taylor was integral to the success of that
season; she pushed the wheel-chair over rough ground and hills and devised opportunities to
engage the girl in helping to lead the activities. Looking back, I know we could not have made
it through that season without Taylor!

During the lesson on negative self-talk, Taylor made the lesson particularly memorable with the
way she chose to end the lesson. The girls wrote negative self-talk messages on stickers and
placed one on a balloon for each lap they ran. During the wrap-up discussion, Taylor was to

pop the balloon. She did so by sitting on it, which really got the girls’ attention! Seasons later
they still remember this and the lesson about recognizing negative self-talk.

I hope these examples help you to understand what a pleasure it is to work with Taylor Harvey.
She is creative and thoughtful, caring and responsible. She is always there to help with the hard
work, just as she is always at the center of the fun. I highly recommend Taylor for your
program. If you have any questions or would like to discuss this further, feel free to contact me
at 608-512-6451.

Sincerely,

Eileen F. Pierce
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420 Merritt Ave, #3

Tay lor Harv ey Oakland, CA 94610
908-489-0567

TEACHING EXPERIENCE taylorlharvey@gmail.com

Paraeducator, Edna Brewer Middle School, Oakland, CA  Feb. to July 2018

* Support students (grades 6-8) with mild to moderate learning disabilities in general education settings
according to the criteria outlined their Individualized Education Plans (IEPs).

* Collaborate with teachers across departments to modify assignments to be more structured and accessible.

* Advocate for students by providing push-ins, pull-outs, and resources needed to enhance learning (audio and
visual aids, assisted note-taking).

* Manage behavioral challenges using strategies such as positive reinforcement and offering choices.

English Fellow, Heart for Change, Cali, Colombia - June 2017 10 Dec. 2017

* Co-taught English in a Colombian public high school classroom as part of a government initiative to ensure
high-quality bilingual education in underprivileged communities.

¢ Created lessons for grades 8-11 integrating English vocabulary and grammar.

¢ Led classroom warm-ups, lessons and administered exams.

* Acted as a cultural ambassador by organizing a school-wide “English and the Environment Day” event and a
weekly “Culture Hour,” exposing students to American movies and music.

VOLUNTEER EXPERIENCE

Volunteer Tutor, Schools of Hope, Madison, Wis. ~ Sept. 2016 to June 2017

* Read with a 5th grader to improve his reading comprehension, critical thinking skills and boost his confidence.
Coach, Girls on the Run, Nuestro Mundo Elementary School, Madison, Wis. - Sept. 2015 to June 2017

» Managed an after-school program for 18 students that empowers young girls to live positive, healthy lives.

¢ Led lessons emphasizing social-emotional learning and confidence-building, culminating in a 5k race.
Volunteer Editor, Simpson Street Free Press, Madison, Wis.  Ocl. 2014 10 June 2016

* Guided at-risk middle schoolers in writing and researching articles to publish for a teen newspaper.

PROFESSIONAL COMMUNICATIONS & WRITING EXPERIENCE

Content Specialist, Kennedy Communications, Madison, Wis.  Sept 2015 to Jan. 2017

* Met clients’ business goals by creating digital marketing plans that use relevant social media strategies to
engage with target audiences.

Editorial Intern, The Chronicle of Higher Education, Washington D.C.  Jan. 2014 to June 2014.

« Pitch, report and fact-check stories for Chronicle's students section.

Reporting Intern, Isthmus, Madison, Wis. ~ June 2014 to September 2014

* Report and write local and state news stories for Madison’s alternative weekly newspaper.

LEADERSHIP EXPERIENCE

News Manager, The Daily Cardinal, Madison, Wis. - May 2012 to May 2013

+ Managed, mentored and trained 40+ editors and reporters while directing news content quality for the
nation’s only competing daily student newspapcr, winner of three major regional awards in 2012-13.

+ Promoted from City News Editor (May 2011 to Dec. 2011).

EDUCATION

+ University of Wisconsin-Madison, Madison, Wis. — B.A. African Studies & Journalism, August 2013.
+ University of Cape Town, Cape Town, Western Cape — Study Abroad, January to June 2012.

« MyTEFL, TEFL certification, June 2017.

LANGUAGES & TECHNOLOGY
English, Spanish (CEFR Level B2), Microsoft Suite, Google Classroom, WordPress, Adobe Suite
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PERSONNEL COMMISSION
BERKELEY UNIFIED SCHOOL DISTRICT
October 4, 2018

AGENDA ITEM
SUBJECT: REQUEST FOR ADVANCED STEP PLACEMENT AS INSTRUCTIONAL
ASSISTANT SPECIAL EDUCATION I1 IN THE CASE OF MR. ANDREW HERRERA

BACKGROUND INFORMATION

Mr. Herrera has requested advanced step placement at Step 5 on the salary schedule. He has several
years experience in special education classrooms as well as experience in Behavior Intervention,
Applied Behavior Analysis, Job Coach and Respite Care.

70.100.1 Initial Placement

All new employees shall be appointed at the hiring rate for the class as approved by the Commission. The
hiring rate shall be the first step of the schedule except for classes where recruitment efforts have
indicated difficulty in recruiting at that step. An accelerated hiring rate may be set, with the approval of
the Board and the Commission, at any step of the schedule of the class.

DIRECTOR’S RECOMMENDATION
I do recommend Mr. Herrera receive advanced step placement to step 2 on the salary range.
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September 28, 2018

Dear Ms. Heidi Goldstein,

Please consider my request for the highest tier of pay, $22.17. My nearly 10 years of experience working
with developmental disabilities, and S years spent specifically in education, makes me qualified for this
salary tier.

During the last 5 years as a school based, Behavior Interventionist for Intercare Therapy, | gained vast
experience as | effectively work with kids who have developmental disabilities in a diverse setting. | have
also been able to observe how resilient and open to learning, school based clients truly are. One of my
main focuses has been implementing applied behavior analysis. | have also maintained data as well as
bridge the relationships from home life, school life and agency while following policies and procedures.

Prior to Intercare Therapy I worked as a Job Coach for East Bay Innovations. During this time [ assisted
those with developmental disabilities in understanding job duties and employee policies. 1 also helped
clients build and maintain positive relationships and develop each their own work ethic.

While working full time with Intercare Therapy | have also managed to spend 40 hours a month as a
Respite Care Provider. As a Respite Care Provider | assist foster care families with their children. We
focus on day to day activities as well as functioning and interacting in real world settings.

Thank you for considering my request for the highest pay tier. I truly believe that my experience with
children and those with developmental disabilities along with my passion, drive, and eagerness to work
makes me qualified for this salary placement.

Sincerely,

Andrew Herrera
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Berkeley Unified School District

Director of Classified Personnel and Secretary to the Personnel Commission - Patricia Duwel, originally from Long
Beach, Patty retired from the U.S. Navy in 1999 and went to work for Berkeley Unified as a classified employee
working at BHS and in HR. In 2004, Patty relocated down south to Apple Valley where she had accepted the position
of Director, Classified Human Resources. She received her Masters Degree in Human Resources Management from
Keller Graduate School of Management in April 2007 and is a member of the Society for Human Resources
8l Management. Patty took her CalPERS retirement in 2014 after 15 years in the Classified Service and then accepted
a position with the Federal Government. She recently returned to the Classified Service here at Berkeley Unified,
accepting the position of Director of Classified Personnel with the Personnel Commission. She has returned to her
classified roots and is bringing over 10 years experience as a California Merit System Director back to Berkeley.

WHAT Is THE MERIT SYSTEM?

Personnel Commissions are a part of a system of personnel administration termed the "merit system." Legal guidelines for the merit system in
California school districts are outlined in Education Code Sections 45240 to 45320 and 88000 to 88180 and are based upon the following general
principles:

Employment and promotion on the basis of merit as shown by competitive examination: Employees for positions in the classified service are to be
chosen by impartial selection methods to ensure that merit is the prime factor in employment. In addition, the Personnel Commission shall establish
recruitment methods that will reach all segments of eligible applicants within an appropriate geographical area.

Career service: Employees are encouraged to remain with and to promote within a given agency; thus, the School District has the benefit of retaining
the services of qualified persons it has selected and trained. As part of a career service, examinations are given on a "promotional only™ basis whenever
possible with only district employees allowed to compete.

Like pay for like service: Positions in the public service are carefully delineated according to type and level so that all employees performing similar
tasks at the same level of difficulty and responsibility are compensated equally.

Impartial hearing of appeals from disciplinary actions: An employee may appeal a disciplinary action (such as a suspension, demotion, or dismissal),
and is entitled to request a hearing by the Personnel Commission to ensure that due process and fair play have been observed.

Prohibition against discrimination: No person can be denied a job or promotion because of affiliations, race, color, national origin, ancestry, age,
religious beliefs, marital status, sex, sexual preference, sexual harassment, disability, medical condition, employee organization membership or non-
membership, legal activities, political beliefs or acts as provided in the California Education Code.

® -@

The 2017 - 2018 school year was a busy year for the Personnel Commission staff due to changes in
Recruitment and Testing. Eight (8) recruitments were opened as Continuous with cycles closing every
ninety (90) days. This allows for candidates to improve their standing on the eligibility list and fill those
“hard to fill” vacancies. We saw a 56% decrease in separations over the previous year.

The 2018-2019 school year will see some marked changes in the Classified Service with the inclusion of
Noon Supervisors with the implementation of AB-2160 signed into law in September 2018. | anticipate the
recruitment and hiring tempo will be just as busy. The staff and | look forward to the challenge.

I want to personally thank all those who have gone that extra mile to ensure that the Commissioners, the
Staff and myself have the support that we need. And a special shout out to all the Oral Panelists and Exam
Raters who gave their precious time to help ensure the best of the best qualified to work for Berkeley
Unified.

Sincerely,

A D=

Patty Duwel
Director of Classified Personnel
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