
 
 
 
 
 
 
 

 
I. 
 

General Functions: 

A. Call To Order 
B. Roll Call 
C. Pledge Of Allegiance 
D. Motion To Approve Agenda 
E. Motion To Approve Minutes 
F. Public Comments 
G. Communications 

 
1. SEIU Report 
2. Board Of Education/District Report 



SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 

PERSONNEL COMMISSION 

District Office Board Room 

1651 Sixteenth Street, Santa Monica CA  90404  

         

AGENDA 

 

REGULAR MEETING 

September 11, 2012 @ 5:00 p.m. 

District Office Board Room 

 
Electronically Recorded 

 

 Guiding Principles: Ensures the District’s merit system is performed as well as possible, that it 

 supports the mission of the School District, and it is done in a manner that is highly transparent and user

 friendly for all employees and the public. 

 Advocates that the Employee Performance Evaluations are consistently done on an annual basis, that

 they are designed to measure the effectiveness of each employee’s performance, that they are valued by

 both management and employees as a tool to improve the effectiveness of the District, and that the

 results are used to support the professional development of all employees. 

  

 
 

PERSONNEL COMMISSIONERS:  Mrs. Barbara Inatsugu and Mr. Michael Sidley 

 

I. General Functions: 

 

A. Call to Order: 

 

B. Roll Call: 

 

C. Pledge of Allegiance:  

 

D. Motion to Approve Agenda: 

 

Motion by: _____________________ 

Seconded by: _____________________ 

Vote:  _____________________ 

 

E. Motion to Approve Minutes: August 14, 2012; August 23, 2012 

 

Motion by: _____________________ 

Seconded by: _____________________ 

Vote:  _____________________ 
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F. Public Comments: Public Comments is the time when members of the audience 

may address the Personnel Commission on items scheduled and also not scheduled on 

the meeting’s agenda.  All speakers are limited to three (3) minutes.  When there is a 

large number of speakers, the Personnel Commission may reduce the allotted time to 

two (2) minutes per speaker.  The Brown Act (Government Code) states that Personnel 

Commission members may not engage in discussion of issues raised during “Public 

Comments” except to ask clarifying questions, make a brief announcement, make a 

brief report on his or her own activities, or to refer the matter to staff. 

   

1. Request to Speak on Agenda Items 

2. Request to Speak on Non-agenda Items  

 

G. Communications: The Communications section provides an opportunity for the 

Personnel Commission to hear from the individuals or representatives listed below.  

All reports are limited to 5 minutes or less. 

 

1. SEIU Report  

2. Board of Education Report 

  

 

 

II. Report from the Director of Classified Personnel:  This is an opportunity for the Director 

of Classified Personnel to present informational items of interest to the members of the 

Personnel Commission, which are not action items on the agenda. 

 

A. Selection Process for a New Personnel Commissioner - Update 

 

B. Recruitment for the Director of Classified Personnel - Update 

 

C. Approved Professional Experts Request (less than 90 working days or total of 720 

work hours per Personnel Commission Rule §3.1.5.(C): Professional Expert 

Program) by the Director of Classified Personnel 

 Mr. Mark Harris, Technical Specialist II, Guitar Instructor, from August 22, 

 2012 to June 11, 2013, Olympic High School  

 Ms. Nena Lauerman, Technical Specialist II, Community Service 

 Coordinator, from August 14,  2012 to June 30, 2013, Malibu High School  

 Ms. Josephine Moerschel, Technical Specialist II, Music Clinician, 

 from August 22, 2012 to June 11, 2013, John Adams Middle School 

 Mr. Peter Senchuk, Technical Specialist II, Music Clinician,  

 from August 22,  2012 to June 11, 2013, John Adams Middle School 

 Ms. Jennifer Roth, Technical Specialist II, Music Clinician,  

 from August 22, 2012 to June 11, 2013, John Adams Middle School 

 Ms. Meghan Turner, Technical Specialist II, Music Clinician,  

 from August 22, 2012 to June 11, 2013, John Adams Middle School 

 

D. Merit Rules Advisory Committee (A.R.C.) Update 

 Advisory Rules Committee Agenda – August 23, 2012 
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E. Disciplinary Pre-hearing Conferences (TBD) 

 Ref. Number:  7011 0470 0002 6451 4053 

 Ref. Number:  7011 0470 0002 6451 4138 

 

F. Approved Working Out of Class Request (90 working days per Personnel 

Commission Rule §3.2.8.(C): Working Out of Class) by the Director of Classified 

Personnel 

 Mr. Jeffrey Peoples, Custodian in the position of the Plant Supervisor from 

August 18, 2012 to August 24, 2012 

 

 

III. Consent List: 
 

A. Approve Classified Personnel Eligibility List(s): 

 

Classification                  # Eligibles 
  

   Bus Driver         4 

   Gardener         9 

   Health Office Specialist      11 

   Swimming Instructor – Lifeguard      4 

    

Motion by: _____________________ 

Seconded by: _____________________ 

Vote:  _____________________ 

 

 

IV. Action/Discussion Items/or Other Information:   

 

A. Action Item(s): 

 

1. Reappointment of a Personnel Commissioner 

 

 Motion by: _____________________ 

 Seconded by: _____________________ 

   Vote:  _____________________ 

 

2. Advanced Step Placements:   

 

a.  The Director of Classified Personnel recommends that the Personnel 

Commission approve Advanced Step Placement for new employee Shanelle 

Franks in the classification of Instructional Assistant - Developmental Health 

pursuant to Personnel Commission Rule §12.2.4.(B): Salary on Employment 

based on criteria for the minimum experience and education.  

Director’s Recommendation:  Approve   

 

 Motion by: _____________________ 

 Seconded by: _____________________ 

   Vote:  _____________________ 
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b. The Director of Classified Personnel recommends that the Personnel 

 Commission approve Advanced Step Placement for new employee Caryl Hall

 in the classification of Accountant pursuant to Personnel Commission Rule 

 §12.2.4.(B): Salary on Employment based on criteria for  the minimum 

 experience and education.  

 Director’s Recommendation:  Approve   

 

 Motion by: _____________________ 

 Seconded by: _____________________ 

   Vote:  _____________________ 

 

3. Scheduling Disciplinary Hearings 

 

a. Ref. Number:  7003 1680 0002 6368 3401  (half day) 

 

 Motion by: _____________________ 

 Seconded by: _____________________ 

   Vote:  _____________________ 

 

b. Ref. Number:  7003 1680 0002 6368 3517 (full day) 

  

 Motion by: _____________________ 

 Seconded by: _____________________ 

   Vote:  _____________________ 

 

B. Discussion Item(s): 

1. HR-PC Reorganization 

2. Personnel Requisition Status Report 

3. Personnel Commission’s Twelve-Month Calendar of Events  

 2012 – 2013 

 

C. Information Item(s): 

1. Classified Personnel – Merit Report - No. A.13 

 August 15, 2012 

 Classified Personnel – Merit Report - No. A. 25 

 September 6, 2012 

2. Classified Personnel – Non-Merit Report – No. A.14 

 August 15, 2012 

 Classified Personnel – Non-Merit Report – No. A.26 

 September 6, 2012 

3. Merit Rules Review Tracker 

4. Workforce Organization Development and Strategic District Partnership Tracker 

 

 

 

V. Personnel Commission Business: 

 

A. Personnel Commissioner Comments 
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B. Future Items: 

 

Subject Action Steps Tentative 

Date 

Personnel 

Commission Annual 

Report:  2011 – 2012 

 October 

2012 

Merit Rules 

Revisions 

Second Reading of Changes to Merit Rules: 

Chapter XI: Vacation, Leaves of Absence and 

Holidays 

Chapter XII: Salaries, Overtime Pay, and Benefits 

Chapter XIV Disciplinary Action and Appeal 

Chapter XV: Resignation and Reinstatement 

Chapter XVI: Grievance Procedure  

First Reading of Changes to Merit Rules:  

Chapter I: Preliminary Statement and Definition of 

Terms 

October 

2012 

 

 

VI. Next Regular Personnel Commission Meeting: 

Tuesday, October 9, 2012, at 5:00 pm - District Office Board Room 

 

VII. Adjournment:   
There being no further business to come before the Personnel Commission, it is recommended 

that the meeting be adjourned. 

 

Motion by: _____________________ 

Seconded by: _____________________ 

Vote:  _____________________ 

 

 

   TIME ADJOURNED:  _____________ 

 

 

 Transparency: characterized by visibility or ability to access information especially   

 concerning business practices.  It may include open meetings, financial disclosure statements,  

 the freedom of information legislation, budgetary reviews, audits, etc. 

 The Personnel Commission’s intention is to create a safe environment to be able to ask   

 unpopular questions.  The Personnel Commission is committed to accomplish its  work in a transparent 

 manner. 

 

 

Submitted by:  _____________________ 

    Wilbert Young, Ph.D. 

    Secretary to the Personnel Commission 

    Director, Classified Personnel 

 

 

If you wish to receive a full copy of the Personnel Commission Agenda Packet, please contact the 

Personnel Commission Office at (310) 450-8338, ext. 70-279. 

http://www.smmusd.org/hrs/classified/MeritRules/MeritRulesChapterXV.pdf
http://www.smmusd.org/hrs/classified/MeritRules/MeritRulesChapterI.pdf
http://www.smmusd.org/hrs/classified/MeritRules/MeritRulesChapterI.pdf


SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 

PERSONNEL COMMISSION 

District Office Board Room 

1651 Sixteenth Street, Santa Monica CA  90404 

  

MINUTES 

 

REGULAR MEETING 

August 14, 2012 @ 5:00 p.m. 

District Office Board Room 

 
Electronically Recorded 

 

       

 

PERSONNEL COMMISSIONERS:  Mrs. Barbara Inatsugu and Mr. Michael Sidley 

 

 

I. General Functions: 

 

A. Call to Order:  The Regular Meeting of the Personnel Commission was called to order at 

5:04 p.m. 

 

B. Roll Call:  Commissioners Inatsugu and Sidley were present.  

 

C. Pledge of Allegiance:  Human Resources Analyst Stephanie Perry led all in attendance in the 

Pledge of Allegiance. 

 

D. Motion to Approve Agenda: 

 

Motion by: Barbara Inatsugu 

Seconded by: Michael Sidley  

Vote:  2 – 0 

  

E. Motion to Approve Minutes: July 11, 2012 

 

Motion by: Barbara Inatsugu 

Seconded by: Michael Sidley  

Vote:  2 – 0 

 

F. Public Comments: Public Comments is the time when members of the audience may address 

the Personnel Commission on items not scheduled on the meeting’s agenda.  All speakers are 

limited to three (3) minutes.  When there are a large number of speakers, the Personnel 

Commission may reduce the allotted time to two (2) minutes per speaker.  The Brown Act 

(Government Code) states that Personnel Commission members may not engage in discussion of 

issues raised during “Public Comments” except to ask clarifying questions, make a brief 

announcement, make a brief report on his or her own activities, or to refer the matter to staff. 

 

 

1. Request to Speak on Agenda Items 

2. Request to Speak on Non-agenda Items 

 None 
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G. Communications: The Communications section provides an opportunity for the Personnel 

Commission to hear from the individuals or representatives listed below.  All reports are limited 

to 5 minutes or less. 

 

1. SEIU Report  

Ms. Keryl Cartee-McNeely, the Chief Steward, informed the Personnel Commission 

about SEIU involvement in coming elections. SEIU sponsored the Long Beach Airport 

Special Olympics Plane Pull for the second year. Ms. Cartee-McNeely spoke about the 

fact that even though classified staff faces many challenges, it will not have any impact in 

support of the certificated staff and students in the new school year. 

 

2. Board of Education Report 

Ms. Debra Moore Washington, Assistant Superintendent of Human Resources, informed 

the Personnel Commission about Management Team Institute that took place on August 

7, 2012, to discuss the theme of the conference - Creating a Culture of Collaboration. She 

also notified the Personnel Commission about the District-wide Convocation Welcome 

Back Event scheduled for August 20, 2012 in Santa Monica High School Barnum Hall. 

Ms. Washington reported on the new administrators and classified staff recently hired 

for the next school year. 

 

  

 

II. Report from the Director of Classified Personnel:  This is an opportunity for the Director of 

Classified Personnel to present informational items of interest to the members of the Personnel 

Commission, which are not action items on the agenda. 

  

A. Selection Process for a New Personnel Commissioner  

 Selection Interviews: August 16, 2012 

 

On behalf of Dr. Young, Ms. Stephanie Perry, Human Resources Analyst informed the 

Personnel Commission about the upcoming selection interviews that will take on August 

16, 2012. Seven candidates will be interviewed by the Chair of the Personnel Commission 

and representatives of Board of Education, SEIU and PTA. Ms. Washington and Dr. 

Young will serve as procedural experts assisting the interview panel. 

 

 

B. Approved Professional Experts Request (less than 90 working days or total of 720 work 

hours per Personnel Commission Rule §3.1.5.(C): Professional Expert Program) by the 

Director of Classified Personnel 

 Ms. Elizabeth Baker Newell, Technical Specialist II, Vocal Music Instructor,  

 from August 20, 2012 to June 11, 2013, Franklin Elementary School  

 Ms. Lucia Burke, Technical Specialist I, Master Gardner,     

 from June 25, 2012 to July 31, 2012, Santa Monica High School  

 Ms. Lucia Burke, Technical Specialist I, School Garden Coordinator 

 Assistant, from August 22, 2012 to June 11, 2013, Food and Nutrition Services  

 Ms. Debbie Harding, Technical Specialist I, School Garden Coordinator,   

 from August 22, 2012 to June 11, 2013, Food and Nutrition Services  

 Ms. Laura Hernandez, Technical Specialist I, Psychologist Intern,    

 from August 20, 2012 to June 11, 2013, Special Education Department  
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 Ms. Erica Lee, Technical Specialist I, Psychologist Intern,     

 from August 20, 2012 to June 11, 2013, Special Education Department  

 Ms. Yolanda Martinez, Technical Specialist II, Fine Arts Instructor,   

 from August 20, 2012 to June 11, 2013, Franklin Elementary School  

 Ms. Tara Mullally, Technical Specialist I, Psychologist Intern,     

 from August 20, 2012 to June 11, 2013, Special Education Department  

 Ms. Nelly Rivera, Technical Specialist I, Psychologist Intern,    

 from August 20,  2012 to June 11, 2013, Special Education Department  

 Ms. Jessika Rowley, Technical Specialist I, Psychologist Intern,    

 from August 20, 2012 to June 11, 2013, Special Education Department  

 Ms. Skye Stifel, Technical Specialist I, Psychologist Intern,     

 from August 20,  2012 to June 11, 2013, Special Education Department  

 Ms. Lynn Thomson, Technical Specialist I, Psychologist Intern,    

 from August 20, 2012 to June 11, 2013, Special Education Department  

 Ms. Elizabeth Tyler, Technical Specialist I, Psychologist Intern,    

 from August 20, 2012 to June 11, 2013, Special Education Department  

 Mr. Paul Vogel, Technical Specialist I, Psychologist Intern,     

 from August 20, 2012 to June 11, 2013, Special Education Department  

 

 

C. Merit Rules Advisory Committee (A.R.C.) Update 

 Advisory Rules Committee Agenda – July 26, 2012; August 2, 2012; August 9, 2012 

 

Ms. Perry drew attention to the A.R.C. agendas and sign-in sheets from July 26, 2012; 

August 2, 2012; August 9, 2012 for the Personnel Commission’s review.  

 

 

D. Approved Working Out of Class Request (90 working days per Personnel Commission 

Rule §3.2.8.(C): Working Out of Class) by the Director of Classified Personnel 

 Mr. Steven Williams, Cafeteria Worker I in the position of the Stock Delivery Clerk 

from August 21, 2012 to December 24, 2012 

 

 

E. Disciplinary Hearings  

 Ref. Number:  7003 1680 0002 6368 3401   

 Ref. Number:  7003 1680 0002 6368 3517 

- Hearings:  TBD 

 Ref. Number:  7011 0470 0002 6451 4053 

 Ref. Number:  7011 0470 0002 6451 4138 

- Pre-hearing Conference:  TBD 

 

F. Management Team Institute – August 7, 2012 

Theme: Creating a Culture of Collaboration 

 Agenda 

 Synopsis of Drive by Daniel H. Pink 

 

  From the conference, Ms. Perry highlighted points from District Update and Priorities for  

  2012-2013 presented by Superintendent Lyon. She also provided information regarding  

  a group activity based on ideas presented in Daniel H. Pink’s Drive. Ms. Perry also reported
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  on a presentation given by Ms. Peggy Harris about respectful communication in a diverse  

  world. 

 

 

 

III. Consent List:  It is recommended that the Personnel Commission consider approving a number of 

Agenda Items as a Consent List.  Consent Items are routine in nature, and can be enacted in one motion 

without further discussion.  This procedure conserves meeting time for a full discussion of significant 

issues. 

  

A. Approve Classified Personnel Eligibility List(s): 

 

Classification                  # Eligibles 
  

   Cafeteria Worker I       12 

   Campus Security Officer      19 

   Children’s Center Assistant      38 

   HVAC Mechanic         5 

   Instructional Assistant – Music     14 

   Instructional Assistant – Physical Education    10 

   Instructional Assistant – Special Education    26 

   Physical Activities Specialist      37 

   Specialized Instructional Assistant     14 

    

Motion by: Barbara Inatsugu 

Seconded by: Michael Sidley  

Vote:  2 – 0 

 

 

 

List Extension  (Personnel Commission Rule §6.1.3.: Duration of Eligibility Lists) 

 

Administrative Assistant 42 

 

Motion by: Barbara Inatsugu 

Seconded by: Michael Sidley  

Vote:  2 – 0 

 

Human Resources Technician 19 

 

Motion by: Barbara Inatsugu 

Seconded by: Michael Sidley  

Vote:  2 – 0 
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Instructional Assistant - Bilingual    6 

 

Motion by: Barbara Inatsugu 

Seconded by: Michael Sidley  

Vote:  2 – 0 

    

 

 

IV. Discussion/Action Items/or Other Information:   

 

A. Action Item(s): 

 

1. Advanced Step Placements:   

 

a.  The Director of Classified Personnel recommends that the Personnel Commission 

approve Advanced Step Placement for new employee Diane Greenseid in the 

classification of Elementary Library Coordinator pursuant to Personnel Commission 

Rule §12.2.4.(B): Salary on Employment based on criteria for the minimum experience 

and education.  

Director’s Recommendation:  Approve   

 

 Motion by: Barbara Inatsugu 

 Seconded by: Michael Sidley  

 Vote:  2 – 0 

 

 

b. The Director of Classified Personnel recommends that the Personnel Commission 

approve Advanced Step Placement for new employee Nicholas Maxson in the 

classification of HVAC Mechanic pursuant to Personnel Commission Rule §12.2.4.(B): 

Salary on Employment based on criteria for  the minimum experience and 

education.  

  Director’s Recommendation:  Approve   

 

 Motion by: Barbara Inatsugu 

 Seconded by: Michael Sidley  

 Vote:  2 – 0 

 

Instructional Assistant Classifications 

 

c.  The Director of Classified Personnel recommends that the Personnel Commission 

approve Advanced Step Placement for new employee Gladys Souza in the classification 

of Instructional Assistant – Developmental Health pursuant to Personnel Commission 

Rule §12.2.4.(B): Salary on Employment based on criteria for the minimum experience 

and education.  

Director’s Recommendation:  Approve   

 

 Motion by: Barbara Inatsugu 

 Seconded by: Michael Sidley  

 Vote:  2 – 0 
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d. The Director of Classified Personnel recommends that the Personnel Commission 

approve Advanced Step Placement for new employee Byron Wade in the classification 

of Instructional Assistant – Specialized pursuant to Personnel Commission Rule 

§12.2.4.(B): Salary on Employment based on criteria for the minimum experience and 

education.  

Director’s Recommendation:  Approve   

 

 Motion by: Barbara Inatsugu 

 Seconded by: Michael Sidley  

 Vote:  2 – 0 

 

 

2. Classification Revisions:   

Director’s Recommendation:  Approve 

 

a. The Director of Classified Personnel recommends that the Personnel Commission approve 

the revision to the Accountant classification specification within the Fiscal Services 

  

 Motion by: Barbara Inatsugu 

 Seconded by: Michael Sidley  

 Vote:  2 – 0 

 

 

3. Recruitment for the Director of Classified Personnel – Timelines – tabled till August 23, 

2012 
 Director’s Recommendation:  Approve   

 

 Motion by: Barbara Inatsugu 

 Seconded by: Michael Sidley  

 Vote:  2 – 0 

 

 Ms. Perry provided an overview of the recruitment for the Director of Classified 

 Personnel including the classification specification revisions. It was determined to table 

 this agenda item until August 23, 2012 for a special meeting of Personnel Commission to

 clarify the dual reporting structure. 

 

B. Discussion Item(s): 

 

1. Personnel Requisition Status Report 

 

Ms. Stephanie Perry, Human Resources Analyst, provided a brief overview of the sixteen 

(16) vacancies.  

 

2. First Reading of Changes to Merit Rule:  

 Chapter XIV: Disciplinary Action and Appeal 

 Chapter XVI: Grievance Procedure  

 

 Commissioner Inatsugu suggested several revisions to the first draft of the Merit Rules. 

These suggestions will be presented to the Advisory Rules Committee for their 

considerations.  
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 Commissioner Sidley presented his concerns regarding the Merit Rules language based 

on the California Education Code. 

 Ms. Beth Papp, Advisory Committee Member, explained the revision process from the 

Committee’s point of view. The Merit Rules are revised in concurrence with the SEIU 

Contract and the California Education Code.  

 

3. Personnel Commission’s Twelve-Month Calendar of Events 

 2012 – 2013 

 

 No changes 

 

C. Information Item(s): 

 

1. Classified Personnel – Merit Report - No. A.28 

 July 18, 2012 

 Classified Personnel – Merit Report - No. A. 11 

 August 1, 2012 

2. Classified Personnel – Non-Merit Report – No. A.29 

 July 18, 2012 

 Classified Personnel – Non-Merit Report – No. A.12 

 August 1, 2012 

 

 Ms. Perry drew attention to the Board of Education Merit and Non-Merit reports from 

 July 18, 2012 and August 1, 2012 for the Personnel Commission’s review.   

 Commissioner Inatsugu inquired about the temporary/additional assignments for 

 the Facility Permits Department. These assignments are set up as needed for future 

 events that will take place on the District’s facilities in the next school year. 

 

3. Merit Rules Review Tracker 

 

No changes 

 

4. Workforce Organization Development and Strategic District Partnership Tracker 

 

No changes  

 

 

 

V. Personnel Commission Business: 

 

A. Personnel Commissioner Comments 

 

None 
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B. Future Items  

 

Re-appointment of a 

Personnel Commissioner 

 September 

2012 

Personnel Commission 

Annual Report 

 September 

2012 

 

Commissioner Inatsugu inquired about any documentation necessary for her request to be 

re-appointed for the next term. Dr. Young will provide her with all necessary paperwork in 

the near future. 

Ms. Perry presented Personnel Commission Annual Report 2010-2011 for the Personnel 

Commission’s review. 

 

 

 

VI. Next Special Personnel Commission Meeting: 

Thursday, August 23, 2012, at 4:00 pm - District Office Board Conference Room 

 

 

 

 Next Regular Personnel Commission Meeting: 

Tuesday, September 11, 2012, at 5:00 pm - District Office Board Room 

 

 

  

VII. Adjournment:  There being no further business to come before the Personnel Commission, it is 

recommended that the meeting be adjourned. 

 

 

  Motion by: Barbara Inatsugu 

  Seconded by: Michael Sidley  

  Vote:  2 – 0 

 

 

TIME ADJOURNED:  6:23 p.m. 

 

 

Submitted by:  _____________________ 

    Wilbert Young, Ph.D. 

    Secretary to the Personnel Commission 

    Director, Classified Personnel 

 

 

 

 

If you wish to receive a full copy of the Personnel Commission Agenda Packet, please contact the Personnel 

Commission Office at (310) 450-8338, ext. 70-279. 



SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 

PERSONNEL COMMISSION 

District Office Board Conference Room 

1651 Sixteenth Street, Santa Monica CA  90404 

  

MINUTES 

 

SPECIAL MEETING 

August 23, 2012 @ 4:00 p.m. 

District Office Board Conference Room 

 
Electronically Recorded 

 

       

 

PERSONNEL COMMISSIONERS:  Mrs. Barbara Inatsugu and Mr. Michael Sidley 

 

 

I. General Functions: 

 

A. Call to Order:  The Special Meeting of the Personnel Commission was called to order at 

4:02 p.m. 

 

 

B. Roll Call:  Commissioners Inatsugu and Sidley were present.  

 

 

C. Pledge of Allegiance:   

 

 

D. Motion to Approve Agenda: 

 

Motion by: Barbara Inatsugu 

Seconded by: Michael Sidley  

Vote:  2 – 0 

  

Commissioner Sidley amended the agenda removing agenda item I.C.  

 

 

E. Public Comments: Public Comments is the time when members of the audience may address 

the Personnel Commission on items not scheduled on the meeting’s agenda.  All speakers are 

limited to three (3) minutes.  When there are a large number of speakers, the Personnel 

Commission may reduce the allotted time to two (2) minutes per speaker.  The Brown Act 

(Government Code) states that Personnel Commission members may not engage in discussion of 

issues raised during “Public Comments” except to ask clarifying questions, make a brief 

announcement, make a brief report on his or her own activities, or to refer the matter to staff. 

 

1. Request to Speak on Agenda Items 

2. Request to Speak on Non-agenda Items 

 None 
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II. Action/Discussion Items/or Other Information:   

 

A. Action Item(s): 

 

1. Classification Specification Revision – Director-Classified Personnel 

 Director’s Recommendation:  Approve   

 

Motion by: Barbara Inatsugu 

 Seconded by: Michael Sidley 

 Vote:  2 - 0 

 

  

 Dr. Young reviewed amendments in the classification specifications for Director of 

 Classified Personnel.  

 Commissioner Inatsugu made a motion with amendments regarding removal of the dual 

 reporting structure, supervision of the Director by the Assistant Superintendent of 

 Human Resources, and regular reporting of the Director to the Assistant Superintendent 

 of HR. 

 Commissioner Sidley proposed to adjourn the meeting since he was in disagreement 

 with the motion and would not second it. He moved to adjourn, and Commissioner 

  Inatsugu did not second it requesting an opportunity to explain her motion. 

 Commissioner Sidley restated he would not second the original motion with proposed 

 amendments. 

 Commissioner Inatsugu presented her rational for removing the dual reporting structure

 from the classification specification due to the fact that the reorganization of the Human 

 Resources Department and the Personnel Commission has not been implemented at this  

 time. The possibility of such reporting structure is well communicated in the job bulletin 

 used in the recruitment. 

 Commissioner Sidley proposed to approve the classification specification with the current 

 amendments which include the dual reporting structure as an expression of collaboration

 with the District, yet the language does not bide the Personnel Commission to adhere to 

 the dual alignment.  

 Mrs. Washington, the Assistant Superintendent of HR, concurred with the proposed 

 amendments as a starting point for the recruitment so that the applicants are aware of 

 the planned change in a reporting relationship.  

 Mrs. Cartee-McNeely, the Chief Steward, stated that the Union does not support 

 the proposed revisions. She expressed the Union’s concerns about  the Personnel 

 Commission’s ability to be objective if the Director would report to the District’s 

 Administration as well as to the Personnel Commission. The fact that the District and 

 the Personnel Commission are independent bodies does not mean that there is  

 no effective collaboration. 

 Mrs. Washington presented several examples of dual reporting structure from various 

 merit school districts. 

 Superintendent Lyon expressed her support for the dual reporting structure so that 

 the Human Resources Department and the Personnel Commission work more 

 collaboratively.  

 Ms. Stephanie Perry commented on the examination process and selection criteria in the 

 recruitment for the Director of Classified Personnel.  
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 Commissioner Sidley provided a rational for the Personnel Commission being objective 

 in disciplinary hearings. 

 Commissioner Inatsugu expressed her concern about the Director’s role if a conflict of 

 interests occurs between the District’s actions and merit principles. 

 Mrs. Washington stated that the ultimate responsibility to make decisions would lie with 

 the Personnel Commission regarding the Director’s supervision.  

 Commissioner Inatsugu agreed with Mrs. Washington regarding the ultimate authority 

  of the Personnel Commission, but she was concerned about the Director’s role and 

 insubordination to the Assistant Superintendent of Human Resources if he makes 

 decisions that are not in line with the District’s. 

 Dr. Young pointed out that the memorandum of understanding would be developed

 for specific duties and scenarios to provide cover for the Director so that he/she would not 

 be charged with insubordination. 

 Commissioner Sidley seconded a motion to move the language regarding the Assistant 

 Superintendent’s supervision from the basic functions to the ability section.  

 In the essential duties section, the language regarding regular reporting to the Assistant 

 Superintendent of Human Resources was amended to regular briefing on the status of 

 classified service. Under the supervision section, there would be a revision stating that the 

 supervision and direction are received from any designee or delegatee of the Personnel 

 Commission and/or the Assistant Superintendent of Human Resources.  

 Mrs. Washington requested to revise language regarding the Director reviewing criminal 

 conviction information. The current practice is that this information is limited only to 

 the Human Resources Department. Dr. Young stated that in the past the Director of 

 Classified Personnel was able to review the Department of Justice reports in order to 

 generate correspondence to the applicant regarding his inability to be employed by 

 the District. If the applicant appealed the decision, the Director of Classified Personnel 

 was able to provide explanation. Currently, the Assistant Superintendent of Human 

 Resources is not allowed to share specifics of the conviction.  

 Commissioner Sidley made a motion to revise the language that the Director of Classified 

 Personnel would  receive, the criminal conviction information from authorized District 

 representatives. 

 

Motion by: Barbara Inatsugu 

 Seconded by: Michael Sidley 

 Vote:  2 - 0 

 

 

 

III. Next Regular Personnel Commission Meeting: 

Tuesday, September 11, 2012, at 5:00 pm - District Office Board Room 
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IV. Adjournment:   
There being no further business to come before the Personnel Commission, it is recommended that the 

meeting be adjourned. 

 

Motion by: Barbara Inatsugu 

 Seconded by: Michael Sidley 

 Vote:  2 - 0 

 

 

   TIME ADJOURNED:  5:20 p.m. 
 

 

 

Transparency: characterized by visibility or ability to access information especially concerning business practices.  It may 

include open meetings, financial disclosure statements,  the freedom of information legislation, budgetary reviews, audits, 

etc. 

The Personnel Commission’s intention is to create a safe environment to be able to ask unpopular questions.  The Personnel 

Commission is committed to accomplish its work in a transparent manner. 

 

 

 

Submitted by:  _____________________ 

    Wilbert Young, Ph.D. 

    Secretary to the Personnel Commission 

    Director, Classified Personnel 

 

 

 

 

If you wish to receive a full copy of the Personnel Commission Agenda Packet, please contact the Personnel 

Commission Office at (310) 450-8338, ext. 70-279. 

 



 

 

II. Report From The Director Of Classified 

Personnel: 

 
A. Selection Process for a New Personnel Commissioner - Update 

 

B. Recruitment for the Director of Classified Personnel - Update 

 

C. Approved Professional Experts Request (less than 90 working days 

or total of 720 work hours per Personnel Commission Rule 

§3.1.5.(C): Professional Expert Program) by the Director of 

Classified Personnel 

 Mr. Mark Harris, Technical Specialist II, Guitar Instructor, 

 from August 22,  2012 to June 11, 2013, Olympic High School  

 Ms. Nena Lauerman, Technical Specialist II, Community  

 Service  Coordinator, from August 14, 2012 to June 30, 2013, 

 Malibu High School  

 Ms. Josephine Moerschel, Technical Specialist II, Music 

 Clinician,  from August 22, 2012 to June 11, 2013, John Adams 

 Middle School 

 Mr. Peter Senchuk, Technical Specialist II, Music Clinician, 

 from August 22,  2012 to June 11, 2013, John Adams Middle 

 School 

 Ms. Jennifer Roth, Technical Specialist II, Music Clinician, 

 from August 22, 2012 to June 11, 2013, John Adams Middle 

 School 

 Ms. Meghan Turner, Technical Specialist II, Music Clinician, 

 from August 22, 2012 to June 11, 2013, John Adams Middle 

 School 

 

D. Merit Rules Advisory Committee (A.R.C.) Update 

 Advisory Rules Committee Agenda – August 23, 2012 

 

E. Disciplinary Pre-hearing Conferences (TBD) 

 Ref. Number:  7011 0470 0002 6451 4053 

 Ref. Number:  7011 0470 0002 6451 4138 

 

F. Approved Working Out of Class Request (90 working days per 

Personnel Commission Rule §3.2.8.(C): Working Out of Class) by the 

Director of Classified Personnel 

 Mr. Jeffrey Peoples, Custodian in the position of the Plant 

Supervisor from August 18, 2012 to August 24, 2012 



 

 

SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 

Advisory Rules Committee (A.R.C.) 

District Office Testing Room 

1651 Sixteenth Street, Santa Monica CA 90404 

 

AGENDA 

 

August 23, 2012 @ 1:00 p.m. 

 

 

 

 

 

 

1. 1
st
 Reading by Commission on 8.14.12 

 

 A. Review of Chapter XIV:  Disciplinary Action and Appeal (cont.) 

 B. Review of Chapter XVI:  Grievance Procedure 

 

 

2. Review of Rule 1.3:  Definition of Terms (cont.) 

 

 

3. Other Business: 

 

 

4. Next Regular A.R.C. Meeting 

 

o 9.13.12 

 

 

 

 

 

 

 





 

 

 
 

 

III.  Consent List: 
 

A. Approve Classified Personnel Eligibility List(s): 

 

Classification                 # Eligibles 
    

   Bus Driver        4 

   Gardener        9 

   Health Office Specialist     11 

   Swimming Instructor – Lifeguard     4 

    

Motion by: _____________________ 

Seconded by: _____________________ 

Vote:  _____________________ 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

IV.  Action Items/ Discussion/or Other Information: 
 

 

A. Action Item(s): 

 

 

1. Reappointment of a Personnel Commissioner 

 

 Motion by: _____________________ 

 Seconded by: _____________________ 

   Vote:  _____________________ 

 

2. Advanced Step Placements:   

 

a.  The Director of Classified Personnel recommends that the 

Personnel Commission approve Advanced Step Placement for 

new employee Shanelle Franks in the classification of 

Instructional Assistant - Developmental Health pursuant to 

Personnel Commission Rule §12.2.4.(B): Salary on Employment 

based on criteria for the minimum experience and education.  

Director’s Recommendation:  Approve   

 

 Motion by: _____________________ 

 Seconded by: _____________________ 

   Vote:  _____________________ 

 

 

 

 

 

 

 

 



b. The Director of Classified Personnel recommends that the 

Personnel Commission approve Advanced Step Placement for 

new employee Caryl Hall in the classification of Accountant 

pursuant to Personnel Commission Rule §12.2.4.(B): Salary on 

Employment based on criteria for the minimum experience and 

education.  

 Director’s Recommendation:  Approve   

 

 Motion by: _____________________ 

 Seconded by: _____________________ 

   Vote:  _____________________ 

 

3. Scheduling Disciplinary Hearings 

 

a. Ref. Number:  7003 1680 0002 6368 3401  (half day) 

 

 Motion by: _____________________ 

 Seconded by: _____________________ 

   Vote:  _____________________ 

 

b. Ref. Number:  7003 1680 0002 6368 3517 (full day) 

  

 Motion by: _____________________ 

 Seconded by: _____________________ 

   Vote:  _____________________ 

 

B. Discussion Item(s): 

1. HR-PC Reorganization 

2. Personnel Requisition Status Report 

3. Personnel Commission’s Twelve-Month Calendar of Events  

 2012 – 2013 

 

C. Information Item(s): 

1. Classified Personnel – Merit Report - No. A.13 

 August 15, 2012 

 Classified Personnel – Merit Report - No. A. 25 

 September 6, 2012 

2. Classified Personnel – Non-Merit Report – No. A.14 

 August 15, 2012 

 Classified Personnel – Non-Merit Report – No. A.26 

 September 6, 2012 

3. Merit Rules Review Tracker 

4. Workforce Organization Development and Strategic District 

Partnership Tracker 

 











































PERSONNEL COMMISSION 

SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 

Regular Meeting:  Tuesday, September 11, 2012  
 

 

AGENDA ITEM NO: IV.A.2.a. 

 

SUBJECT: Advanced Step Placement – Shanelle Franks  

 

 

BACKGROUND INFORMATION: 

 

Classification Title:  

Instructional Assistant- Developmental/Health 

 

Employee:   

Shanelle Franks 

Education and Experience: 

 

 At least three hundred (300) contact hours paid or 

voluntary experience with individuals with special 

needs.  

 At least one (1) year of experience working with 

students with health/orthopedic impairments is 

highly desirable. 

 Completed 48 units at an institution of higher 

learning; or 

 Obtained an Associate’s (or higher) degree; or 

 Must pass the District’s Instructional Assistant 

written examination demonstrating knowledge of 

and the ability to assist in instructing reading 

readiness, writing readiness and mathematics 

readiness. 

 

 

 

 Shanellee has over 4,000 contact hours working 

with individuals with disabilities.  

 

 Shanelle is a Licensed Vocational Nurse 

 

 Shanelle  has passed the District’ examinations. 

 

 
DIRECTOR’S RECOMMENDATION: 
 

Ms. Franks’s professional training and experience significantly exceed the minimum requirements 

specified for this classification.  The Director of Classified Personnel recommends that the 

Personnel Commission approve this request for Advanced Step Placement at Range 23, Step F on 

the 2006-07 Classified Employee’s Salary Schedule pursuant to Merit Rule Rule §12.2.4. (B) 

Salary on Employment (attachments). Pay rate at Step A is $13.83/hour; Step F is $17.66/hour. The 

net difference in pay is an increase of $3.83 per hour. 

 

 

Motion by: __________________ 

Second by: __________________ 

Vote:  __________________ 



1

Younan, Julie

From: shanelle Franks <shanelle.franks@gmail.com>
Sent: Thursday, August 23, 2012 8:52 AM
To: Younan, Julie
Subject: RE: Pay Rate 

To whom it may concern: 
 
I am really pleased to receive a job offer of Instructional Assistant Developmental Health with the Santa Monica School 
District. I feel confident I will make a significant contribution to the growth and learning of the children I will assist. Santa 
Monica School District is a place where I can utilize my Nursing skills to assist my assigned student and also contribute to 
other children in the classroom. The terms you have described in the offer are acceptable, with a minor changes. 
 
The offered hourly rate of $13. CBsalary.com and SimplyHired.com indicate that the average salary for a Special 
Education Aide in Santa Monica is $34k-$54k which equates to roughly $16-$26 an hour. I would like you to consider an 
hourly rate of $18 as I believe it is more corresponding with the experience and knowledge I am able to provide. It is also 
good to mention that this is my current hourly rate. Salary is of course not my primary motivation, however, the offered 
rate would result in a dramatic reduction in living standards. 
 
I know I will perform extremely well serving the Santa Monica School District as an Instructional Assistant of 
Development Health. I have worked with my current patient in the classroom setting last school year and am very 
knowledgeable of the general classroom procedures, special instructions, and communication procedures. I believe that 
the goals of the District and my personal goals can be achieved once I hold this role. Please, let me know what you think 
about my suggestion. I am open for any discussions and looking forward to beginning as soon as possible. 
 
Best Regards Shanelle L. Franks 



SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 

 

CLASS TITLE:  INSTRUCTIONAL ASSISTANT-DEVELOPMENTAL HEALTH 
 

Classified Employee’s Salary Schedule: A-23 

 
BASIC FUNCTION: 
 

Under the general supervision of an administrator, the Instructional Assistant-Developmental 
Health will provide assistance with implementation of instructional programs for students with 
significant disabilities; will provide assistance in meeting special health care needs which may 
include feeding, toileting, diapering, and/or personal hygiene, positioning students in 
wheelchairs and other orthopedic equipment, and monitoring physical health conditions of 
students who are medically fragile, in accordance with established procedures. 

 

REPRESENTATIVE DUTIES: 
 

ESSENTIAL DUTIES: 

 Assists with specialized physical health care services, such as lifting and positioning 
students in/out of wheelchairs, braces, and other orthopedic equipment, and operating 
medical equipment as appropriate (e.g., gastrostomy tube, tracheotomy tube, colostomy) 
after receiving necessary training. 

 Assists teachers with activities for students with special needs in all educational settings 
individually and/or groups to provide instructional support in, but not limited to, cognitive, 
gross/fine motor and adaptive behavior skills, vocational skills, social and leisure skills, 
physical development and fitness.  

 Assists students to and from transportation (on the bus as needed) within the school 
schedule by wheeling beds and chairs; positioning and repositioning students and 
operating medical equipment as appropriate (e.g., gastronomy tube, tracheotomy tube, 
colostomy) after receiving necessary training; assists during the transporting and 
instruction of students in off-campus or community based settings. 

 Assists the teacher in maintaining health/ safety of severely and multiple handicapped 
students by being aware of the environment and the potential hazards of each child’s 
actions; assist the teacher according to established guidelines and procedures.   

 Serves/prepares meals and feeds students with severe eating problems; monitors self-
feeding students as directed by a teacher/health plan; when appropriate, use 
gastrostomy and suctioning equipment and takes appropriate action when students have 
difficulty while eating.   

 Helps provide assistance for the students with personal hygiene/grooming; monitor 
individual bathroom routines; change diapers and/or clothing as needed. 

 Assists designated instructional service providers with physical development activities 
when applicable.  

 Administers medication, first aid and/or CPR in accordance with established health plan.  

 Performs routine sanitation duties to ensure a clean/sterile environment (e.g., clean 
dishes, tables, toys, therapy equipment).  

 Assists students in using computer applications and related assistive technology. 

 Attends trainings, workshops, and staff development meetings as required. 

 Assists teachers with implementation of student’s Individualized Education Program 
(IEP). 

 Completes reports and records, such as accident and incident reports. 

 



Instructional Assistant-Developmental Health       Page 2 
 

OTHER DUTIES: 

 Performs related duties as assigned. 

 

SUPERVISION: 
Supervision is received from a site administrator.  Technical and functional direction is received from 
teacher and District health personnel.  No supervision of other staff is exercised. 

 

KNOWLEDGE AND ABILITIES: 
 

KNOWLEDGE OF: 

 Basic child development as it relates to students with significant disabilities. 

 Special needs of students with severe and multiple health/medical problems. 

 Basic strategies and techniques of assisting in the instruction of students who are medically 
fragile. 

 Oral and written communication skills; correct English usage, grammar, spelling, 
punctuation, and vocabulary. 

 Basic mathematical skills. 

 Basic computer applications/assistive technology. 

 Personal hygiene practices; health and safety regulations (including first Aid and CPR 
procedures). 

 

ABILITY TO: 

 Assist teacher in responding to student health emergencies. 

 Assist in bathroom routines and feeding. 

 Prepare instructional materials and maintain records as directed by teacher. 

 Use basic computer applications and assistive technology. 

 Assist in lifting students and equipment. 

 Demonstrate awareness and sensitivity toward students and their individual differences in 
terms of abilities, cultures and languages. 

 Maintain confidentiality of student records or other sensitive and privileged information in 
accordance with district, state and federal mandates and other specified legal requirements 
or policies. 

 

EDUCATION AND EXPERIENCE: 
Any combination of: 

 

EDUCATION: 

Must have a high school diploma or its recognized equivalent and 

 Completed 48 units at an institution of higher learning; or 

 Obtained an Associate’s (or higher) degree; or 

 Must pass the District’s Instructional Assistant written examination demonstrating 
knowledge of and the ability to assist in instructing reading readiness, writing readiness 
and mathematics readiness. 
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EXPERIENCE:  

At least three hundred (300) contact hours paid or voluntary experience with individuals with 
special needs.  

 

At least one (1) year of experience working with students with health/orthopedic impairments is 
highly desirable. 

 

LICENSES AND OTHER REQUIREMENTS: 
Valid First Aid and CPR Certificate issued by an authorized agency.  Some positions in this 
classification may be required to utilize a designated second language. 

 

WORKING CONDITIONS: 
 

ENVIRONMENT: 

Diversified special education classroom environment including students with significant 
disabilities; subject to changing diapers and bathroom routines.   

 

PHYSICAL DEMANDS: 

May require sitting, stooping, crouching, standing, and walking to work with assigned students.  
Must have hand and finger dexterity to operate specialized equipment and instructional 
equipment, and lifting heavy students. 

 
 

DUTIES APPROVED CLASSIFICATION APPROVED 
BOARD OF EDUCATION: PERSONNEL COMMISSION: 
Approved 2005 June 14, 2005 

Revised February 21, 2006 

Revised September 19, 2006 

Revised September 2, 2008 

Title/Revision change from Instructional Assistant-
Health, March 10, 2009 

Title/Revision change from Developmental/Health 
Instructional Assistant, June 12, 2012 

 



PERSONNEL COMMISSION 

SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 

Regular Meeting:  Tuesday, September 11, 2012 
 

 

AGENDA ITEM NO: IV.A.2.b. 

 

SUBJECT: Advanced Step Placement – Caryl Hall 

 

 

BACKGROUND INFORMATION: 

 

Classification Title:  

Accountant 

 

Employee:   

Caryl Hall 

Education and Experience: 

 

Education: 

Educational attainment equivalent to 

Bachelor’s degree in Accounting or related 

field. 

 

Experience:  
Two or more years of professional accounting 

experience, including some fund accounting and 

bookkeeping experience. 

 

 

 

 

 

Education: 

 Caryl possesses a Bachelor’s degree in 

Accounting. 

 

Experience: 

 Caryl has 6+ years professional 

accounting experience. 

 

 
DIRECTOR’S RECOMMENDATION: 
 

Ms. Hall’s professional training and experience exceed the minimum requirements specified for this 

classification.  The Director of Classified Personnel recommends that the Personnel Commission 

approve this request for Advanced Step Placement at Range 41, Step C on the 2006-07 Classified 

Employee’s Salary Schedule pursuant to Merit Rule §12.2.4. (B) Salary on Employment 

(attachments).  Pay rate at Step A is $21.46/hour, Step C is $23.66/hour. The net difference in pay is 

an increase of $2.20 per hour. 

 

 

 

Motion by: __________________ 

Second by: __________________ 

Vote:  __________________ 







SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 
 
 
CLASS TITLE:  ACCOUNTANT 
 

Classified Employee’s Salary Range: A-41 

 
BASIC FUNCTION: 
 

Under general supervision, perform various types of accounting functions and prepare and 
reconcile accounting reports; maintain and update accounts codes and databases; assist other 
departments and interface with governmental representatives in reporting information; and 
perform other related work as necessary. 

 
REPRESENTATIVE DUTIES: 
 

ESSENTIAL DUTIES: 

 Update, verify, and review the financial activities of departments and sites having 
restricted categorical, grant, or gift budgets. 

 Prepare status reports for various grants and claims for various programs (including, but 
not limited to the Regional Occupational Program; prepare budgets and projections for 
categorical projects. 

 Collect and record cash receipts, accounts receivables, and returned checks and 
prepare related worksheets for general ledger accounting; reconcile cash deposits and 
sales records and bank statements. 

 Analyze general accounting practices to ensure activities meet compliance guidelines; 
analyze accounting practices in a variety of areas (including, but not limited to, school 
site ASB, cafeteria, Measure BB, and special education). 

 Review and reconcile fund expenditures and fund allocations to ensure accuracy of 
year-end closing statements; verify account numbers and balance; prepare supporting 
documentation for corrections needed throughout the year and at year-end closing. 

 Prepare month-end and year-end closing entries; generate monthly and quarterly 
financial statements and prepare activity and special reports as requested; make tax and 
accounting computations. 

 Prepare general ledger entries and reconcile information in subsidiary ledgers. 

 Analyze cash flow and prepare cash transfers as needed. 

 Provide information and technical assistance to District personnel regarding financial 
and accounting matters. 

 Prepare and reconcile inventory records and enters adjustments. 

 Assist with annual budget preparation. 

 Prepare claims, requisitions and reports required by the District and other governmental 
agencies and respond to related inquiries.  

 Review and process contract payments. 

 
OTHER DUTIES 

 Perform related duties as assigned. 
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SUPERVISION: 
General supervision is received from the Assistant Director of Fiscal Services or designated 
supervisor as determined by assigned department. No supervision of other staff is exercised. 

 
KNOWLEDGE AND ABILITIES: 
 

KNOWLEDGE OF: 

 Generally Accepted Accounting Principles (GAAP).  

 School accounting methods and procedures. 

 State and Federal statutes as related to educational system accounting. 

 Financial reporting methods. 

 Budgeting practices. 

 Bank and inventory accounting methods. 

 Problem solving techniques. 

 Office filing and record keeping techniques. 

 
ABILITY TO: 

 Operate personal computer to utilize spreadsheet and word processing applications, 
Internet, and electronic mail system. 

 Input data and operate ten-key calculator with speed and accuracy.  

 Prepare budget projections.  

 Review and analyze financial reports.  

 Audit accounts for propriety.  

 Identify and correct accounting errors.  

 Communicate effectively with school administrators, program coordinators, and 
educational agency representatives. 

 Establish and maintain cooperative working relationships with those contacted in the 
course of work.  

 Schedule, organize, and complete work in accordance with deadlines.  

 Understand and interpret school accounting procedures. 

 Accurately maintain work records and compile operating, budget, program, or activity 
reports. 

 Demonstrate flexibility and respond to changing requirements and job assignments. 

 Work independently with little direction. 
 
EDUCATION AND EXPERIENCE 
 

EDUCATION: 

Educational attainment equivalent to Bachelor’s degree in accounting or related field.   

 

EXPERIENCE: 

Two (2) or more years of professional accounting experience, including some fund accounting and 
bookkeeping experience. 
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LICENSES AND OTHER REQUIREMENTS: 
None. 

 
WORKING CONDITIONS: 
 

ENVIRONMENT: 

This is primarily a sedentary classification and the employee works in an office environment with 
moderate noise levels, controlled temperature conditions and no direct exposure to hazardous 
physical substances.  The employee interfaces with school administrators, program coordinators, 
and educational agency representatives in preparing reports, reviewing accounting activities, and 
requesting and providing information.   

 

PHYSICAL DEMANDS: 
Finger dexterity is needed to access, enter and retrieve data using a computer keyboard or 
calculator and to operate standard office equipment.  Physical demands include bending, 
stooping, reaching, pushing and pulling drawers to retrieve and file information.  Lifts and carries 
reports and records that typically weigh less than twenty (20) pounds. 

 
 

DUTIES APPROVED CLASSIFICATION APPROVED 
BOARD OF EDUCATION: PERSONNEL COMMISSION: 
No date. June 2001 

 Revised August 14, 2012 

 



Personnel Commission Merit Rule 12.2.4.B – Approved by the Personnel Commission:  January 12, 2010 

RULE 12.2.4.B:  SALARY ON EMPLOYMENT  
 
 

A new employee may request or be recommended for Advanced Step Placement within 
the first sixty (60) working days during the probationary period.  If the new employee is 
granted Advanced Step Placement, the salary rate shall be retroactive to the date of entry 
in the classification.  The request or recommendation shall be submitted, in writing, to the 
Director of Classified Personnel.  The Advanced Step Placement is subject to the 
recommendation of the Director of Classified Personnel and approval of the Commission.  
The Director of Classified Personnel shall base the recommendation on a determination 
that the new employee’s previous experience and qualifications substantially exceed the 
qualifications of the classification. 

 
 
 
 
 
 





PERSONNEL COMMISSION 

SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 

Regular Meeting:  Tuesday, September 11, 2012  
 

 

AGENDA ITEM NO: IV.A.3. 

 

SUBJECT: Scheduling Disciplinary Hearings – Ref. Number 7003 1680 0002 6368 3401 (Half 

Day) and Ref. Number 7003 1680 0002 6368 3517 (Full Day) 

 

 

BACKGROUND INFORMATION: 

 

Since we are having extreme difficulty coordinating schedules for the disciplinary hearings for Ref. 

Number 7003 1680 0002 6368 3401 and Ref. Number 7003 1680 0002 6368 3517, pursuant to the 

Personnel Commission Rule 14.2.2.A., at the regular Personnel Commission meeting on September 

11, 2012, the Personnel Commission will determine the date and time these hearings will be held in 

November 2012. 

 

Personnel Commission Rule 14.2.2.A. Procedure for Hearing: 

 

After an employee has made and filed an appeal in answer to the charges against him/her, 

the Commission shall investigate, or cause to be investigated, the matter on appeal and may 

require further evidence from either party.  The Commission may, and upon request of the 

appellant, shall order a hearing.  If a hearing is so ordered, the Commission shall fix the 

time and place of the hearing. The hearing shall be held within a reasonable length of time 

from the receipt of the appeal and the Director of Classified Personnel shall provide written 

notification to all parties. 

 

 

DIRECTOR’S RECOMMENDATION:  . Ref. Number 7003 1680 0002 6368 3401 (Half Day)  

 

The Director of Classified Personnel recommends that the Personnel Commission shall fix the time 

and place of the hearing for Ref. Number 7003 1680 0002 6368 3401 (Half Day), pursuant to 

Personnel Commission Rule 14.2.2.A. Procedure for Hearing 

 

 

Motion by: __________________ 

Second by: __________________ 

Vote:  __________________ 

 

 

DIRECTOR’S RECOMMENDATION:  . Ref. Number 7003 1680 0002 6368 3517 (Full Day)  

 

The Director of Classified Personnel recommends that the Personnel Commission shall fix the time 

and place of the hearing for Ref. Number 7003 1680 0002 6368 3517 (Full Day), pursuant to 

Personnel Commission Rule 14.2.2.A. Procedure for Hearing 

 

 

Motion by: __________________ 

Second by: __________________ 

Vote:  __________________ 





PERSONNEL COMMISSION 

SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT 

Regular Meeting:  Tuesday, September 11, 2012  
 

 

AGENDA ITEM NO: IV.B.1. 

 

SUBJECT: HR-PC Reorganization 

 

 

BACKGROUND INFORMATION: 

 

This item is brought before the Personnel Commission at the request of Commissioner Sidley.  In 

order to facilitate this discussion, the following information is presented: 

 

 Class specifications for human resources administrators and organizational charts from 

several school districts 

 

 Example of a Memorandum of Understanding 

 

 Proposed organizational chart for HR and PC 

 

DIRECTOR’S RECOMMENDATION  

 

The Director of Classified Personnel recommends that the Personnel Commission discuss the 

organizational realignment of the HR and PC Departments 
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Req Status Count

* Cert. List 5
[Selection interviews held/scheduled for the positions.]

* Open 7
[None of these positions are on Transfer Bulletin.]

Total: 12

Count

* Previous Requisition Total (08/07/12) 16

* Requisitions Received (+) 8

* Requisitions Filled (-) 11  

* Requisitions Cancelled/On Hold (-) 1

* Current Requisition Total (09/05/12) 12

Personnel Commission

 REQUISITION STATUS 

 REQUISITION ACTIVITY 

as of September 6, 2012
Personnel Requisition Executive Summary



Req Status 9/8/2011 10/6/2011 10/28/2011 12/7/2011 1/4/2012 3/7/2012 4/11/2012 5/2/2012 6/6/2012 7/2/2012 8/9/2012 9/6/2012

Cert. List 10 9 5 23 7 6 3 3 4 4 10 5

Open 37 33 39 17 33 9 7 5 5 9 6 7

Total 47 42 44 40 40 15 10 8 9 13 16 12

Req Status:  "Cert. List" indicates that the Personnel Commission staff has submitted a list of names of persons who have qualified in all parts of the appropriate 

examination process to the appointing authority.  "Open" indicates that the appointing authority has not received a Cert. List.

Personnel Commission

Personnel Requisition Monthly Comparison





# Req. ID Date From HR Requisition Title Dept/Site FTE% Hrs Per Day

Position Type 
1

Replacing

Transfer 

Bulletin # PC Status 
2

Cert Date Comments 3+ Ranks

1 13-018 08/14/12 ATHLETIC TRAINER SANTA MONICA HIGH 87.50 7 Vac HOLLIE TIRRELL 4 Open

RECRUITMENT OPENED 08/15/12 THROUGH 

09/07/12.  A SUBSTITUTE WAS PROCESSED ON 

08/27/12 TO FILL POSITION DURING 

RECRUITMENT PROCESS.   APPLICATION 

SCREENING IN PROGRESS.  EXAM 

ADMINISTRATION TENTATIVELY SCHEDLED FOR 

WEEK OF 09/24/12.  [TRANSFER BULLETIN #04 

CLOSED 08/21/12.] 

2 13-014 07/26/12 CHILDREN'S CENTER ASST CHILD DEVEL SVCS 43.75 3.5 Vac LETICIA BATEY 2 Cert. List 08/07/12

STAFF COORDINATING WITH HIRING AUTHORITY 

TO SCHEDULE SELECTION INTVW DATE(S).  

[TRANSFER BULLETIN #02 CLOSED 08/07/12.] 

YES

3 13-024 08/23/12
ELEMENTARY LIBRARY 

COORDINATOR
SMASH 25.00 2 Vac

CLAIRE SWARTZ-

MILLER
5 Open

08/28/12, STAFF CONTACTED HIRING AUTHORITY 

TO DETERMINE POSITION SPECIFICS (DAYS, 

HOURS, ETC.)  AND CANVASSING LIST OF 

ELIGIBLES FOR CERTIFICATION.  SELECTION 

INTVWS TO BE SCHEDULED IN CONJUNCTION 

WITH CERTIFICATION OF ELIBILES.  [TRANSFER 

BULLETIN #05 CLOSED 08/30/12.]

4 13-020 08/13/12 GARDENER
GROUNDS 

MAINTENANCE
100.00 8 Vac BARTON BURDICK - Cert. List

08/27/12, 

08/29/12

RECRUITMENT OPENED 03/22/12 TO 04/17/12.  

WRITTEN EXAM ADMINISTERED 05/03/12.  

PERFORMANCE EXAM ADMINISTERED 08/08/12.  

REQUISITION RECEIVED 08/13/12 AND POSTED ON 

TRANSFER BULLETIN #04 (WHICH CLOSED 

08/21/12).  SELECTION INTVWS CONDUCTED 

08/29/12 AND 08/31/12.  SELECTION PENDING.

YES

5 13-001 07/11/12 HEALTH OFFICE SPECIALIST STUDENT SERVICES 43.75 3.50 Vac
LESLIE 

HENDERSON
1 Cert List 08/29/12

TWO OF THREE ELIGIBLES INTERESTED IN 

POSITION.  RECRUITMENT OPENED 07/16/12 

THROUGH 08/03/12 TO SECURE ADDITIONAL 

ELIGIBLES.  EXAM (QUALIFICATIONS APPRAISAL 

INTERVIEW) ADMINISTERED 08/23/12.  SELECTION 

INTVW HELD 09/04/12.  SELECTION PENDING.   

[TRANSFER BULLETIN #01 CLOSED 07/17/12.]

YES

Personnel Commission

Personnel Requisition Detailed Report
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# Req. ID Date From HR Requisition Title Dept/Site FTE% Hrs Per Day

Position Type 
1

Replacing

Transfer 

Bulletin # PC Status 
2

Cert Date Comments 3+ Ranks

Personnel Commission

Personnel Requisition Detailed Report

6 12-223 06/13/12
INSTRUCTIONAL ASST-PHYSICAL 

ED
LINCOLN MIDDLE 75.00 6.00 Vac QUENTIN PRICE 39 Cert. List 06/29/12

ON 06/29/12, STAFF CONTACTED HIRING 

AUTHORITY REGARDING SELECTION INTVW 

DATE.   INTVWS WERE TENTATIVELY SCHEDULED 

FOR WEEK OF 08/06/12 WITH THE ONE FEMALE 

ELIGIBLE.  RECRUITMENT RE-OPENED 

TEMPORARILY.  ON ON 08/27/12, HIRING 

AUTHORITY ADVISED THAT ALTHOUGH THE 

POSITION INITIALLY REQUIRED A FEMALE 

CANDIDATE, A MALE CANDIDATE IS NOW 

ACCEPTABLE.  EXAM TENTATIVELY SCHEDULED 

FOR WEEK OF 09/24/12.  [TRANSFER BULLETIN 

#39 CLOSED 06/25/12.]  

NO

7 13-025 08/28/12
INSTRUCTIONAL ASST-SPECIAL 

ED

MCKINLEY 

ELEMENTARY
50.00 4.00 New --- 6 Open [TRANSFER BULLETIN 06 CLOSED 09/03/12.]

8 13-026 08/23/12
INSTRUCTIONAL ASST-SPECIAL 

ED
SANTA MONICA HIGH 50.00 4.00 Vac

AMANDA 

SAUGSTAD
6 Open [TRANSFER BULLETIN 06 CLOSED 09/03/12.]

9 12-103 09/08/11
SCHOOL OCCUPATIONAL 

THERAPY ASST (COTA)
SPECIAL ED 100.00 8.00 Vac KARI ISACKSON 7 Open

RECRUITMENT OPENED 09/08/11 UNTIL FILLED.  

POSITION ADVERTISED WITH A VARIETY OF 

SOURCES. [TRANSFER BULLETIN #7 CLOSED 

09/14/11.]

10 13-013 07/26/12 SENIOR OFFICE SPECIALIST MALIBU HIGH 50.00 4.00 Vac LERY ESPINOSA 2 Open

SELECTION INTVWS SCHEDULED 09/07/12.  

SUBSTITUTE IN PLACE PENDING SELECTION. 

NOTE:  POSITION WAS TEMPORARILY PLACED ON 

HOLD UNTIL CURRENT EMPLOYEES COMPLETED 

EXERCISE OF DISPLACEMENT RIGHTS.  

[TRANSFER BULLETIN #02 CLOSED 08/07/12.]

Report Date:  September 5, 2012 Page 2 of 3
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Personnel Commission

Personnel Requisition Detailed Report

11 13-023 08/23/12 SPORTS FACILITY ATTENDANT BUSINESS SERVICES 55.00 4.40 Vac RAMEZ GIUGUIS 5 Cert. List 08/29/12

SELECTION INTVWS HELD 09/05/12 AND 09/06/12.  

SELECTION PENDING.  '[TRANSFER BULLETIN #05 

CLOSED 08/30/12.]

YES

12 13-017 08/06/12
TECHNICAL THEATER 

TECHNICIAN
BUSINESS SERVICES 75.00 6.00 New --- 3 Open

RECRUITMENT OPENED 07/12/12 AND 

SCHEDULED TO CLOSE 08/20/12.  APPLICATION 

SCREENING IN PROGRESS.  INITIAL EXAM 

DEVELOPMENT MTG WITH SME 08/02/12. NOTE:  

THIS A NEWLY CREATED POSITION APPROVED BY 

THE BOE 06/27/12;  THE CLASS SPEC WAS 

APPROVED BY THE PERSONNEL COMMISSION 

07/11/12.  TWO-DAY EXAM (PERFORMANCE + 

QUALIFICATIONS APPRAISAL INTERVIEW) 

TENTATIVELY SCHEDULED FOR 09/20/12 AND 

09/21/12.  [TRANSFER BULLETIN #03 CLOSED 

08/15/12.]

NOTES:

1

2 Req Status :   "Cert. List" indicates that the Personnel Commission staff has submitted a list of names of persons who have qualified in all parts of the appropriate examination process to the appointing authority.  "Open" 

indicates that the appointing authority has not received a Cert. List.

Position Type :  "Vac" (Vacancy) refers to a personnel requisition initiated to replace a separated employee.  "New" refers to a personnel requisition initiated for a newly established position.
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Personnel Commission 

Personnel Requisition Graphic Summary 
as of September 6, 2012 

5, 42% 

7, 58% 

Status 

Certified to
Managers

Open

10, 
83% 

2, 17% 

Position Type 

Vacancy/
Replacement
New

1, 8% 

11, 
92% 

Work Location 

Malibu

Santa Monica

3, 25% 

9, 75% 

Work Hours 

Less than 20
hours

20 hours or
more



SANTA MONICA – MALIBU UNIFIED SCHOOL DISTRICT 

PERSONNEL COMMISSION 

MEETING CALENDAR 

2012 – 2013 
 

Date Time Location Discussion Item 
2012    

July 11, 2012 5:00 p.m. Board Room – District Office  

August 14, 2012 5:00 p.m. Board Room – District Office  

September 11, 2012 5:00 p.m. Board Room – District Office  

October 9, 2012 5:00 p.m. Board Room – District Office  

November 13, 2012 5:00 p.m. Board Room – District Office  

December 11, 2012 5:00 p.m. Board Room – District Office  

2013    

January 15, 2013 5:00 p.m. Board Room – District Office  

February 2013 Daily Conference TBD CSPCA 2013 Annual 

Conference 

February 12, 2013 5:00 p.m. Board Room – District Office  

March 12, 2013 5:00 p.m. Board Room – District Office  

April 9, 2013 5:00 p.m. Board Room – District Office 2013–14 Budget Discussion 

and Development,  

May 14, 2013 5:00 p.m. Board Room – District Office 2013-14 Budget Adoption 

June TBD, 2013 5:00 p.m. Board Conference Room – 

District Office 

Progress Review of Strategic 

Goals - Director of Classified 

Personnel 

June 11, 2013 5:00 p.m. Board Room – District Office  

 





























Santa Monica-Malibu Personnel Commission - Merit Rules Review Tracker

Section Number Title PC  Review Dates Comments (Requests) 

Adoption 

Date by PC

Chapter II 2nd Reading The Personnel Commission 9.19.06 9.19.06

Chapter III 2nd Reading

Classification of Employees and 

Positions 1.12.10 Excluding Rule 3.1.2.B 1.12.10

Rule 3.1.2.B 2nd Reading Special Categories 2.9.10 2.9.10

Chapter IV 2nd Reading Application for Employement 1.12.10 Excluding Rule 4.6.2.B 1.12.10

Rule 4.6.2.B 2nd Reading Appeal from Disqualification 2.9.10 2.9.10

Chapter V 2nd Reading Recruitment and Examinations 2.9.10 2.9.10

Chapter VI 1st Reading Eligibility Lists 4.13.10

2nd Reading 6.8.10 6.8.10

Chapter VII 1st Reading

Appointment to Classified 

Positions 6.8.10 Exluding Rule 7.3.3

Review to the Superintendent and SEIU - 

7.26.10

2nd Reading 9.14.10 9.14.10

Rule 7.3.3 1st Reading Summer Session Assignment 4.13.10

2nd Reading 6.8.10 6.8.10

Chapter VIII 1st Reading Employee Clearances 7.13.10

Review to the Superintendent and SEIU - 

7.26.10

2nd Reading 9.14.10 9.14.10

Chapter IX 1st Reading Employment Status 11.9.10

Review to the Superintendent and SEIU - 

12.6.10

2nd Reading 2.8.11 2.8.11

Merit Rule Tracker: 9-11-12



Santa Monica-Malibu Personnel Commission - Merit Rules Review Tracker

Section Number Title PC  Review Dates Comments (Requests) 

Adoption 

Date by PC
Chapter X 1st Reading Performance Evaluation 11.9.10

Review to the Superintendent and SEIU - 

12.6.10

2nd Reading 2.8.11 2.8.11

Chapter XI 1st Reading

Vacation, Leaves of Absence and 

Holidays 4.12.11

Review to the Superintendent and SEIU - 

6.7.11                                                                  

Per the Assistant Superintendent's 

Request - Deadline Extended

Chapter XII 1st Reading

Salaries, Overtime Pay and 

Benefits 4.12.11

Review to the Superintendent and SEIU - 

6.7.11                                                                 

Per the Assistant Superintendent's 

Request - Deadline Extended

Rule 12.2.4.B 2nd Reading Salary on Employment 1.12.10 1.12.10

Chapter XIII 2nd Reading

Seniority, Layoff, Displacement 

and Reemployment 1.12.10 1.12.10

Chapter XIV 1st Reading Diciplinary Action and Appeal 8.14.12

Chapter XV 1st Reading Resignation and Reinstatement 4.17.12

Chapter XVI 1st Reading Grievance Procedure 8.14.12

Merit Rule Tracker: 9-11-12



Santa Monica - Malibu Unified Schood District

Workforce Organization Development Tracker

Activity Staff Date Comments

Human Resource Forum (in-service training)

Participate in collaborative planning sessions 1.24.11

3.1.11 Collaborators (Fiscal, HR, and PC)

PA 4.12.11

4.21.11

Workshop presentation on The Recruitment 

Guide

PA/DOC 4.28.11 Two session held (9a.m.-12 p.m. and 1 p.m.-

4 p.m.

Attendees included Administrators, 

Department Heads, and Office Managers

Approx. number of attendees: 55

District's New  Employee Orientation 

Program

Staff

Prepare PowerPoint slides to overview PC TBD

Collaborate with the HR to put into District's 

New Employee Orientation Program

Career In-Service Training Seminars Staff Develop a series of seminars to augment 

employees' knowledge and skills to work 

within a Merit System school district. To 

explore such questions as:

Merit Principles of Personnel 

Administration/Merit System under the State 

of California Education Codes

TBD 1. What is a Merit  System?

2. Is there an outline of appropriate 

Education Code Sections to reference?

3. What is the relationship between the 

Education Code and Merit Rules?

Personnel Commission Merit Rules

TBD 4. How to navigate the Personnel 

Commission's website?

5. How to get useful feedback from users?

Classification Titles and Descriptions TBD 6. How to mediate issues?

7. Which Personnel Commission staff to 

contact?

Overview of the Personnel Commission TBD 8. Why this and not that?

Welcome Letter (Electronic) to New 

Administrators and Managers

DOC/AA TBD

Introduction to the Personnel Commission

Workforce Organization Development Tracker: 9-11-12



Santa Monica - Malibu Unified Schood District

Workforce Organization Development Tracker

Activity Staff Date Comments
Link to Website

Link to Personnel Commission Staff

Personnel Commission Website

Update

AA/DOC On-going Collaborate with District's Information 

Systems Department

Employee Development Workshops

Staff 3.30.11 Targeted and District-wide workshops on 

such topics as:

4.7.11 1. Interviewing Skills

TBD 2. Employment Application Skills

3. Understanding the Employment 

Application Process

4. Resume Skills

5. Examination Preparations

6. Career Planning

4.4.12 & 

4.11.12 Interview Skills

Feedback Mechanisms Staff

One-to-One Meetings with Administrators 

and Managers

On-going

Customer Satisfaction Surveys On-going

Review "Best Practices" from the literature 

and other Agencies

On-going

Key:

AA - Administrative Assistant

DOC - Director of Classified Personnel

HRT - Human Resources Technician

PA - Personnel Analyst

Workforce Organization Development Tracker: 9-11-12



 

 

V.  Personnel Commission Business: 
 

 

 
A. Personnel Commissioner Comments 

 

 
B. Future Items: 

 

   

Subject Action Steps Tentative 

Date 

Personnel 

Commission Annual 

Report: 2011 - 2012 

 October 

2012 

Merit Rules Revisions Second Reading of Changes to Merit Rules: 

Chapter XI: Vacation, Leaves of Absence and 

Holidays 

Chapter XII: Salaries, Overtime Pay, and 

Benefits 

Chapter XIV Disciplinary Action and Appeal 

Chapter XV: Resignation and Reinstatement 
Chapter XVI: Grievance Procedure  

First Reading of Changes to Merit Rules:  

Chapter I: Preliminary Statement and Definition 

of Terms 

October 

2012 

 

 

  

http://www.smmusd.org/hrs/classified/MeritRules/MeritRulesChapterXV.pdf
http://www.smmusd.org/hrs/classified/MeritRules/MeritRulesChapterI.pdf
http://www.smmusd.org/hrs/classified/MeritRules/MeritRulesChapterI.pdf


 

 

 

VI. Next Regular Personnel Commission Meeting: 
 Tuesday, October 9, 2012, at 5:00 pm - District Office Board Room 

 



 

 

VII.  Adjournment: 


	I. UGeneral Functions:
	A. Call To Order
	E. Motion To Approve Minutes





