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Berkeley Unified School District

The Personnel Commission will attend the meeting virtually.

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

Meeting Agenda
March 3™, 2022 — 4:30 pm
Call to Order Chairperson Goldstein
Roll Call & Establishment of Quorum Secretary Castillo
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.

Approval & Adoption of Agenda Chairperson Goldstein

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

a) February 3™, 2022, Regular Meeting Minutes, p. 2 -5

Reports

a) Union Union Representatives
b) District Reports District Representatives
c) Commissioners Reports Commissioners

d) Personnel Director Secretary Castillo

New Hires and Examinations administered in the month of February 2022, p. 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.

Ratification of Eligibility Lists

a) Director, Family Engagement & Equity, p. 7
b) Grounds Supervisor, p. 8

c) Maintenance Technician, p. 9

d) Nutrition Services Assistant, p. 10

e) School Safety Officer, p. 11

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

a) Request for Bilingual Library Media Specialist, Sylvia Mendez Elementary, Attachment A
b) Request for Reclassification, M. Ferguson, Attachment B
c) Request for Extension of Eligibility List-Human Resources Technician, Attachment C

Closed Session Chairperson Goldstein

a) Performance Evaluation of the Executive Director, Classified Personnel- Government Code § 54954.5(e)
The Personnel Commission will meet in a closed session to discuss the performance evaluation with the Executive Director,
Classified Personnel.

Report from Closed Session Chairperson Goldstein

Public Comments (15-minute limit) Public

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

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

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
February 39, 2022 — 4:30 pm

1. Call to Order
The meeting was conducted via Zoom meeting # 852 7339 2873 and was called to order at 4:32 pm.

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

3. Public Comments
None.

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

5. Approval of Meeting Minutes
a) January 14, 2022, Regular Meeting Minutes
Chairperson Goldstein asked that the minutes reflect Commissioner Roter's absence as excused in
advance of the meeting per his request.

Vice-Chairperson Davis made a motion to approve the January meeting minutes as amended;
Chairperson Goldstein seconded the motion,
Approved, 3-0

6. Reports
a) Union
Frank Hernandez, BCCE President, inquired about the School Safety Officer eligibility list, which he
understood to be in circulation to hiring managers but was not included in the meeting agenda
packet. Secretary Castillo apologized for the oversight and explained that it had been mistakenly
omitted and that he would immediately share it with BCCE and take steps to have it included in the
packet for the next meeting.

b) District Reports
Glendaly Gascot-Rios, Human Resources Director, reported that Human Resources has been working
closely with their newly hired Human Resources Specialist and that HR has been focusing on
transitioning to electronic systems for many forms and processes. She also noted that staff is training
on the new School Administration system, Escape, which has a planned go live date of July 1st.
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February 3rd, 2022 — 4:30 pm
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c¢) Commissioners Reports
Commissioner Roter advised that progress is being made revising the merit rules and welcomed any
comments from the District and the union in the upcoming "workshop" special meetings to be held
in the next couple of months. He explained the goal of this work is to update the rules and not make
substantive changes unless reflected in a collective bargaining agreement or education code.
Vice-Chairperson Davis expressed his desire for the classification and compensation study to be
conducted soon to avoid erroneously penalizing those employees whose work outside of their
classification is not yet codified in another position description.
Chairperson Goldstein expressed concerns about the outer year budget projections and assumptions
with respect to inclusion of anticipated recommendations that would arise from a district-wide
compensation and classification study.

d) Personnel Director
i. New Hires and Examinations administered in the month of January 2022.

Secretary Castillo reviewed examination and personnel activity for January. He reported that
eleven new hires were processed and also noted that this was the third consecutive month that
an Instructional Assistant I, SPED list had been generated. Secretary Castillo advised that he was
currently working on a reclassification request and that he had sent the first draft RFP for the
Compensation and Classification study to district representatives for their comments.
Secretary Castillo said he was looking forward to the merit rules revisions project workshops and
thanked Commissioner Roter for spending many hours working with him on the first segment of
proposed changes.
Secretary Castillo reported that he sent an email to all managers to let them know that the
performance evaluation period was underway and has shared with all administrators a roster
listing their staff to be evaluated.
He commented that he and staff would be attending the CSPCA conference in early March.
Secretary Castillo mentioned he has had several conversations with Principals regarding
adherence to the merit rules for school site staff transfers and selections. He plans to attend the
principals meeting on February 9" with HR leadership to address their concerns and answer
questions.
Secretary Castillo suggested that the school safety officer (SSO) eligibility list be brought to the
special meeting on February 16™. Commissioner Roter agreed that and asked that the PC staff
send the list in advance to BCCE Leadership.

Vice Chairperson Davis made a motion to add the SSO list to the February 16%" special meeting;
Commissioner Roter seconded the motion.
Approved, 3-0.
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7. Consent Items
Ratification of Eligibility Lists
a) Instructional Assistant I, SPED
Chairperson Goldstein said she was very impressed with the average testing interval of 7-days.
Commissioner Roter made a motion to approve list a; Vice-Chairperson Davis seconded the motion,
Approved 3-0

8. Discussion Items
a) Request for a Reclassification- T. Wilson

Secretary Castillo advised that Ms. Wilson brought this request to him in October 2021, asking for a
reclassification from Administrative Assistant | to Administrative Assistant Ill. He observed that
leadership in the Title IX and Compliance office has experienced very high turnover during Ms.
Wilson’s tenure and that due to this dynamic it was clear that Ms. Wilson was put in situations where
she had to exercise independence and make critical decisions. However, he found that the
Administrative Assistant Il classification accurately captured the components of the job she was
performing, and that a position at that level would provide appropriate support to the function.
Secretary Castillo said Ms. Wilson provided him with many examples of the range of work she was
performing which was corroborated in interviews with Title IX office staff. Chairperson Goldstein
commented that she was familiar with the office's operations and history and that she appreciated
Ms. Wilson, who has been working with the department for several years. Chairperson Goldstein
noted that when there is no supervision, an employee will do what is needed, including work-out-of-
class, and asked if this was considered. Ms. Wilson said she did not feel that the Administrative
Assistant |l classification reflected all her duties. She said she still conducts interviews, intake phone
calls and is the first point of contact for walk-ins. She said her role is complex and requires
knowledge of laws, board policies, Title IX laws, and compliance. She asserted these are beyond the
knowledge requirements of an administrative assistant (AAll) role and does not believe that other
AAlls have to understand rules and policies to the same degree. She said that if she were to leave
this position, the replacement staffer would need extensive knowledge of these laws and policies.
Chairperson Goldstein asked if Secretary Castillo had assessed whether another existing class is more
relevant to this job and requested he undertake a work-out-of-class review to determine if additional
compensation is owed to Ms. Wilson. Secretary Castillo said he reviewed positions outside of the job
family and did not see that there was a gradual accretion of duties to merit a reclassification beyond
AAIl.
Chairperson Goldstein made a motion to accept Secretary Castillo's recommendation to reclass Ms.
Wilson as an Administrative Assistant Il at step 3 and for the Commission to undertake an analysis of
the degree to which Ms. Wilson may have been working out of class; Commissioner Roter seconded
the motion,
Approved, 3-0
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9. Public Comments
None.

10. Next Meeting
The next regular Personnel Commission meeting will be held on March 3rd at 4:30 pm. In addition, a
special workgroup meeting was set for February 16™, 2022, at 10:00 am to discuss revisions to selected
sections of the merit rules. Chairperson Goldstein noted that Board meetings would continue to be held
on Zoom so that the Personnel Commission will follow the same format until further notice.

11. Adjournment
The meeting was adjourned at 6:21 pm.

Respectfully Submitted,

Charles Castillo 2/28/2022

Charles Castillo Date
Secretary, Personnel Commission

Approved,

XX/XX/2022

Heidi Goldstein Date
Chairperson, Personnel Commission




Examinations Administered in the Month of February 2022:

Training &
Classification Experience Written Oral Performance
Grounds Supervisor 8 6
Nutrition Services Assistant 8 7
School Bus Driver 1 1
Instructional Technician - Before & After School Program 11 10
Maintenance Technician 15 6
Director, Family Engagement & Equity 6 4
School Safety Officer 14 6
New Hires/New Assignments/Promotions Processed in the Month of February 2022:
Name- Employment Type- Classification- Location/Dept.
Allen, Benjamin Hamish New-Hire Instructional Assistant, ECE Hopkins CDC
Martinez, Grace New-Hire Nutrition Services Assistant Sylvia Mendez
O' Brien, Brendan New-Hire School Campus Aide Washington
Wilson, Tanisha Promotion (Reclass) Administrative Assistant I Title IX and Compliance



Berkeley Unified School District

Merit System
Eligibility List for : Director, Family Engagement and Equity
(Open)
Written Examination: January 27, 2022
Oral Examination: February 16, 2022

List Established by Personnel Commission: March 3, 2022 to expire March 2, 2023

Open
1 Maureen Crittenden*

2 Laura Bowles

3 Lisa Baker*

4 Marco Villalobos
5 La Donna Norman

* Eligibility to expire October 6, 2022

Charles Castillo
Secretary, Personnel Commission

Heidi Goldstein
Chairperson, Personnel Commission

Date

Date



Berkeley Unified School District
Merit System

Eligibility List for : Grounds Supervisor
(Open and Promotional)

Written Examination: January 24, 2021
Oral Examination: February 1, 2022

List Established by Personnel Commission: March 3, 2022 to expire March 2, 2023

Promotional
1 Salvador Magana
2 Angel Hinojosa

Open
1 Nicholas Crescenzi

2 Carlos Ortigoza
3 David Ladd
4 Nicholas Greco

Charles Castillo Date
Secretary, Personnel Commission

Heidi Goldstein Date
Chairperson, Personnel Commission



Berkeley Unified School District

Eligibility List for :

Written Examination:
Oral Examination:

List Established by Personnel Commission: March 3, 2022 to expire March 2, 2023

Merit System

Maintenance Technician
(Open and Promotional)

February 1, 2022
February 10, 2022

Promotional

1 Jorge Ochoa
2 Albert Kumar

Open

1 Nicholas Taylor
2 Thomas Smith
3 Robert Bagley

Charles Castillo
Secretary, Personnel Commission

Heidi Goldstein
Chairperson, Personnel Commission

Date

Date



Berkeley Unified School District
Merit System

Eligibility List for : Nutrition Services Asssistant
(Open)

Training & Experience Examination:  January 27, 2022
Oral Examination: February 3, 2022

List Established by Personnel Commission: March 3, 2022 to expire March 2, 2023

Open
1 LaShonda McDuffie

2 Sheila Owens

Charles Castillo Date
Secretary, Personnel Commission

Heidi Goldstein Date
Chairperson, Personnel Commission
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Berkeley Unified School District
Merit System

Eligibility List for : School Safety Officer
(Open and Promotional)

Written Examination: January 27, 2022
Oral Examination: February 22, 2022

List Established by Personnel Commission: March 3, 2022 to expire March 2, 2023

Promotional
1 Ronald Amey

Open
1 Jason Goode Sr

2 Daniel Peterson

3 Sharon Pree

4 Duane Carpenter*

5 Marc Vincent

6 Kamani House*

7 Tedros Gebrewolde*

* Eligibility to expire February 15, 2023

Charles Castillo Date
Secretary, Personnel Commission

Heidi Goldstein Date
Chairperson, Personnel Commission
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ATTACHMENT A

PERSONNEL COMMISSION
BERKELEY UNIFIED SCHOOL DISTRICT
March 3, 2022

AGENDA ITEM 8. a.
SUBJECT: APPROVAL OF BILINGUAL LIBRARY MEDIA SPECIALIST POSITION, SYLVIA MENDEZ

BACKGROUND INFORMATION

Sylvia Mendez elementary school is the only school in the Berkeley Unified School District with a
dual immersion program in Spanish and English for all students. The program goal at Sylvia
Mendez is to develop bilingual and bi-literate students from TK - 5th gr.

The Bilingual language addition to the job is indicative of the commitment to the dual Spanish
immersion language model at the school. In addition, the Sylvia Mendez Library currently has
over 4500 books in Spanish, 37% of the collection, so this would be a much-needed and timely
change to the job that would benefit the students and the District.

EXECUTIVE DIRECTOR’S RECOMMENDATION
Approve the new Bilingual Librarian Media Specialist and remain at the current salary range plus
the bilingual pay included as part of the BCCE bargaining agreement.




ATTACHMENT A

Office of the Personnel Commission
2020 Bonar Street, Suite 206

Berkeley, CA 94702

(510)644-8975

Berkele

PUBLIC SCHOOLS

Berkeley Unified School District

Agenda Item Request Form

You may return this form by delivering it to the address above or scan and email to erinarinez@berkeley.net The Personnel
Commission office is open Monday through Friday from 8:00am to 4:00pm.

The deadline for submitting a request for items to be included in a Personnel Commission Meeting is 4:00pm, 7 calendar days prior to
the Personnel Commission Meeting you are considering. This form can be obtained from Personnel Commission staff or by
downloading the form from the Berkeley Unified School District website under the Personnel Commission.

Name of Person Requesting Item:  Veronica Valerio Duncan___ (Date) 1/31/22

Telephone Number: 510-644-6290  Email Address: veronicavalerio@berkeley.net

Place on agenda as: [ Discussion Item (This item is presented for discussion only and may be carried over from a prior meeting. No
action will be taken on this item)
Conference Item (This item is presented for discussion and action and may be carried over from a previous
meeting)
Description of Item:
The creation of a bilingual librarian media specialist at Sylvia Mendez Elementary School FTE. 1.0

Background Information:

(Please attach or include some background information to assist the Personnel Commission in determining
appropriate action.)

Sylvia Mendez elementary school is the only site in the Berkeley Unified School District that has a dual immersion
program in Spanish and English for all students. The program goal at Sylvia Mendez is to develop bilingual and
biliterate students from TK - 5th gr. The two way immersion program started with one cohort of students at
Sylvia Mendez (formerly LeConte Elementary) during the 1999 academic year. The only staffing in the library
at that time was a library media technician position for 15 hours a week. In 2001 our current library media
specialist was hired for that position. During this time there was no manager of library services in BUSD and at
the time there was only one cohort of the TWI Spanish and English program at formerly LeConte Elementary.
During that time the library had approximately 500 Spanish book titles to serve the instructional program. The
BSEP measure in 2004 increased the FTE for staffing at librarian technicians to .65. BUSD subsequently changed
the position to Library Media Specialist. The current staffing level is .9FTE or 33.75 hours per week. During the
2013-14 academic year Sylvia Mendez began the transition to a full Two Way Immersion Program in Spanish
and English from TK - 5th gr. Meaning the entire school became a two way immersion school during the 2018-
19 academic year. This program change necessitated the collection development of a Spanish library to fully serve

the program goal of developing bilingual and biliterate students from TK - 5th gr. Our current library media
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ATTACHMENT A
specialist, who is not bilingual, rose to the challenge of building a robust library collection to serve our students

program goals during the span of 22 years. The Sylvia Mendez Library currently has over 4500 books in Spanish,
37% of the collection.

The library media specialist’s basic function is to perform a variety of specialized library duties in the acquisition,
circulation, maintenance and distribution of books and instructional materials at an assigned Elementary School.
They offer weekly sessions for classes with read-alouds and library skills in coordination with classroom teachers;
assist students and teachers in the selection, location, and use of library materials and equipment. The library
media specialist must also order and process new library books and instructional materials and oversee the
cataloging of books and instructional materials. However, because the program goal of a Spanish two way
immersion program is to develop bilingual and biliterate students from TK - 5th grade, the library media specialist
is tasked with providing the required basic functions and roles and responsibilities in both Spanish and English.
Students at Sylvia Mendez currently check out one Spanish book a week for all students from Tk - 5th gr. in
addition to a book of their choice (can select an English or Spanish book). We would like to increase the position
to 1.0 FTE and add a bilingual stipend equivalent to the BFT stipend for bilingual teachers. This increase would
cost an additional $8040 approximately, to come from the BSEP Library Services budget. This proposal is co-
signed by that budget manager.

For Personnel Commission Use Only:

Date of Chairperson Review:

Determination: X Place on agenda for meeting of 03/03/2022
Date of Personnel Commission Meeting

[] Place on agenda as

Type of Item
L1 Do not place on agenda




ATTACHMENT B

Office of the Personnel Commission
2020 Bonar Street, Suite 206

Berkeley, CA 94702

(510)644-8975

Berkele

PUBLIC SCHOOLS

Berkeley Unified School District

Agenda Item Request Form
You may fax this form to (510) 644-6151 attention to Personnel Commission, hand deliver it to the address above or scan and email to
erinarinez@berkeley.net The Personnel Commission office is open Monday through Friday from 8:00am to 4:00pm.

The deadline for submitting a request for items to be included in a Personnel Commission Meeting is 4:00pm, 7 calendar days prior to
the Personnel Commission Meeting you are considering. This form can be obtained from Personnel Commission staff or by
downloading the form from the Berkeley Unified School Dlstrlct website under the Personnel Commission.

Name of Person Requesting Item: L/’ QH £ {ﬁﬂf ﬁ(/m( (Date@ 2] 61207
Telephone Numbe(@ [ b/w é)/ @Lé; Email&ﬁ%ess:‘fbccw f(ﬁé S M CZI/ oM

Place on agenda as: I:I Discussion Item (T his item is presented for discussion only and may be carried over from a prior meeting. No
action will be taken on this item)

Conference Item (This item is presented for discussion and action and may be carried over from a previous

meeting)
Description of Item: IQ_EC ’
Keclass

Background Information:
(Please attach or include some background information to assist the Personnel Commission in determining

appropriate action.)

Qee 62:/7[(2%96 Zsoa}uwﬂétﬁ&o (. b/agj@)

For Personnel Commission Use Only: } /
Date of Chairperson Review: =2 5 2 2

Determination:[_] Place on agenda fo[ meeting lf
IX] Place on agenda as \D \%

[] Do not place on agenda

Date of Personnel Comm ission Meeting

Type of Item
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ATTACHMENT B
February 16, 2022

TO: Personnel Commissioners
Heidi Goldstein
Isaiah Roter
Timothy Zenor-Davus

FROM: Marie Ferguson
RE: School Administrative Assistant II/Sub Specialist

In 2015 the positioned that I am currently working in was a Program Assistant range 50 which was at
higher pay. The positioned was eliminated in the Classification Study by Ewing Consultants which left
duties undone. When I transferred to the high school in January 2017. I was filling a positioned which did
not exist. In 2017 the position was down played to a School Administrative Assistant II (formally School
Secretary). But the duties were of three positions Program Assistant/School Administrative Asst. I /Sub
Coordinator (HR) remained in existence.

Linnette Robinson (BCCE Union Representative) and myself have brought this to the Personnel
Commission several times in 2017 - 2019. Heidi Goldstein, Tim Carter and R. Ortiz were the Personnel
Commissioners). During that time, we informed the Commission and Human Resource Associate
Superintendent Delia Ruiz, then Samantha Tobias Espinoza, that the workload at BHS was not equally
distributed among the front office staff. We kept getting push back from the Personnel Commissioners
and the District officials. On February 7, 2019 I submitted documentation from Belinda McDaniel who
previously held a Program Assistant position at BHS at range 50 for 20 plus years. I am working in the
same position and performing an increase of duties at a range 46. That is a 10% decrease in pay, [ have
come before you as commissioners and yet nothing has been done to resolve this issue. You all are not
acting independently of the district

Then the Personnel Commissioners directed Patti Duwell, Classified Director to conduct a desk auditin
2018. The outcome of the desk audit and the findings include a gradual increase in duties. A new
positioned of School Administrative Assistant Il/Sub Specialist was created and approved effective
04/11/2019. This is a stand-alone singleton classification that provides substitute placement services
for certificated and classified staff the secondary site level which is located at Berkeley High. I am the sole
person responsible for finding substitute coverage.

AESOP- Front line Substitute absence system

As a School Administrative Assistant II (at Elem & Middle Schools) they are responsible for informing the
HR Technician/Sub Coordinator when no one has accepted the unfilled positions. The HR
Technician/Substitute Coordinator is responsible for K-8 schools only for finding substitutes for unfilled
positions.

Whereas at BHS(9th-12th), the complexity and volume of work around substitute coverage at the high
school is enormous compared to elementary and middle schools.

I am the only person that is responsible for facilitating and coordinating staff absence(s).



ATTACHMENT B

- Monitor Daily Sub coverage for 300 teachers and staff on a daily basis throughout the day. The
pandemic caused the duties to increase. Times spent on subs. The increase to the o nline system.

- Assist and coordinate sub coverage for 300 teachers and staff daily throughout the day

- Assign keys to subs

- Thave to fill all unfilled positions, last minute call out and emergency situations for teachers. I am
responsible for getting a substitute to fill the full day or partial period absence(s). I send out need
sub coverage request to Berkeley High conference also text or phone calls to staff to see what
teachers are available to cover on their prep period. If no subs are available, I contact, counselors,
Administrators, Library, College and Career Center. Due to the shortage of substitu te coverage
district officials have been coming to BHS to Volunteer to cover class anywhere that is need (such
as Teacher’s on Specials Assignment’s, Superintendent, Special Ed Manager this is a few just to
name, whomever is available to support BHS). This task can be anywhere from an hour to all day.
I am the point person that everyone come to, to find out what classes they will be covering. |
assign people to the uncovered class, issue and receive sub keys when the period is over or at the
end of the day.

- Notify Special Ed Program Manager - I inform the Instructional Assistant (s) of the class that they
will be assisting in.

- Inform Dean of Students were SSO substitute coverage is needed, issue keys and two-way
communication radio

Enrollment/Registration/Transfers

I am solely responsible for registering all new incoming students.

- Iwork hand in hand with Admissions because of the volume and complexity of the processing at
the high school.

- From November-June yearly | am performing dual enrollment, meaning I am enrolling students
for the current year as well as enrolling for the next school year.

- Example; This process changed in 2020-2021 SY due to COVID (SIP) and continued this school
year as well. Ihave to printout 700 plus email assignment letters that Admissions issues to
families. That is the only form of documentation that I receive to let me know who is assigned to
BHS for the upcoming school year. Parents then upload the registration packets online.

- Thave to review and process all registration documents. these packets can consist of 12 pages
from students coming from our middle schools, vs 31-76 pages from private schools or new to
BUSD. I send out confirmation emails to families stating their student(s) is assigned to BHS for 21-
22 SY or 22-23 SY.

- I create the student cumulative record for all new incoming students. Then I pass off the student
cumulative record to the registrar’s office to house student cumulative files.

- lactivate (enroll/transfer students) IN/OUT from other school districts.

- Update information in Infinite Campus (student database system) such as enrollment, custody or
restraining orders etc....

- Itrained Kiernan Rook (VP) on the registration process starting (2019). Since he is the
Supervisor/ Administrator over registration.

- Issue transfer & transcripts to student’s who are not returning to Berkeley High

- Transfer students out of BHS into BIS, BTA, HHI per Erica, Heidi Weber and Sophina Jones and
Counselors at BHS (process Voluntary transfer request, approval of home hospital and ISP
agreement.

- Update transfer spreadsheet that is shared with BTA, ISP and HHI

- Update student transfer list for BHS (Registrar Office) to maintain cumulative records that are
then forward to the new school



ATTACHMENT B
McKinney-(HOPE) Program

I work closely with the HOPE Counselor (homeless program and low-income students. Th ese are 2
separate programs.

- Collect and distribute Clipper cards, Bus & BART passes to students.

- Complete the necessary paperwork for auditing /tracking purposes

- I am the point of contact for the students. No one else is involved. At the request of Dr. Shelly, I
have been continuing with process and working with HOPE Counselor

- Enrollment and registration process for new students entering in BHS

Returned Mail

- Process returned mail/bad address (246 students)

- Notify parents via email, create and maintain a spreadsheet and tag in the student database
system, Issue families a change of address form to submit to Admissions

- Iwork closely with Vice Principals Kiernan Rok and Claudia Gonzales Dean of Stud ents and
Student Welfare Attendance Worker

- Once Admissions notify me that the address has been update, I update the spreadsheet and give the
return mail to the students.

- Meet with parents via telephone, ZOOM to discuss who will be picking up the returned mail (the
families that requested)

- The importance of this it is related to the ADA.

Qutside agencies

- Point person for the probation officer (Social Worker)
- Police
- Afterschool agencies

Assisting Counselors/Staff

-Registration questions in Infinite Campus (IC) students disappearing from rosters, issuing copies
of transcripts for new incoming students
- Questions re: student’s transferring OUT

Other duties
- Iwork closely with the district nurse and health center (health screenings, health alert list/health
action plans, Immunizations compliance/exclusions
- Sort mail: Postal (US Postal) and district mail daily to all staff
- Other duties assigned

(3



ATTACHMENT B
RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Ferguson, Marie School Admin. Assist.ll/Sub Specialist

Name (Last, First) Classification/Position/Title

BACKGROUND INFORMATION
Name Marie Ferguson Class/Title SSA 1l/Sub Specialist

Name of School or Department_Berkeley High

Working Title School Administrative Asst. 11/Sub Specialist

Work Telephone Number 510-644-4800 Ext.

Work Day Begins At/:30AM - g 3:30PM Total Hours Per Day 37.5-40
Length of Time ianresent Position: 21 Yrs. Mos.

Total Length of Time with the District: 31 Yrs. S Mos.

Title of Immediate Supervisor: Vice Principal

Name of Immediate Supervisor:TOnia Coleman

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)

21 yrs for School Admin. Asst 11, 4 yrs for School Admin. Asst./Sub Specialist
The title is accurate the salary range school be a range 50 or higher

due to the increase in dutes and the volume and complexity of work
at the high school. In 2015 this postion ws a Program Asst. range 50 it was down grade

to a lower range. To fit a moled verse the actual duties associated with the position.

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?

| work hand and had with Admissions because of the volume and complexity of the processing at the high school. No
other School Admin. Asst. Il handles as many students as | do nor do they

have to process them. On the same level. It is the same issue when dealing with

substitutes. No other School Admin. Il has many teachers/classes to cover nor do they

have as many Classified staff to cover. We are talking complexity and having to be efficient with time.

Page 1 of 8



RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY:

ATTACHMENT B

Ferguson, Marie  SSA Il/Sub Specialist

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

Monitor Daliy Sub coverage & AESOP absence system

Assistant/Coordinate sub coverage for 300 teachers & staff on a

daily basis throughout the day

Assign keys to subs, forward timesheets to the

correct person for processing, emergency sub coverage

Enroll/ register new students, process student transfers (IN/OUT)

Corresponds with students, staff & families to update perinate information and records

Type,compose & received rpts, corresponds, memos, emails, schedules, notices

notices and other documents to staff

Type from rough drafts & create spreadsheets when necessary

Enter student data on a daily basis in student database system

Work with McKinney Vento (HOPE) Program and

Low-Income Program issuing BUS/BART passes as well as Clipper Cards

Enroliment & registration process for new students entering BHS

Sort mail: Postal and district mail daily to staff
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ATTACHMENT B
RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Ferguson, Marie SSA 1I/Sub Specialist

Name (Last, First) Classification/Position/Title

What machinery or equipment do you use in performing these tasks™
Computer

Telephone
Two-way communication radio
Xerox copy machine

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

| Duties | | How Often ]

Enrollment for McKinney Vento students District 2020

Issue Clipper cards, BUS, BART passes "
Maintain records - Emergency Cards Previous Principal 2017
Follow-Up Bad Address/returned mail "

See attached document for further information

CONTACT WITH OTHERS

Internal Contacts:

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

] Department/Position | | Reason | ] How Often |
Admissions Registration Issues  Daily/ongoing
Student Services Legal documents and other "

HR/Sub Coordinator Substitutes Problems "

Payroll Department Timesheet issues  ongoing
BTA,BIS, HHI Various student transfers "
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ATTACHMENT B

RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Ferguson, Marie  SSAIliSub Specialist

Name (Last, First)

Outside Contacts:

Classification/Position/Title

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 1
Juvenile Services Enroliment/Attendance Weekly
Probation Officers Student check-in "

Other school districts  Enroliment questions

Daily/on-going

Youth Services

Rise Program

RECORDS AND REPORTS

Records
What records do you regularly maintain or prepare?

AESOP- Frontline absence system, Student records/emergency cards, Immunization, Health Alets

Bad Address/Returned Mail- reports and spreadsheets

Reports

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

prepared?
Fritle of Report f | Reason | [ Sent to | Ll-low Often |
Various reports Other departments/staff Daily/Weekly
Bad Address Returned mail VP/Families  Daily/Weekly
Health Alert/Health Condition  Students w/health conditions Health Center Fr eq uently
Immunization reports Compliance/non-compliance Health Center "
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ATTACHMENT B
RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: W/X@@ /L/ﬂ/? ) 6(8% [l @6}%&’//#

e (Last, ﬂrst) Classifica on/Posmo /Title
DECISIONS
Type
Describe the most difficult and/or major decisions you make in the course of your
work.

Maintaining the front office in a functioning environment while keeping the public served efficiently

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?
| work independitly daily

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)?

Collect substitute timesheets and forward to the correct person for processing.

Are there other direct or indirect measures of financial impact of your position?
N/A
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-ATTACHMENT B
RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Ferguson, Marie SSA ll/Sub Specialist
Name (Last, First) Classification/Pasition/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 7 No.
Daily Substitutes 10-15
Student proctors 2

Do you have responsibility for selection of personnel, appraisal of performance,

and such actions as salary incgaases, promotions, discipline, reassignment or
terminations? Yes @

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.

School office administrative, past practices, policies and procedure requirements, methods

and practices in maintaining student records and riles, English usage gramnar/spelling and

punctation district organization functions. Policies and procedures applicable a to assigned areas.
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ATTACHMENT B
RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Ferguson, Marie SSA Il/Sub Specialist

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.

Computer knowledge of hardware and buiness software.
Word processing, graphics, spreadsheets database and other applications.

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 graduate

2 yrs minimum college degree

Specialized Training (Years and Type):
2-3 yrs in office management

Previous Experience (Years and Type):
5 plus years working in a busy office with customer service skills
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ATTACHMENT B
RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Ferguson, Marie SSA II/Sub Specialist

Name (Last, First) Classification/Possition/Title

EDUCATION, TRAINING AND EXPERIENCE REQUIREMENTS (cont.

Licenses, Certification or Registration:
Typing 45 WPM, CPR training, student database system Infinite Campus

Training Period (required for a new employee possessing the qualifications

above):
2 plus years

OTHER FACTORS

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

My position is a key position for BHS enrollment/registration solely responsible for. | spend

alot of time trying to get sub coverage for teachers. We never have enough

subsititutes for teachers or safety officers. | have to reach out personally via phone, email, calls to perople

cell phones to cover a classes it can take anywhere from 2-4 hours or the entire day

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

)A Mﬁ -/ 02/16/2022

'\/@r v@ﬁoyee Date
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ATTACHMENT B

Memy net Marie Ferguson <marieferguson@berkeley.net>

AERKELEY UNIFIED SCHOOLS

Fwd: job detail

1 message

Marie Ferguson <bccemarie@gmail.com> Wed, Feb 16, 2022 at 11:53 AM
To: Marie Ferguson <marieferguson@berkeley.net>

Sent from my iPhone

Begin forwarded message:

From: Marie Ferguson <bccemarie@gmail.com>

Date: October 25, 2017 at 12:29:26 PM PDT

To: LinnetteBCCE Robinson <independentmebcce@gmail.com>
Subject: Fwd: job detail

Sent from my iPhone

Begin forwarded message:

From: "McDaniel, Belinda [SC]" <BMcDaniel@srvusd.net>
Date: October 25, 2017 at 11:05:16 AM PDT

To: "bccemarie@gmail.com” <bccemarie@gmail.com>
Subject: job detail

To Whom it May Concern,

I, Belinda McDaniel was the Program Assistant at Berkeley High for many years. |
was hired in the position by Theresa Saunders and was placed at range 50. My job
duties and details were support of the Administrators and perform the clerical duties of
the School Secretary.

Each day | had the following job details: Answer the phones, Enrollment forms,
Register all students, and transfer all Students out. | would assist the Counseling
Department in setting up new students with a Counseling Appointment for classes. |
would do all Substitute assignments daily and by periods throughout the day.( Several
hours and lots of asking various departments and teaching staff to help assist when |
was not able to find a substitute to cover it). Process and code all substitute time
sheets. Sort the mail daily for all staff and departments. Assist parents, faculty and
students as per request at the front office. Would assist 2 Vice- Principals in memos,
letters, or other clerical needs. Copies, faxes, reports etc. Do the daily bulletin every
day.
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| had many duties and | would often spend lots of time trying to maintain the office
efficiently. | guess you could say | was the gatekeeper. My job was often very busy
and had constant interruptions. | was able to multi-task throughout the day to make
sure things got completed in a timely manner.

The job duties are very extensive. It requires a person who can work and manage
many levels of service.

Belinda McDaniel
Phone: 925-824-1808
Fax: 925-824-1847

ATTACHMENT B
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ATTACHMENT C

PERSONNEL COMMISSION
BERKELEY UNIFIED SCHOOL DISTRICT
March 3, 2022

AGENDA ITEM 8. c.
SUBIJECT: CERTIFICATION EXTENSION FOR HUMAN RESOURCES TECHNICIAN ELIGIBILITY LIST

BACKGROUND INFORMATION

Personnel Commission Rule 50.100.1 states that “After approval, an eligibility list shall be in effect
for one year, unless exhausted, and may be extended for not to exceed one additional year at
the discretion of the Commission.” However, Educational Code 45300 states that a list may be
extended for an additional period of two years. Therefore, request to extend the previously
extended Human Resources Technician eligibility list for one (1) year.

50.100.1 Establishment and Life of Eligibility Lists

A. After an examination, the names of successful competitors shall be arranged on a list in the
order of examination score, plus additional points where applicable (Rule 40.100.8). The list shall
be presented for approval of the Personnel Commission.

B. After approval, an eligibility list shall be in effect for one year, unless exhausted, and may be
extended for not to exceed one additional year at the discretion of the Commission. Names of
successful competitors may be added to eligibility lists resulting from continuous examinations
without approval by the Commission.

Educational Code 45300 states that “A list may be extended for an additional period of two years
or less at the discretion of the commission.”

EXECUTIVE DIRECTOR’S RECOMMENDATION
Approve an additional one (1) year extension of the Human Resources Technician eligibility list.




Berkeley Unified School District
Merit System

Eligibility List for : Human Resources Technician
(Open and Promotional)

Written Examination: January 23, 2020
Oral Examination: February 19, 2020

List Established by Personnel Commission: March 5, 2020 to expire March 4, 2021
List Extended by Personnel Commission: March 5, 2021 to expire March 4, 2022
List Extended by Personnel Commission: March 3, 2022 to expire March 2, 2023

Promotional
1 Monique McCray
2 KaTyris Byrd

Open
1 Brandy Sacks

2 Olga Villanueva

3 Maria Gloria Espinoza
4 Ryan Lum

5 Maya Wade

6 Safiyah Zaidan

7 Stephanie Linner

Charlie Castillo
Secretary, Personnel Commission

Heidi Goldstein
Chairperson, Personnel Commission

ATTACHMENT C
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