
    

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.  

 
 
 

Berkeley Unified School District 
The Personnel Commission will attend the meeting virtually.  

 

Personnel Commission 
Heidi Goldstein, Chairperson                    Isaiah Roter, Vice-Chairperson                    Timothy Davis, Commissioner        

Philip J. Gordillo, Secretary 
 

Meeting Agenda 
July 1st, 2021 – 4:30 pm 

 

1.      Call to Order               Chairperson Goldstein 

2.      Roll Call & Establishment of Quorum                                  Secretary Gordillo 

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

  
4.      Approval & Adoption of Agenda              Chairperson Goldstein  

5.      Approval of Meeting Minutes            Chairperson Goldstein 
Approve the Personnel Commission Meeting Minutes for the following: 

a) May 6th, 2021, Regular Meeting Minutes, p. 2 – 5 
b) May 13th, 2021, Special Meeting Minutes, p. 6 - 7  

 

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

 New Hires and Examinations administered in the month of June 2021, p. 8 
 

7. 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.   

 

Ratification of Eligibility Lists
a) Clerical Assistant III, p. 9 
b) Custodian I, p. 10 
c) Facilities Security Officer, p. 11 

  d)     School Administrative Assistant III, p. 12        

e)  School Bus Driver, p. 13 
f) Student Records Assistant, p. 14 
g) Sustainability Program Coordinator, p. 15 
h) Executive Director of Classified Personnel, p. 16 

 
8. Conference Items        Chairperson Goldstein 

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

a) Approval of New Classification- Director, Family Engagement & Equity, Attachment A 
b) Request for Reclassification- A. Callegari, Attachment B 
c) Reallocation of Salary- Transportation Dispatcher, Attachment C 

 
 

9. Closed Session (1 matter)       Chairperson Goldstein 
a) Public Employment - Government Code § 54954.5 

The Personnel Commission will meet to discuss the recruitment for the Director, Classified Personnel. 
 

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 shall be taken by the Commission. 

 

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

13. Adjournment         Chairperson Goldstein 
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UNOFFICIAL VERSION 

Berkeley Unified School District 
Personnel Commission Meeting Minutes 

May 6th, 2021– 4:30 pm 

1. Call to Order
The meeting was conducted via Zoom meeting # 852 7339 2873 and was called to order at 4:31 pm.

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

3. Public Comments
Mark Ramia, Instructional Assistant I at Berkeley High, raised a concern about hazard pay. He stated that
certificated staff had received this type of pay and classified staff has not. He also discussed confusion
related to health and safety protocols at BUSD. He stated that staff should be notified immediately in the
event of a positive Covid-19 test.

Denise Diggs-Ray, Administrative Assistant III at Student Services, discussed the last classification and
compensation study. She stated that the previous study was conducted nearly a decade ago and that class
specifications need to be made current. She said reclassifications done since then have likely disrupted the
existing salary relationships and job hierarchies. Ms. Diggs-Ray stated that she has submitted this topic as
an agenda request and would like it to be a discussion and action item.

4. Approval & Adoption of Agenda
Vice-Chairperson Roter made a motion to approve the May meeting agenda; Commissioner Davis
seconded the motion,
Approved, 3-0

5. Approval of Meeting Minutes
a) April 1st, 2020, Regular Meeting Minutes

Chairperson Goldstein commented that there were a few typos in the minutes and an editing error.
Vice Chairperson Roter noted that there were also some formatting errors on the agenda.

Chairperson Goldstein made a motion to approve the April 1st regular meeting minutes (pending
corrections); Commissioner Davis seconded the motion,
Approved, 3-0

b) April 13th, 2021, Special Meeting Minutes
Vice Chairperson Roter made a motion to approve the April 13th special meeting minutes; Commissioner
Davis seconded the motion,
Approved, 3-0
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Personnel Commission Meeting Minutes        UNOFFICIAL VERSION 
May 6th, 2021 – 4:30 pm 
Page | 2 

6. Reports
a) Union Reports

Frank Hernandez, BCCE Union President, echoed Denise Diggs-Ray’s comments regarding the
compensation and classification study. He stated that due to Covid-19, many union members he has
spoken with are performing different duties and have additional responsibilities that necessitate a
new classification study.

b) District Reports
Glendaly Gascot-Rios, Human Resources Director, commented that the District is in full swing with
regard to hiring. She informed the Commission that District Office staff have returned to in-person
work on staggered schedules.

c) Commissioners Reports
Vice Chairperson Roter thanked classified staff for their hard work and dedication to reopening
schools. He also acknowledged earlier comments made. He also thanked Personnel Commission staff
for their sustained recruitment efforts during a very busy time.

Chairperson Goldstein noted that May is the month when employees and retirees are recognized by
the District for their service at an annual gathering and said she is looking forward to resuming those
in-person events that have been suspended due to Covid-19. She commented that last month had
been one of the busiest for recruitment that she’s seen during her tenure on the Commission and
acknowledged staff’s resilience in managing to tremendous volumes. She observed that there had
been various changes in job duties and responsibilities due to Covid-19. Chairperson Goldstein
commented on her confusion around several of the representations for limited-term assignments in
HR reports published at recent board meetings. She asked the Commission for assistance in
understanding why many of these assignments are indicated as extra staffing when there appear to
be multiple vacancies in the corresponding classes.

d) Personnel Director
i. New Hires and Examinations administered in April 2021
Interim Executive Director Gordillo thanked the commissioners for their recognition of staff efforts
and commented that he had prioritized in-classroom and leadership position recruitments above
others. He advised that he met with Assistant Superintendent Tobias-Espinoza, and corresponded
with Superintendent Stephens to inform them of this strategy. He commended staff for their focus
and sustained achievement during a hectic time and suggested consideration of additional
Commission staff, given the number of regular budgeted classified positions at the District. He
discussed the planning and coordination required for a compensation and classification study. He
advised that the best time for such a study to be undertaken would be after regular duties and
responsibilities have resumed, post Covid-19 reopening. Secretary Gordillo outlined some of the
criteria and practices that are used to perform a compensation and classification study.
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Personnel Commission Meeting Minutes                                                                                                                                                                                               UNOFFICIAL VERSION 
May 6th, 2021 – 4:30 pm 
Page | 3 
    

 

Secretary Gordillo discussed the revised timeline for recruitment for Executive Director of Classified  
Personnel and shared potential testing dates. He also discussed new District positions for which 
recruitment would soon begin and thanked HR staff for sharing information about these positions. 
Lastly, he shared information on the results of exams conducted by the Commission in the prior 
month and provided relevant statistics. 

 
7. Consent Items : 

Ratification of Eligibility Lists: 
Commissioner Roter asked about lists with only two ranks provided, and Commissioner Davis asked for 
details surrounding the Home School Liaison position. Secretary Gordillo and Erin Arinez, Classified 
Personnel Supervisor, provided information. 
 
Vice-Chairperson Roter made a motion to approve eligibility lists a-e; Chairperson Goldstein seconded the 
motion, 
Approved, 3-0 
 

8. Public Hearing: Education Code § 45253 – Personnel Commission Budget, 2021- 2022 
Chairperson Goldstein asked if a member of the Business Services Department staff would be present for 
questions that might arise during the hearing. Secretary Gordillo informed the Commission that there is a 
May 30th deadline for budget approval and suggested that a special meeting be scheduled later in the 
month to facilitate a more robust discussion with input from Business Services, if necessary. Chairperson 
Goldstein requested clarification on the deadlines for budget approval and transmission to the county 
department of education, which Secretary Gordillo provided. Chairperson Goldstein discussed a budget 
analysis document provided by Business Services, which, she noted, included some apparent discrepancies 
that required clarification. Vice Chairperson Roter stated that he had not seen the analysis and discussed 
details of the proposed budget. He questioned whether the budget could be adopted before the 
outstanding details and discrepancies were explained.  
 
Chairperson Goldstein made a motion to move the Hearing Item to follow Closed Session to enable a 
representative from Business Services to join the discussion and address outstanding questions, or, if a 
representative from Business Services was unavailable, that the item be moved to a later meeting; Vice 
Chairperson Roter seconded the motion, 
Approved, 3-0 

 
9.  Closed Session   

The Commission went into closed session at 5:24 pm.       
 

10.  Report from Closed Session   
 The Commission returned from closed session at 5:55 pm. Chairperson Goldstein reported that a staffing 

consultant was hired to assist with expanded recruitment for the Executive Director, Classified Personnel 
position. She also stated that a Special Meeting would be scheduled for later in the month to hold the Public 
Hearing for the 2021-2022 Personnel Commission budget.       
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11. Public Comments       

Ms. Diggs-Ray said that she was aware of work being made to update the merit rules a few years ago 
and that the Commission should revisit that project.  

  
12. Next Meeting          

A Special Meeting will be held on May 13th at 4:30 pm. The next regular meeting will be held on June 
3rd at 4:30 pm.  

 
13.  Adjournment  

The meeting was adjourned at 6:01 pm.   
 
   
 
Respectfully Submitted, 

 
 

 
  Philip J. Gordillo                                                                                     0 6/28/20 21 
Philip J. Gordillo                            Date 
Secretary, Personnel Commission 

 
Approved, 

 
      
Heidi Goldstein                                                                                                                          Date 
Chairperson, Personnel Commission     
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Berkeley Unified School District 
Personnel Commission Special Meeting Minutes 

May 13th, 2021– 4:30 pm 
 

1. Call to Order 
The meeting was conducted via Zoom meeting # 852 7339 2873 and was called to order at 4:34 pm. 

 

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

 
3. Public Comments 

Chairperson Goldstein commented that there had been some technical difficulties accessing the 
meeting and suggested that public comment be allowed at a later time if necessary. No public comments 
were made. 

 
4. Approval & Adoption of Agenda 

Vice Chairperson Roter made a motion to approve the meeting agenda; Commissioner Davis seconded 
the motion, 
Approved, 3-0 

 
5. Public Hearing: Education Code § 45253 – Personnel Commission Budget, 2021- 2022 

Chairperson Goldstein referenced attachment A in the meeting packet and asked Secretary Gordillo if      
a member of the District Business Services department would be joining the meeting. Chairperson 
Goldstein referenced the spreadsheet prepared by Assistant Superintendent Follansbee that provided a 
breakdown of the budget and described its contents as they were explained by Follansbee at a previous 
private meeting. Vice Chairperson Roter asked about the legal counsel line item in the budget. 
Chairperson Goldstein requested that a call be placed to Assistant Superintendent Follansbee to get 
clarification on additional items. She then discussed other information contained in the spreadsheet. 
Vice Chairperson Roter commented that as long as the full amount of the budget is awarded, the account      
allocations were a less significant matter. Chairperson Goldstein and Commissioner Davis agreed. 
Secretary Gordillo stated that the Commission has the freedom to reallocate funds as long as they stay 
within the total allocated budget for the year. Vice Chairperson Roter asked Chairperson Goldstein and 
Secretary Gordillo if they knew what the “as of date” was for specific figures on the spreadsheet. 
Chairperson Goldstein noted the run date of the documents and commented that she has asked for a 
monthly budget summary on several occasions but has not yet received one. Secretary Gordillo 
commented that a quarterly budget report was a reasonable request.  
 

Chairperson Goldstein suggested that the Commission charge the Executive Director of Classified 
Personnel with requesting reports on their behalf in the future. Vice Chairperson Roter commented that 
he was certain the Commission was under budget for the current year due to several months without a 
full-time Classified Personnel Director. He inquired whether funds were encumbered for the vacation 
payout made to former Classified Personnel Director Kimberle Sanders and if this payout negated any 
other savings. Chairperson Goldstein discussed accrued leave liability and commented  that 
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accrued leave liability is typically not a line item in departmental budgets. Secretary Gordillo stated that 
there are usually funds allocated at the enterprise level for vacation payouts. Chairperson Goldstein 
discussed other issues that may affect the budget. She commented on the potential impact of a 
compensation and classification study on wages in future budgets. Vice Chairperson Roter commented 
that this year might not be the right time to perform the study due to Covid-19 dynamics. Chairperson 
Goldstein noted that securing  a commitment of funds for a study was a key factor in undertaking this 
work.           

 
Vice Chairperson Roter made a motion to approve the Personnel Commission Budget, 2021- 2022; 
Chairperson Goldstein seconded the motion, 

  Approved, 3-0 
 
 

6. Closed Session  
The Personnel Commission went into closed session at 5:14 pm. 
 

7. Report from Closed Session  
The Personnel Commission returned from closed session at 5:30 pm. Chairperson Goldstein reported that 
the Commission discussed the current recruitment for Executive Director of Classified Personnel, and that 
no other actions were taken. 

 
8. Public Comments 

None 
 

9. Next Meeting 
The next regular meeting will be held on June 3rd at 4:30 pm. 

 
10. Adjournment 

The meeting was adjourned at 5:31 pm.  
 

 
Respectfully Submitted, 
 
  Philip J. Gordillo                                                                                     0 6/28/20 21 
Philip J. Gordillo                            Date 
Secretary, Personnel Commission 

 
Approved, 

 
      
Heidi Goldstein                                                                                                                          Date 
Chairperson, Personnel Commission 
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Examinations Administered in the Month of June 2021: 
Classification Written Oral Performance
Clerical Assistant III 20 11
Custodian I 21 10
Executive Director, Classified Personnel  3 (oral technical) 3 (general fitness)
Instructional Assistant 10
Instructional Assistant, ECE 12 8
School Bus Driver 1 1
Sustainability Program Coordinator 19 7
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Berkeley Unified School District
Merit System

Eligibility List for :  Clerical Assistant III
(Open)

Written Examination:  May 18, 2021
Oral Examination: June 2, 2021

Open
1 Lianna Olwell
2 Nathalie Alvarez
2 KaTyris Byrd
3 Tiffany Gayden-Riley
4 Hilda Guzman-Grau
4 Teneva Jackson
5 Erika Pistoni
6 Shauna Rabinowitz
7 Yana Thompson

Philip Gordillo Date
Secretary, Personnel Commission

Heidi Goldstein Date
Chairperson, Personnel Commission

List Established by Personnel Commission: July 1, 2021 to expire June 30, 2022
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Berkeley Unified School District
Merit System

Eligibility List for :  Custodian I
(Open and Promotional)

Written Examination:  May 28, 2021
Oral Examination: June 10, 2021

Promotional
1 Nikkya Harris

Open
1 Roger Diaz
2 Marcus Allen
3 Andre Lacy
4 Elbert Woods
5 Marcus Wesley
5 Giovanni Edwards
6 Florinda Fajardo
6 Flor Flores
7 Juncadawn Perry*

* Eligibility to expire August 7, 2021

Philip Gordillo Date
Secretary, Personnel Commission

Heidi Goldstein Date
Chairperson, Personnel Commission

List Established by Personnel Commission:  July 1, 2021 to expire June 30, 2022
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Berkeley Unified School District
Merit System

Eligibility List for :  Facilities Security Officer
(Promotional)

Written Examination:  May 12, 2021
Oral Examination: May 27, 2021

Promotional
1 Angela Sutton

Philip Gordillo Date
Secretary, Personnel Commission

Heidi Goldstein Date
Chairperson, Personnel Commission

List Established by Personnel Commission: July 1, 2021 to expire June 30, 2022
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Berkeley Unified School District
Merit System

Eligibility List for :  School Administrative Assistant III
(Open and Promotional)

Written Examination:  April 22, 2021
Oral Examination: May 12, 2021

Promotional
1 Tiffany Sutherland
2 Monica LaTour
3 Elizabeth O'Connell-Gates

Open
1 Tully Tampakes
2 Margaret Leary
3 Sierra Bradley
4 Keli Cooper
4 Jessica Rivas
5 Dominique Cabanero
6 Persia Fanene-Shefayee

Philip Gordillo Date
Secretary, Personnel Commission

Heidi Goldstein Date
Chairperson, Personnel Commission

List Established by Personnel Commission: July 1, 2021 to expire June 30, 2022
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Berkeley Unified School District
Merit System

Eligibility List for :  School Bus Driver
(Open)

Written Examination:  June 16, 2021
Performance Examination: June 16, 2021

Open
1 Joyhannah Armstrong-Aranki

Philip Gordillo Date
Secretary, Personnel Commission

Heidi Goldstein Date
Chairperson, Personnel Commission

List Established by Personnel Commission:  July 1, 2021 to expire June 30, 2022
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Berkeley Unified School District
Merit System

Eligibility List for :  Student Records Assistant
(Open and Promotional)

Written Examination:  May 5, 2021
Oral Examination: May 20, 2021

Promotional
1 Raigan Reeves
2 Joann Marshall

Open
1 Selina Gomez
2 Catherine Luu
3 Katyris Byrd
4 Erika Pistoni
4 Daisy Hernandez
5 Teneva Jackson
6 Adrien Herron
6 Mara Luning
7 Gino Gabella

Philip Gordillo Date
Secretary, Personnel Commission

Heidi Goldstein Date
Chairperson, Personnel Commission

List Established by Personnel Commission: July 1, 2021 to expire June 30, 2022
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Berkeley Unified School District
Merit System

Eligibility List for :  Sustainability Program Coordinator
(Open)

Written Examination:  June 3, 2021
Oral Examination: June 15, 2021

Open
1 Sofia Peltz
2 Amanda Luckey
3 Emily Gerger
4 Alexander Kim
5 Julia Deschaimes
6 Alexandra Mehan

Philip Gordillo Date
Secretary, Personnel Commission

Heidi Goldstein Date
Chairperson, Personnel Commission

List Established by Personnel Commission: July 1, 2021 to expire June 30, 2022
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Berkeley Unified School District
Merit System

Eligibility List for :  Executive Director, Classified Personnel 
(Open)

General Fitness Examination:  June 3, 2021
Technical Oral Examination: June 9, 2021

Open
1 Rebecca Reynolds
2 Charlie Castillo

Philip Gordillo Date
Secretary, Personnel Commission

Heidi Goldstein Date
Chairperson, Personnel Commission

List Established by Personnel Commission: July 1, 2021 to expire June 30, 2022
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PERSONNEL COMMISSION 
BERKELEY UNIFIED SCHOOL DISTRICT 

July 1, 2021 

AGENDA ITEM 

SUBJECT: ESTABLISHMENT OF CLASSIFICATION: 
DIRECTOR – FAMILY ENGAGEMENT AND EQUITY 

BACKGROUND INFORMATION 

District Superintendent Stephens and the Berkeley Unified School District (BUSD) Board of 
Education are requesting the establishment of the classification of Director – Family Engagement 
and Equity. 

In summary, this position will develop, implement, coordinate and evaluate systems designed to 
increase family engagement and enhance educational equity and student achievement through 
a holistic view of the Berkeley Unified School District (BUSD) resources.  Also, this position will 
ensure the provision of supplemental offerings to families and students in need of academic, 
behavioral and/or emotional support.  Finally, this position will provide Cabinet-level leadership 
in the service of families. 

The BUSD Board of Education approved the duties on May 19, 2021. 

EXECUTIVE DIRECTOR’S RECOMMENDATION 

The Personnel Commission approve the establishment of the classification of Director – Family 
Engagement and Equity and salary range placement recommendation at range 85 ($10,531-
$12,794) on schedule 52. A copy of the proposed job description (classification specifications) is 
attached.  Please see the salary chart below supporting the salary range recommendation. 

Director Position Title Position Title Min Step Max Step 
1. Executive Director, FMO Contracted Salary $14,455 
2. Executive Director, CLPers Salary Schedule 52/Range 89 $11.806 $14,098 
3. Director of Technology Salary Schedule 52/Range 85 $10,531 $12,794 
4. Director, Fam Eng & Eq Salary Schedule 52/Range 85 $10,531 $12,794 
5. Director, Fiscal Services Salary Schedule 52/Range 85 $10,531 $12,794 
6. Director, BSEP/Comm Rel. Salary Schedule 52/Range 84 $10,278 $12,486 

ATTACHMENT A



DRECTOR, Family Engagement & Equity 

BERKELEY UNIFIED SCHOOL DISTRICT 
Human Resources Department 

   CLASSIFICATION AND 
  POSITION DESCRIPTION 

TITLE: Director, Family 
Engagement & Equity 

REPORTS TO: Superintendent or Designee 

DEPARTMENT/SCHOOL: Office of Family 
Engagement & Equity 

CLASSIFICATION: Classified Management 
(Non-Rep) 

FAIR LABOR STANDARDS 
ACT CLASSIFICATION: 

Exempt WORK YEAR: HOURS: 12 months/Calendar 2002 
8 hours per day or 
duty days/hours as assigned 

APPROVED: 
   Board        
   Commission 

5-19-21
SALARY GRADE: Schedule: 52 

Range: 85 

BASIC FUNCTION: 
Develop, implement, coordinate and evaluate systems designed to increase family engagement and 
enhance educational equity and student achievement through a holistic view of the Berkeley Unified 
School District (BUSD) resources; ensure the provision of supplemental offerings to families and students 
in need of academic, behavioral and/or emotional support; lead the District’s work in the identification 
and collection of data about families’ experiences in BUSD, with particular attention to the families of 
prioritized students; increase involvement of parents District-wide; train and evaluate the performance of 
assigned personnel; provide Cabinet-level leadership in the service of families; and perform related duties 
as assigned. 

REPRESENTATIVE DUTIES: 
ESSENTIAL DUTIES: 

Direct Systems of Support for Families 
● Articulate a clear vision for the Office of Family Engagement and Equity (OFEE), including services

that all schools should have, as well as measures of the availability and effectiveness of these
services

● Analyze student, staff, family, and community needs and support school and district leaders to
understand these needs through the creation of communications, reports, and metrics

● Work collaboratively with school leaders and the Berkeley Research, Evaluation, and Assessment
(BREA) team, support the identification of prioritized students and families

● Coordinate targeted support to families of focus students who need academic, behavioral and/or
emotional support

● Develop, implement, coordinate and evaluate systems designed to increase family engagement
and enhance educational equity to enhance student achievement

● Work collaboratively with various departments and agencies to develop a systematic response,
support, and information system for families of students who would benefit from intervention

● Maintain accurate records about the provision of OFEE services to families for the purpose of
ensuring a comprehensive approach by the District

● Develop metrics and feedback information for schools to ensure the creation and maintenance of
welcoming school environments for participating families

ATTACHMENT A



DRECTOR, Family Engagement & Equity  
 

● Support non-English speaking families to obtain essential District services in the families’ primary 
languages; identify and respond to the cultural and linguistic needs of students and their families 
to improve their academic experience  

● Attend and participate in School Attendance Review Board (SARB), School Attendance Review 
Team (SART), equity team and other meetings as assigned 

● Prepare and maintain electronic records and reports related to assigned activities; analyze data 
and prepare summary reports for the Superintendent and Board of Education; prepare agendas 
for meetings; prepare parent contact sheets; prepare an annual report of OFEE activities and 
accomplishments. 

● Work with other district administrators; coordinate OFEE activities and District parent leadership 
committees, including but not limited to DELAC and PAC and site level equity programs, such as 
the African American Success Project, AVID, Bridge and PUENTE. 

 
Direct District-Level Family Empowerment Activities 
● Work collaboratively with school and district leaders to coordinate parent, community, and 

agency organizations to support students and families 
● Develop and lead family education seminars and series, with an emphasis on supporting the needs 

of families of prioritized students 
● Work collaboratively with the Special Education department to develop and lead education 

seminars and series for families of students with disabilities 
● Ensure that the district’s and schools’ efforts to support families are inclusive, and are comprised 

of activities focused on African American and Black families, Latinx families, English Learners, 
Arabic speaking families, and AAPI families. 

● Develop and direct the district’s “Ed Hub” - a culturally and linguistically responsive, full-service 
central location for families to receive educational support and materials, technology support, 
referrals for services, and advice; ensure schools have and distribute information about Ed Hub 
services 

 
Direct OFEE Staff Towards Continuous Improvement 
● 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 

● Communicate with school leaders, including parent committee leaders,  about OFEE activities 
● Through the development of a uniform method, solicit feedback from school leaders about the 

performance of OFEE staff, and ensure that each liaison is working in partnership with school 
leaders;  

 
Direct Staff Training on Family Partnership and Empowerment 
● Collaborate with the Education Services department and Berkeley High School to integrate 

culturally-responsive family engagement strategies into trainings to transform instructional 
practices to meet the needs of focus students 

● Develop accountability systems that address District-wide cultural competence; develop and 
coordinate the evaluation of the systems to monitor effectiveness and quality of services and use 
feedback from staff, families, and students to make necessary improvements  

ATTACHMENT A



DRECTOR, Family Engagement & Equity 

● Provide training on educational and service-oriented strategies to staff, students, and families to
support cultural and linguistic differences and to create environments where diversity is
celebrated

● Through surveys or other means, conduct audits of culturally-responsive systems implementation
and work with other managers to improve systems to support students, families, teachers,
administrators, and other employees

● Coordinate direct support to individual schools to create supportive and affirming cultural
climates which provide educational opportunities for all students to achieve their full potential in
ways that are culturally-appropriate and personally-affirming

Direct Community Partnerships Related to Family Support 
● Working with the Education Services department, including Student Services, develop

partnerships with external organizations with expertise to provide academic, mental health, and
wrap-around support to families in need

● Maintain effective relationships with community and advocacy organizations with the Berkeley
community, as well as City of Berkeley agencies; examples of these groups include Healthy Black
Families, Latinos Unidos de Berkeley, AAPI leadership groups, etc.

● Support with districtwide culturally affirming celebrations such as the Black History Oratorical
Festival, AAPI Heritage Month, Latinx Heritage Month, and the Cesar Chavez and Dolores Huerta
Commemorative Period.

OTHER DUTIES 
● Perform related duties as assigned

KNOWLEDGE AND ABILITIES: 

KNOWLEDGE OF: 
Federal, state, local, and District laws, regulations, policies and practices related to assigned activities  
Principles, strategies, and practices of adult learning theories, group-process facilitation, conflict 
resolution, and public outreach  
Methods to interpret apply and explain rules, regulations, policies, and procedures  
Evidence based family engagement frameworks 
Data analysis and presentation techniques  
Principles of budgeting, as well as common budgeting and personnel practices in pubic education 
settings 
Principles and practices of supervision and training  
Public speaking techniques  
Technical aspects of field of specialty  
Operation of a computer and assigned software  
Oral and written communication skills  
Interpersonal skills including tact, patience and courtesy  
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DRECTOR, Family Engagement & Equity 

ABILITY TO:  
Coordinate activities with multiple and diverse stakeholders and facilitate productive partnerships and 
networks  
Train and evaluate the performance of assigned staff  
Develop, manage, and evaluate complex operations  
Utilize data management systems to access a variety of records such as state/local assessments, 
discipline, and attendance as a basis for data-based decision-making 
Analyze difficult and complex issues identifying logical solutions and appropriate course of action 
based on objective data  
Operate standard office equipment including a computer and assigned software; drive a vehicle to 
various sites to conduct work 
Organize and coordinate District-wide events  
Work independently with little direction Prioritize and complete multiple and competing tasks in a 
timely manner  
Be a positive change agent and an effective leader with diverse groups across race, ethnicity, religion, 
gender, class, and sexuality  
Build positive and productive relationships with students, parents, staff, and community members 
Communicate effectively orally and in writing  
Prepare presentations and use expert facilitation skills  
Maintain confidentiality of sensitive information  
Understand, interpret, apply, and articulate regulations and polices related to assigned activities  
Operate a computer and assigned office equipment Meet schedules and time lines  
Plan and organize work Prepare detailed and concise records, files and reports 

EDUCATION AND EXPERIENCE: 
Any combination equivalent to a bachelor’s degree in a related field and three years of experience 
with services/programs to increase family engagement, enhance student achievement, and develop 
cultural/linguistic support systems  

LICENSES AND OTHER REQUIREMENTS: 
● Valid California driver’s license;
● Incumbents in this classification may be required to speak, read and write in a designated

language other than English

WORKING CONDITIONS: 
● Driving a vehicle to conduct
● Work evening or variable hours

PHYSICAL DEMANDS: 
● Hearing and speaking to exchange information and make presentations
● Seeing to read a variety of materials
● Dexterity of hands and fingers to operate a computer keyboard
● Sitting or standing for extended periods of time
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PERSONNEL COMMISSION 
BERKELEY UNIFIED SCHOOL DISTRICT 

July 1, 2021 

AGENDA ITEM 

SUBJECT: RECLASSIFICATION REQUEST IN THE MATTER OF ANN CALLEGARI 

BACKGROUND INFORMATION 

On April 16, 2021, Ms. Ann Marie Callegari, Family Engagement and Equity Supervisor, notified 
the Interim Executive Director – Classified Personnel of a reclassification request filed the prior 
year to be reclassified to a classification of Director – Family Engagement and Equity.  Ms. 
Callegari requested a follow-up as to the status of this request.  

In response to Ms. Callegari’s reclassification request, staff researched the reclassification 
request and retrieved the appropriate documents.  The Interim Executive Director reviewed the 
submitted reclassification questionnaire and conferred with Ms. Callegari and her Local 21 
representative, Ms. Angela Long, on April 23, 2021, to discuss the circumstances leading to the 
reclassification request. 

A desk audit of Ms. Callegari’s responsibilities, duties, tasks and work assignments was completed 
on May 26, 2021 with a follow-up meeting on June 1, 2021 by Interim Executive Director and the 
Classified Personnel Supervisor.  The Interim Executive Director also consulted with the 
employee’s direct supervisor District Superintendent Brent Stephens. 

The Interim Executive Director determined the reclassification request did not meet Education 
Code 45285 which necessitates an accreditation of duties over a two (2) year period.  The Interim 
Executive Director notified Ms. Callegari and her representative on June 4, 2021 of his final 
conclusion on this matter.  Please review the attached original reclassification request and the 
Interim Executive Director’s response. 

EXECUTIVE DIRECTOR’S RECOMMENDATION 

The Personnel Commission deny the reclassification request of Ms. Ann Callegari. 
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RECLASSIFICATION REQUEST QUESTIONNAIRE 
 
 
REQUESTING PARTY: __________________________________________ 
     Name (Last, First)   Classification/Position/Title 
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BACKGROUND INFORMATION 
Name___________________________ Class/Title_____________________ 

Name of School or Department________________________________________ 

Working Title ________________________________________________________ 

Work Telephone Number ____________________ Ext._______________ 

Work Day Begins At______ Ends______ Total Hours Per Day______ 

Length of Time in Present Position:  ______Yrs. ______Mos. 

Total Length of Time with the District:  ______Yrs. ______Mos. 

Title of Immediate Supervisor:__________________________________________ 

Name o f  Immediate Supervisor:______________________________________ 

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) 

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________ 

 
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? 
_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________ 

Callegari, Ann         Family Engagement &Equity Supervisor

Ann Marie Callegari Supervisor

  Superintendent

OFEE Supervisor

510-684-4111

 Superintendent

Brent Stephens

Director of Family Engagement & Equity

My position provided ongoing development of the district-wide Family Engagement & Equity program, 

manages projects and operations, and supervises staff of 8
It is also responsible for developing and implementing cabinet special project , 
 and for supporting departments with district-wide parent engagement

Classified Management

8am 9pm 13

15

(          )

Classified Management

5 0
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RECLASSIFICATION REQUEST QUESTIONNAIRE 
 
 
REQUESTING PARTY: __________________________________________ 
     Name (Last, First)   Classification/Position/Title 
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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 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

 

Callegari, Ann Marie OFEE Supervisor

1. Supervise team of 8 & negotiate relationship
Hold Bi-Monthly Staff meetings, one on one, support relationship with school leader and families,  problem solve,

 site base support with program development, attend site meetings requiring high level of support.  

2.  Develop, & Implement Special Programs                                 

(Young Gifted & Black, Parent Principal Learning Circles, Parent Education Seminars, STEM Summer Program)

Responsible for researching &i dentifying,  negitiating contracts, implementing and monitoring program progress.

3. Provide direct project support to district departments -

Student Svc - Attendance (SARB) & McKinney Vento, outreach to families with district complaints

4. Family Engagement district-wide  Programs
( Black History Oratorical Fest, Family Picnic, School supply give-away, Chavez Huerta Commemorative,  

committee &essay contest & award event.. Parent Education Seminars,  support w/ EL Promotion ceremonies 

develop/implement parent principal learning circles                   

5.  Cabinet Meetings  6 hours per week
6.   Support Middle School families as well as staff & principals with high levels of support, 

7.  .  Admin work- processing personel reqs, purchasing , district-wide messages, responding to district calls/email

30%

15%

10%

15%

15%
10%
5%

Classified Management
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RECLASSIFICATION REQUEST QUESTIONNAIRE 
 
 
REQUESTING PARTY: __________________________________________ 
     Name (Last, First)   Classification/Position/Title 
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 What machinery or equipment do you use in performing these tasks? 

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 

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

Duties  How Often 

   

   

   

   

   

   

 
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 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

Callegari, Ann Marie OFEE Supervisor

Desktop Computer, Laptop, Cell phone, land line, personal vehicle for site visits,
transporting and picking  up supplies , events, meetings, site visits,
home visits.

Executive Cabinet & Extended Cabinet, Superintendent

Research & Negotiate contract for YGB program, processing & program monitoring, Supt.

Research & negotaite contract  & monitor progress t for STEM Summer Program, Baje Thiara, Assoc. Supt. 

AAREA/Negotiate three contracts for distance learning & AA Success Support, STEM/ Supt

AAREA negotiate contract for African American Success Plan

AA & Latinx Townhalls, Extension of Cabinet respoinsibilities

August 2019
August 2019 - Present

May 2020- August 2020

July 2020-Present
Sept. 2019
March 2020

SPED/Director
Student Services/Director

K-8 Director
Ed Services/PD
Cabinet

Parent Ed./outreach, elevated SPED issues 

Compliants, Attendance/ SARB meetings

SupportPrincipal OFEE programs

Support parent education programs

District leadership,decisions & programs

Frequent
Frequent
Frequent
Moderate
Continuous 

Classified Management
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RECLASSIFICATION REQUEST QUESTIONNAIRE 
 
 
REQUESTING PARTY: __________________________________________ 
     Name (Last, First)   Classification/Position/Title 
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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 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
RECORDS AND REPORTS 
 Records 
 What records do you regularly maintain or prepare? 
_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 

 Reports 
What reports do you prepare or supervise the preparation of? How often are these 
prepared? 

 

Title of Report  Reason  Sent to  How Often 

       

       

       

       

       

 
 

Callegari, Ann Marie OFEE Supervisor

COB, 2020 Vision
Berkeley Youth Alternative

McGee Church/Voices Against Violence

AAREA/RTFisher Educational Enterprises

Berkeley Public Schools Fund

Project development &Collaboration

Collaboration/After school & programs

Colalboration - support  students & families

Programs & contracts

Coordinate Programs & resources

Frequent
Frequent
Frequent
Frequent
Continuous

Funds distribution to families, Staff meeting rolling agendas, contracts, program 

OFEE Update
 Board Presentation

Board & information

Udate board on OFEE Outcomes

Superintendent

Supt/Board

Moderate
Infrequent
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RECLASSIFICATION REQUEST QUESTIONNAIRE 
 
 
REQUESTING PARTY: __________________________________________ 
     Name (Last, First)   Classification/Position/Title 
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DECISIONS 
 Type 

Describe the most difficult and/or major decisions you make in the course of your 
work. 

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 

 
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? 

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 

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

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 

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

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 

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

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 

 
 
 

Callegari, Ann Marie OFEE Supervisor

My decisions are not often reviewed, unless I request support.  

I work independently and report program progress and outcomes (along with the superintendent) to the board.

$800,000 Budget

I do not currently  have signature authority.  

I have however written 8- 10K in grants annually to upgrade and provide programs for families
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RECLASSIFICATION REQUEST QUESTIONNAIRE 
 
 
REQUESTING PARTY: __________________________________________ 
     Name (Last, First)   Classification/Position/Title 
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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. 

 

 
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: 

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 

_______________________________________________________________

_______________________________________________________________ 

 
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. 

 

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 

_______________________________________________________________

_______________________________________________________________ 

DIRECTLY  INDIRECTLY 

Classification  No.  Classification  No. 

       

       

       

       

Callegari, Ann Marie OFEE Supervisor

Specialists 8

  

(         )

I am responsible for hiring, discipline, termination, and appraisal of performance for 8 Family Engagement & Equity 
Specialists 

Knowledge of district policies, procedures and practices, district terminology, district software  to access student and 
family information, data,  and to produce site based and district-wide communications.  Knowledge of Family 
Engagement and parent involvement practices, as well as city and county community resources.
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RECLASSIFICATION REQUEST QUESTIONNAIRE 
 
 
REQUESTING PARTY: __________________________________________ 
     Name (Last, First)   Classification/Position/Title 
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 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. 

 

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 

_______________________________________________________________

_______________________________________________________________ 

 
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: 
_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 

 
Specialized Training (Years and Type):      

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 

 
Previous Experience (Years and Type):     

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 

 

Callegari, Ann Marie OFEE Supervisor

The skills necessary to successfully perform the Family Engagement & Equity Supervisor position includes Excellent
communication, diplomacy, confidentiality, program management, operations management, supervisory skills to train and 
develop staff,   ability to work successfully at many different levels, program development, contract negotiations, 
community outreach,
understanding of district policies & practices, knowledge of the workings of internal departments, computer programs/
applications,  cultural humility,  problem solving, and ability to manage inter-department  and community collaborations.  
Additionally, must be able to develop and implement district-wide programs, and coordinate department teams.

BA degree and a minimum of three years  years experience training developing and supervising staff .  Work 
experience or education in community relations, community organizing, social work and strong verbal and 
written communication skills.    Solid negotiation and diplomacy expertise.  

A minimum of three years experience training, developing, supervising and appraising staff .  Work experience or education 
in community relations, community organizing, social work and strong verbal and written communication skills.   
 Solid negotiation and diplomacy expertise. Minimum of five years experience working with a diverse community, and 
in education.
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RECLASSIFICATION REQUEST QUESTIONNAIRE 
 
 
REQUESTING PARTY: __________________________________________ 
     Name (Last, First)   Classification/Position/Title 
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EDUCATION, TRAINING AND EXPERIENCE REQUIREMENTS (cont.) 

Licenses, Certification or Registration:      
_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 

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

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 

 
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 

Callegari, Ann Marie Family Engagement & Equity Supervisor
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PERSONNEL COMMISSION 
BERKELEY UNIFIED SCHOOL DISTRICT 

July 1, 2021 

AGENDA ITEM 

SUBJECT: REALLOCATION OF SALARY: 
TRANSPORTATION DISPATCHER 

BACKGROUND INFORMATION 

The responsibilities of the classification of Transportation Dispatcher are to: 

• schedule and dispatch school bus drivers and routes accord to industry laws and
regulations pertaining to a pupil transportation program;

• develop weekly schedules, daily schedules and special schedules to ensure the overall
coverage required to meet the transportation operation scheduling demands;

• evaluate, resolve and recommend solutions to incidents, complaints and accidents, and;
• perform a variety of clerical duties in support of student transportation services.

Over the past several years, the Transportation Dispatcher (Range 45.0) incumbent has been 
working out-of-class as a Transportation Scheduler/Router (Range 48.0).  The Interim Executive 
Director informed the Transportation management regarding the limitations for working-out-of-
class.  However, based on Departmental needs and to resolve the working-out-of-class issue, the 
Assistant Superintendent Business Services Division, Pauline Follensbee, and Transportation 
Manager, Sheila Collier, request the salary range assignment for the classification of 
Transportation Dispatcher be upwardly reallocated from Range 45.0 to Range 48.0. 

EXECUTIVE DIRECTOR’S RECOMMENDATION 

In consideration of the department needs and student transportation safety, the Personnel 
Commission upwardly approve the reallocation of the salary range assignment for the 
classification of Transportation Dispatcher from Range 45.0 to Range 48.0.  The chart below 
outlines all classifications supporting the Transportation Department.  Chat lines 5 and 6 identify 
the current salary range (Range 45.0) and the effect of the upward salary allocation to Range 48.0 
for Transportation Dispatcher. 

Transportation Position Salary Schedule/Range Min Step Max Step 
1. Transportation Manager Schedule 54/Range 78 $9,018 $10,945 
2. Transportation Oper. Suprv. Schedule 54/Range 69 $7,246 $8,803 
3. Vehicle & Equipment Mech. Salary Schedule 57/Range 53 $5,169 $6,301 
4. Transportation Sch/Rtr Salary Schedule 57/Range 48 $4,563 $5,565 
5. Transportation Dispatcher Salary Schedule 57/Range 48 $4,563 $5,565 
6. Transportation Dispatcher Salary Schedule 57/Range 45 $4,238 $5,169 
7. School Bus Driver Salary Schedule 57/Range 44 $4,134 $5,041 
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TRANSPORTATION DISPATCHER BUSDFinal 
 

 

BERKELEY UNIFIED SCHOOL DISTRICT 
Human Resources Department 

 
 

   CLASSIFICATION AND 
   POSITION DESCRIPTION 

TITLE: Transportation 
Dispatcher 

REPORTS TO: Assigned Supervisor 

DEPARTMENT/SCHOOL: Transportation 
Department 

CLASSIFICATION: Non-Administrative   
Classified Technical 

FAIR LABOR STANDARDS 
ACT CLASSIFICATION: 
 

Non-Exempt WORK YEAR:  
HOURS: 

12 months/Calendar 2000 
7.5 hours per day or 
duty days/hours as assigned 

APPROVED: 
   Board 
   Commission 

 
June 29, 2016 
July 15, 2016 

SALARY GRADE: 
 

Schedule:  57 
Range: 45 48 

  
 
BASIC FUNCTION: 
 
Under general supervision, to schedule and dispatch school bus drivers and routes accord to industry laws and 
regulations pertaining to a pupil transportation program.  Develop weekly schedules, daily schedules and 
special schedules to ensure the overall coverage required to meet the transportation operation scheduling 
demands.  Evaluate, resolve and recommend solutions to incidents, complaints and accidents.  Perform a 
variety of clerical duties in support of student transportation services; utilize a telephone and two-way radio 
to receive transportation requests and information and/or to assign the activities of school bus drivers in the 
field. 
 
REPRESENTATIVE DUTIES: 
 
ESSENTIAL DUTIES: 

• Perform a variety of dispatching duties in support of student transportation services; coordinate flow 
of communications between personnel to assure proper and timely transportation of students; 
dispatch drivers according to student transportation needs; route buses to special education students 
according to residence or location of childcare or afterschool program. 

• Assist in developing and coordinating the District’s student transportation schedules and services 
including scheduling substitute drivers; assist in developing routes for special education students, time 
schedules; plan and organize work for District School Bus Drivers 

• Process routing and transportation requests and information; provide direction and assistance to 
school bus drivers concerning directions, routing, scheduling, equipment issues and information 
related to students; provide operational information to the repair shop and interact with school and 
other departments regarding operational or administrative issues 

• In the absence of the transportation manager and/or as assigned, respond to school bus driver 
accidents: notify schools, parents, drivers and administrators as needed; route back-up buses to 
transport students home as needed 

• Provide real-time communication and assistance to parents and schools regarding daily operations; 
perform a variety of clerical duties in support of transportation functions; answer telephones and 
provide information concerning transportation functions, activities, policies and procedures; take and 
relay messages as needed; prepare and distribute routine correspondence 
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TRANSPORTATION DISPATCHER BUSDFinal 
 

• Prepare and maintain a variety of records related to student assignments, fuel usage, keys, trips, 
contact lists, substitutes, and extra duty and overtime work; establish and maintain filing systems; 
maintain and update the dispatch board with daily changes including trip board and weekend trip 
board 

• Drive a school bus as needed; pick up and discharge students in accordance with time schedules; 
observe legal and defensive driving practices; assure compliance with applicable traffic and student 
transportation laws, codes and regulations; administer first aid as needed according to established 
procedures 

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

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

 
OTHER DUTIES: 
Perform related duties as assigned 
 
KNOWLEDGE AND ABILITIES: 
 
KNOWLEDGE OF: 
Provisions of the California Motor Vehicle Code, California Highway Patrol Regulations, and Education Code 
sections applicable to the operation of vehicles in the transportation of students California Vehicle Code and 
local traffic ordinances 
Laws rules and regulations related to pupil transportation 
District policies regarding pupil transportation 
Proper operations of school buses 
Safe and defensive driving practices 
Modern office practices, procedures and equipment 
Basic maintenance and operations of school buses 
Oral and written communication skills 
Interpersonal skills using tact, patience and courtesy 
Correct English usage, grammar, spelling, punctuation and vocabulary 
Operation of a computer and assigned software 
Record-keeping and filing systems and techniques 
Telephone techniques and etiquette 
Basic first aid and CPR techniques 
 
ABILITY TO: 
Perform a variety of dispatch functions in support of the overall operational safety and efficiency 
Utilize a telephone and two-way radio to receive transportation requests and information and provide 
assistance to bus drivers, the shop and other departments 
Learn local geography, street locations, important buildings and landmarks of the area 
Learn policies and objectives of assigned programs and activities 
Type or input data at an acceptable rate of speed 
Assist bus drivers with directions and routing, scheduling and equipment issues and information. Maintain 
records and files and perform clerical duties as necessary 
Understand and follow oral and written instructions 
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Communicate effectively both orally and in writing  
Deal tactfully and effectively with school bus drivers 
Establish and maintain cooperative and effective working relationships with others 
Operate a computer and assigned software 
Meet schedules and time lines 
Administer first aid and CPR as needed 
Drive a school bus safely and efficiently 

EDUCATION AND EXPERIENCE: 

Any combination equivalent to:  graduation from high school and three years experience in student 
transportation activities 

LICENSES AND OTHER REQUIREMENTS: 

Valid and current California Class A or B Commercial Driver License with appropriate passenger, school bus 
and air brake endorsements 
Valid California Special Driver Certificate issued by the Department of Motor Vehicles (DMV) for school bus 
Valid Medical Examiner’s Certificate 
Valid First Aid and CPR Certificate (as required) issued by an authorized agency 
Department of Justice fingerprint clearance through the California Highway Patrol 
Good DMV driving record and ability to maintain insurability under the District’s vehicle insurance policy 
Incumbents in this classification are subject to federal drug and alcohol testing requirements  

WORKING CONDITIONS: 

ENVIRONMENT: 
Indoor/outdoor and occasional school bus environment 
Constant interruptions 
Seasonal heat and cold or adverse weather conditions  
Evening or variable hours  
Exposure to fumes, dust, odors, oil/grease and gases  

Driving a vehicle to conduct work 

PHYSICAL DEMANDS: 
Hearing and speaking to exchange information in person and on the telephone 
Seeing to read a variety of materials 
Dexterity of hands and fingers to operate a computer keyboard 
Perform work which involves frequent lifting, carrying, pushing and/or pulling objects weighing up to 50 
pounds, and occasionally up to – 75 pounds with assistance 
Sitting for extended periods of time 
Bending at the waist, or kneeling to file materials 

HAZARDS: 
Traffic hazards 
Exposure to seasonal heat and cold or adverse weather conditions 
Exposure to fumes, dust, odors, oil/grease and gases 
Exposure to blood borne pathogens and infectious diseases 
Abusive, irate or violent students, parents or general public 
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BERKELEY UNIFIED SCHOOL DISTRICT 
Human Resources Department 

 

 

   CLASSIFICATION AND 
   POSITION DESCRIPTION 

TITLE: Transportation 
Scheduler/Router 

REPORTS TO: Assigned Supervisor 

DEPARTMENT/SCHOOL: Transportation 
Department 

CLASSIFICATION: Non-Administrative   
Classified Technical 

FAIR LABOR STANDARDS 
ACT CLASSIFICATION: 
 

Non-Exempt WORK YEAR:  
HOURS: 

12 months/Calendar 2000 
7.5 hours per day or 
duty days/hours as assigned 

APPROVED: 
   Board 
   Commission 

 
June 29, 2016 
July 15, 2016 

SALARY GRADE: 
 

Schedule:  57 
Range: 48 

  

 
BASIC FUNCTION: 
 
Under the direction of the Transportation Manager, Implement the operational software parameters necessary 
to create routing schemes, routes and schedules in accordance with laws, rules, regulations, student 
assignment plan and Board policy; assign regular education students to appropriate and safest bus stop 
according to residence or location of childcare or afterschool program. 
 
REPRESENTATIVE DUTIES: 
 
ESSENTIAL DUTIES: 

 Establish routes and schedules in accordance with established guidelines; review routes and schedules 
to accommodate changes; update route sheets for drivers 

 Assist in the installation and use of various transportation operational software applications; 
troubleshoot and resolve software and hardware related problems; install version updates; re-install 
other programs as needed 

 Train new and temporary staff in software use; assign access and login codes to all department staff 

 Provide reports and data to the Transportation Manager for the purposes of improving the safety of 
our students and the efficiency of the transportation program 

 Assign regular education students to appropriate and safest bus stop according to residence or location 
of childcare or afterschool program 

 Answer telephones; direct inquiries to the appropriate department or person as needed; place 
telephone calls to request, or provide or verify information; resolve pupil transportation issues and 
concerns 

 Communicate with faculty, District departments, parents and the public; communicate with City 
personnel regarding road improvement and construction activities effecting bus routes; communicate 
with the Transportation Manager regarding changes of school zoning issues 

 Monitor bus activity utilizing assigned GPS software; monitor Sigalert traffic reports to notify drivers 
regarding road conditions 

 Implement and communicate emergency routing scenarios 
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 Operate a two-way radio to communicate with drivers as needed; communicate with drivers regarding 
schedule or route changes, vehicle breakdowns, accidents, emergencies, road conditions, road hazards 
and other concerns; notify drivers or authorities as appropriate; review routes for drivers as needed 

 Prepare and maintain a variety of logs, records and files related to transportation; maintain student 
assignment software and District vehicle inventory 

 Operate a variety of office equipment including a copier, fax machine, computer and applicable 
software applications 

 Attend conferences and user group meetings regarding updates to technology in the transportation 
field 

 
OTHER DUTIES: 
Substitutes for the dispatcher when they are absent for the purpose of ensuring the dispatcher job is covered 
and buses are flowing smoothly 
May drive a school bus as needed 
Perform related duties as assigned 
 
KNOWLEDGE AND ABILITIES: 
 
KNOWLEDGE OF: 
Provisions of the California Motor Vehicle Code, California Highway Patrol Regulations, and Education Code 
sections applicable to the operation of vehicles in the transportation of students California Vehicle Code and 
local traffic ordinances 

Laws rules and regulations related to pupil transportation 

Applicable laws, codes, rules and regulations related to pupil transportation 

Modern office practices, procedures and equipment 

District policy and industry standards related to routine and student assignment 

Student Assignment Plan, District boundaries and eligibility criteria 

Health and safety regulations 

Operation of a computer, automated transportation systems and a two-way radio 

Telephone techniques and etiquette 

Record-keeping and filing systems and techniques 

Health and safety regulations 

Interpersonal skills using tact, patience and courtesy  

Oral and written communication skills 

 
ABILITY TO: 
Plan, coordinate and develop bus routes and schedules 

 

Review routes and schedules to accommodate changes 

Read maps and utilizing mapping programs 

Maintain a variety of logs, records and files 

Interpret, apply and explain laws, codes, rules and regulations related to assigned activities 

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

Operate a two-way radio 

Observe legal and defensive driving practices 

Plan and organize work 
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Answer telephones and greet the public courteously 

Understand and resolve issues, complaints or problems 

Meet schedules and time lines 

Communicate effectively both orally and in writing 

Establish and maintain cooperative and effective working relationships with others 

EDUCATION AND EXPERIENCE: 

Any combination equivalent to:  graduation from high school and four years of experience driving a school bus 
including some experience in planning and scheduling bus routes and experience in operating an automated 
transportation system 

LICENSES; CERTIFICATES AND OTHER REQUIREMENTS: 

Valid and current California Class A or B Commercial Driver License with appropriate passenger, school bus and 
air brake endorsements 
California Special Driver Certificate issued by the Department of Motor Vehicles (DMV) for school bus 
Valid Medical Examiner’s Certificate 
Valid First Aid and CPR Certificate (when required) issued by an authorized agency 
Department of Justice fingerprint clearance through the California Highway Patrol 
Good DMV driving record and ability to maintain insurability under the District’s vehicle insurance policy 
Incumbents in this classification are subject to federal drug and alcohol testing requirements 

WORKING CONDITIONS: 

ENVIRONMENT: 
Indoor environment 

Constant interruptions 

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

Seeing to read a variety of materials 

Dexterity of hands and fingers to operate a computer keyboard 

Sitting for extended periods of time 

Bending at the waist or kneeling to file materials 
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