PERSONNEL COMMISSION
Manhattan Beach Unified School District
325 S. Peck Avenue

Manhattan Beach, CA 90266

Notice of Public Meeting
January 10, 2014

8:30 a.m.
HR Conference Rm.
District Office
AGENDA
| WRITTEN AND ORAL COMMUNICATION
A. Commissioners
1. Approval of Minutes — November 22, 2013
2. Approval of Eligibility Lists
a.Office Specialist — Corrected
b.EDP/Preschool Teacher
c.Student Attendance Clerk
B. Administration
C. Employees
D. Citizens
IL. ACTION ITEMS
A. Review and Adopt Revisions to Personnel Commission ~ Merit System: Rules and

Regulations of the Classified Service — 3rd draft

III. MEETING SCHEDULE

IV.  ADJOURNMENT

REASONABLE ACCOMMODATION FOR ANY INDIVIDUAL WITIHH A DISABILITY
Any individual with a disability who requires accommodation to participate in a Personnel Commission meeting may request
assistance by contacting Dr. Brett Geithman, Executive Director of Human Resources, 325 8, Peck Ave. Manhattan Beach, CA

90266, Phone (310} 318-7345, Ext. 5915 OR Fax (310) 303-3824,



Manhattan Beach Unified School District
PERSONNEL COMMISSION MINUTES
Novembey 22, 2013

The meeting was called to order at 9:08a.m.

Attendees:
Commissioners: Vida Holguin and Cynthia Strand
Absent: Charles Southey
District Staff: Dr. Brett Geithman, Executive Director, Human Resources,

Monica Ford, HR Technician

CSEA Representatives: Alice Wise

I WRITTEN AND ORAL COMMUNICATION

A. Commissioners:
I. None
B. Administration:

1. Dr. Geithman provided the Commissioners with the 3™ Draft of the
Merit System and requested it reviewed on our next meeting, Pg. 11, A
and Pg. 12, F.
C. Employees:
1. Alice Wise would like the Commissioners to approve a corrected
Eligibility List for Office Specialist at our next meeting.
D. Citizens:
1. None

I1. ACTION ITEMS
A. Approval of Eligibility List:
¢ School Operations Team Leader
1. Ms. Strand motioned to approve, seconded by Ms. Holguin and
unanimously approved by the Commissioners.
e Accountant
2. Ms. Strand motioned to approve, seconded by Ms. Holguin and
unanimously approved by the Commissioners.

B. Approval of Minutes of October 8, 2013
1. Ms. Holguin motioned to approve, seconded by Ms. Strand and
unanimously approved by the Commissioners.



III. MEETING SCHEDULE
1. Special meeting called for Friday, December 6
Office, First Floor Conference Room.

® 9am at the District

IV. ADJOURNMENT

The meeting was adjourned at 9:15 am.



Manhattan Beach Unified Schoo! District
Personnel Commission

Eligibility List

OFFICE SPECIALIST
Written Exam 10/7/13

Written @
No. First { ast Written 75% App App @ 25% | Prom/Vet Overall Status
PROMOTIONAL
15t Grace Chase
2nd Yvonne Wilson
3rd Emity Aguilar
OPEN
1st Shelly Moses
2nd Maria Guerrero
3rd Tina Tran
4th Monique Meza
5th Sina Evans
6th Caryn Dates
7th Jolene Saks
8th Nancy Tchiev
9th Gay Swaine
10th  |Angelica Vega
11th  |Geraldine |Gomez
11th Susan Fowler
13th  |Yvette Barnett
14th Nichole Harris
14th  |Tina Warbington
14th  [Janet Perez
17th  |Kathryn Brannon
18th  |latasha Myers
18th Maria Villalobos
20th Marjorie Mack
20th  [Maria Morales
22nd  |Nuvia Magdateno
22nd  |Elizabeth  [Thomhill
24th  |Celene Mendez
25th  |Angela Carter
26th  |Fidel Hernandez
27th  [Tammy Ives
Scoring: Type of Exam:
Written: 75% { }Open
App: 25% (X) Open & Promotional

( ) Promotional

Date of Cerification




Manhattan Beach Unified School District

Personnel Commission

Eligibility List

EDP/PRESCHOOL TEACHER
App @ JPromiV
No. First Last Oral Oral @ 90% App 10% et Overall Status
PROMOTIONAL
OPEN

Ist Angela Bazos

2nd Reham Sadek

3rd Ruth Martinez

4th Jontona Estrada

5th (Debra-Adeitgy Bogle

6th Tomeka Jones

7th Sharona FPeller
Scoring: Type of Exam: Date of Centification:
Oral: 90% { ) Open Expiration Date: See status date
App: 10% {X) Open & Promotional

{ }Promotional

Eligibility List EDP/Preschonl Teacher




Manhattan Beach Unified School Districf
Personnel Commission
Eligibility List
STUDENT ATTENDANCE CLERK
Writen Exam 12/11/13, Application Screening 12/27/13

Apps
Written | Written Apps Screen @ | Prom/V
No. First Last Exam @ 75% Screen 25% et Overall Status
PROMOTIONAL

1st |Leticia Salceda
2nd |Helen Kawamoto
3rd  |Yvonne Wilson
Scoring: Type of Exam: Date of Certification:
Written Exam: 75% { YOpen Expiration Date:
Application Screen: 25% { ) Open & Promotional

(X} Promotional

Eligibility List STUDENT ATTENDANCE CLERK



Manhattan Beach Unified School District
Personnel Commission .
Rules and Regulations

Adopted September 26, 1994
Revised December 1, 1999

Working Draft February 8, 2012+
Revised June, 2013

JR Revised 4.20.2000 i
KH Revised 3.8.02 to incorporate £ %
Revision of 12.1.97 to make

Corrections o 4.20.00 Approved 4. 22’ﬁ2 &
[Standardize with revision dates (dﬁes of P

']ﬁ«a‘;‘« 3

The chailges we@a(scepted by the Personnel Commission on 2.8 2012.
e

{“

ﬂVw

Commissidhers to review the 3rd Draft at the
(June 2013) Personnel Commission Meeting
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SCOPE

PERSONNEL COMMISSIONS AND THE MERIT SYSTEM

A Personnel Commission is a nonpartisan public body responsible for the
administration of a “merit system” for the selection, retention, and promotion of
classified employees in a public school district.

Responsibility:
Commissions have a threefold responsibility: (1) to cooperate with the,
and administrators in the quest for competent employees and good perso
administration; (2) to represent the interests of the general publ:c by.p.

ning board

treatment

Functions:

Maintaining a classification plan which groug “W‘posmo o classes on
the basis of duties and respons:blhtles assl ned“iythe governlng board.
Ed. Code §§45268-88088 wﬁ?@i‘?ﬂ‘%

Ed. Code §§45268-88088

n §of candidates for positions and
of a merit Sys| &m appomtment procedure.

Establishing rules for the examina!
ensunng the apphcat lely

service and them_éigﬁmenta on of merit system prmmp!es
Ed. Code § 45‘261—8‘@81;

\“-QA‘

Invest:gatmg and hearing appeals of disciplinary actions.
Ed. Coge #§§45306-88068

Preparing an annual budget for its own office.
Ed. Code §§45253-88053

A Merit System is a system of public employment with the following characteristics: (a)
hiring and promotion based on objectively tested fitness and (b) protection against

discipline and dismissal for reasons other than performance, unacceptable or unlawful
conduct.
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ARTICLE |
DEFINITION OF TERMS )

Rule 1.01 Words and phrases occurring in these Rules shall have the following

meanings:

ACT - The Act applying the Merit System to classified employees in certain school
districts. According to Sections §§45240-45318, inclusive, Title 2, Dl isiory:
Chapter 5.

«ri,&“;
APPOINTING POWER -The Board of Trustees
District is the appointing power for as i

BUMPING RIGHTS — Th inght o
another employee w1tJ1 les:

z:?employee under certain conditions, to displace
\enlor;?y’ in the class.

CANDIDATE — A,;égr
the Distrlct saselectao

Ré‘y -
CAUSE ~ Tﬁ ,_pemﬁc activities, behaviors, or events which are listed within these
Rules as belng subject to disciplinary action.
&'ﬁ
CLASS - A gi“’éup of positions sufficiently similar in duties and responsibilities that the
same descriptive title may be assigned by the Personnel Commission to designate each
position allocated to the group.

- CLASSIFICATION — The action of the Personnel Commission in placing a position into
a “Class”.

Page | 3



CLASSIFIED SERVICE - All employees and positions within the jurisdiction of the
governing board or of the Commission, except those exempt from classified service.
The following employees are exempt: (1) Positions requiring certification qualifications;
(2) Full-time students employed part-time; (3) Part-time students employed part-time in
any college work study program, or in a work experience education program conducted
by a community college district and that is financed by state or federal funds; (4)
Apprentice positions; (5) Positions established for the employment of professional
experts on a temporary basis for a specific project by the Board or Commission when so
deSIQnated by the Commission; (8) Part-time playground positions, where the emp!oyee
is not otherwise employed in a classn" ed position.

management positions with respect to employer-employee rela
normally require access to confidential information that is used tg'co
to the development of management positions. [Govt. Cocf;t 354 1(@)]

DECLARATION - o

il

A. Formal Statement: A formal docurﬁ”é%%“g ne

purposes.

B. Official Proclamation: An emphatiepf%rmal ubiic statement, especially by a
government or publtc body. ‘““”"

D. Synonyms: Stat_emgnt anno:i'hcement assertion, speech,

,t;:r;&a\fo‘Wail,c aff rmation, testimeny, and deposition.
f\ ‘f:ﬁ

“in assignment of a classified employee from one (1) class to
s with'a lower salary range.

DISMISSAL Tgé permanent involuntary separation, for cause, of an employee from
employment \a;wth the District by order of the Board and in accordance with the Rules
and Regulations of the Personnel Commission.

DISTRICT — The Manhattan Beach Unified School District.
ELIGIBILITY LIST — An eligibility list is a listing of successfui applicants based on
qualifying through one of the District's competitive examination processes for

certification and appointment to a particular classification. Final scores of examinees
shall be rounded to the nearest whole percent and examinees with the same score shall
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be placed in the same rank on the eligibility list. If there are less than three (3) ranks,
the Personnel Director may schedule a new examination. [Ed. Code § 45272]

EMERGENCY EMPLOYMENT - An appointment made in an emergency, not to exceed
fifteen (15) working days to prevent the stoppage of public business where an eligibility
list is not available. The Commission authorizes the Superintendent or designee to
make such appointments, subject to ratification by the Commission.

HIRE DATE - The first day of probationary status.

established not more than a year apart, in the rank order of th
candidates.

é characteristics:
S and (2) protection against

PART-TIME EMPLOYEEJ;? _position in whlé‘}{aSSigned time, when computed on an

Ry

houriy, daliy, weekly, or rn()n Hlyg‘_baSIs is less than 87.5 percent of the normally

PERMANENT EMPLOYEE An employee who is lawfully retained in a position after
completion of anfmltlal probationary period of six (6) months or one hundred th:rty (130)
working days#of paid regular service, whichever is longer.

POSITION — Any job in the classified service as defined in the Act.

PROBATIONARY EMPLOYEE ~ An employee in regular service (i.e., not temporary,
substitute, limited term, provisional} who has not completed the probationary period.
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PROBATIONARY PERIOD — The six{6)-month or one hundred thirty(130)-day period of
paid service, (whichever is longer) immediately following appointment to a position from
an eligibility list. In unusual cases, the Personnel Director may establish a one-year
probationary period for certain classes.

PROMOTION — The transfer of a classified employee from one classification to a
position in a classification with a higher salary range.

PROMOTIONAL EXAMINATION — A competitive examination, which i is open only to
permanent employees of the District who meet the specified quahf icati siaydrcomply

with the application procedures established by the Commission. &5%%

PROVISIONAL EMPLOYEE - An employee holding a position underfen
authorization not to exceed ninety (90) days, through the absence of a
eligibitity list.

reexamination in the classifi catlon in which they held status Aﬁ&emﬁ!oyee s eligibility on
the reemployment list has a limit of thirty- nme 6

SUBSTITUTE EMPLOYEE —~ An emptoyee tempo fily serving in a position during the
absence of the person regularly aSSlg ed to that posrﬂon (i.e., provisional, limited term
or permanent employee) and workifig 6 zc;,gf his/he E,n"er class:f cation.

'\wéﬁm &
SUSPENSION — The temporary, involuntar ‘%g%paratson of an employee, for cause, from
employment with the Distr /chggy order of the Board

TEMPORARY EMPLOYEE~ Eﬁ_.@loyment on a basis other than permanent or

probationary (i.e., limited term sta ”f“s%or provisional).

TRANSFER — The reassrgnmenﬁof an employee without examination from one position
to another positiog ’§| »Athe same class or to a position in a related or similar class with the
same sg[qwérange A :

\

VETERAN ;;*»*As‘*ug,?ed ih these Rules, means any person who has served in the United
States armed forces in time of war, or national emergency declared by the President of
the United States‘of America, and who has an honorable discharge.

ARTICLE Il
COMMISSION ORGANIZATION AND PROCEDURE

Rule 2.01_The Commission — The Commission shall have jurisdiction over and
responsibility for the following:
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A. Adopt the necessary Rules and Reguiations for the administration of a Merit
System for the District consistent with the California Education Code. The
Commission's Rules shall be printed and made available or electronically
transmitted fo each school, office, and permanent worksite where employees
report, and shall be distributed to school libraries for loan to employees. [Ed.
Code § 45262(a)]

B. Establish general policy and maintain general supervision over the
administration of the Merit System.

C. Promote public understanding of the Merit System.

E. Review personnel operations and take any action nécessary to enforce the
provisions of these Rules and Regulations, and appjlca‘b\‘ﬁé%j‘“ws
A’%%
sion sh%il elect one of its
itithe last regularly scheduled
T mthe aﬁ"‘sence of the Chairperson at
Ssume the fole. &

%f‘?

meeting of the school year for the followmg For
a meeting, the most senior member wil,

any regular or specaai meeting of the Co-aiisiongand the affirmative vote of two (2)

members shall be required to make any m@'g 6 the Commission effective.

Rule 2.04 Regular’: anSpe(:lai Meetings -- Meetings shall be held at times and
places determined by the Co‘?ﬁ%smn Special meetings may be called by the
Chairperson or upon the vﬁltten rey ! .é%t of two (2) members of the Commission. Notlce
shall be given to the Q;lem "s at lea

Educqybn C@ @mGovrnhfent Code or any other statute.

Rule 2 Of% Agenda and Supporting Data — Commission agendas and meetings
will be posted/conducted consistent with provisions of California's public meeting law,
and the Browh? ’Kct (Govt. Code §54950, et seq.). Insofar as possible, at least seventy-
two (72) hours prior to every regular or special Commission meeting, the agenda shall
be provided to the designated representatives of all employee organizations
representing classified employees, the Commission members, and the Superintendent
of Schools. The agenda(s) will be available online as well as distributed to each
school/work site for posting, and upon request to the news media.
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Rule 2.05 General Duties of Personnel Director -- The Personnel Director shall
perform and discharge all of the powers, duties, purposes, functions and responsibilities
vested in him/her by law and contained in these rules, and shall do whatever else is
both legal and necessary to administer the Merit System including acting as Secretary
to the Commission.

Rule 2.07 Enforcement of the Act and Rules - The Commission shall enforce
the provisions of the Act and these Rules, and hold such hearings and conduct such
investigations as may be necessary.

prescribe, amend and suspend, subject to the provisions of the Act: anyésuc
may be necessary to insure the efficiency of the service and the se
of classified employees, upon a basis of merit and fitness. This/herp rovj
be construed as preventing the Board, subject to existing prowsg.. S of th
prescribing, amending or suspendmg such other rules governin

uYes The

EBIStr -
principles of the Merit System. One (1) member of e Comrmssnon is appointed by the
Board , one member is appointed byd,the Board upoﬁ‘ecommendatlon of the classified
employee organization which represen e Iargesta*number of the District's classified
employees, and the third member is appoi) by, ihe other two (2) members of the
Commission. Subsequent to the initial staggere d appointments at the formation of the
District, the term of all the & C mlsswners is ih"ree (3) years. No member of the Board
or the County Board of chu r_1 shall be ehglble for appointment, reappointment, or
continuance as a member oFt e*-"'@ommxssuon A member of the Commission shall not
be an employee of the Disfrict.

[Ed. Code § 45244)]. » %ﬁ
S*g:

zﬁz@‘
f,};i% %@m ARTICLE Ill

E:

-;’-F.\T?‘m?\
%"2

o %% CLASSIFICATION AND COMPENSATION

JOB CLASS[%CAT]ONS AND DESCRIPTIONS — Job descriptions are written by the
Human Resofirces Department, subject to approval of the Commission and adoption by
the Board. Compensation is subject to negotiation.

Rule 3.01 Establishment, Revision and Deletion of Job Classifications ~ The
Commission shall be responsible for the establishment, development, revision,
combination and deletion of job classifications used for employees in the classified
service.
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Rule 3.02 Job Classification — A job classification is defined as a job title which
has a negotiated range of pay.

Rule 3.03 Job Description —~ For each job classification, a job description shall be
approved by the Board and maintained in the administrative offices of the District. The
job descriptions shall contain the following information:—

A, A title which is descriptive of the work functions described.

B. A qualifying duties section in which the qualifying work fugdgt@nssfof the
classification shall be outlined. The tasks shall be descrfﬁed’%l a2 manner
which makes it possible to distinguish the duties from ;_o;sﬂe*which‘?are*
described in any other job description. Non-qualifying difies sh "Té’
identified by using such phrases as, “in connection with” ot imay  perform”

the following duties.

S

C. A qualifications section which indicates the mlmmum o] g%catlons for
determining the eligibility of employees andg@’ther di lduals who apply to
take examinations for particular classifi cgt ons. T‘}%‘f nformation to be
included in this/her section may co yer édugatson experience, knowledge,

skill, abilities, and personal chariae S needed to perform the duties of
the class:f‘ cation. E

Rule 3.04 Interpretation of JOB'D scription —(é}dob descriptions shall be
interpreted in accordance with the followihig provisions:

A. Each job deSCI;éQ’[IOH shall be intér

picture of the ;ob M1

iterpreted in its entirety as a composite
X qu:rements

4 ,;_f@ope;atlons which are representative of the requirements of the job
" desé?nptlon for the classification. An employee shall not be eligible for
class;f cation by reason of performing isolated or singular duties that are

dficidental to his/her job, but which are described in another job
description.

D. It is expected that employees normally perform some of the work of higher
rated job classifications {in order to qualify for advancement and for
purposes of training and cross-training), and some of the work described
in lower rated job classifications, when required.
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E. An employee is expected to perform the duties described by his/her/her
job description under that degree or amount of guidance which is
considered usual and normal for that classification. .

F. A job description shall not be construed to.restrict in any manner, the
rights of the District to assign work to employees or to grant an employee
or group of employees any right to refuse to perform assigned work for the
reason that such work is not specifically described in the job description of
his/her current classification or is described in another job description. |t
shall be the sole and exclusive right of the District to makesall i

assignments.

Rule 3.05 Performance of Job Analysis —
the Personnel Director as required.

ARTICLE IV

Rule 5.01 Need for @xamtnattons Ai} Examination shall be held whenever it is
necessary to fill existing oF ant ant?pated vacancies in the classified service or whenever it

is necessary to replace an e!? ty list which is to be abolished in accordance with the
provisions of the law and geese ni'

Rule 5. 02 Pr@’gﬁ‘sotlgéﬁ’"a‘li )’E‘gmmattons -~ Upon the approval of the Commlss:on

be Eimit’gd&fathose en] eloyees with permanent class:f" ed serwce status in lower level
cIassuf atio Saeln, TSfC
mlmmum of Ah gaS) District employees must be deemed to meet the mlnlmum
qualifications of t promotional position by the Personne! Director.
’«3

Rule 5@3 Notice of Examination - The Commission may direct the holding of an
examination to provide an eligibility list. Public notice of such examinations shall be
given no less than fifteen (15) working days prior to the closing date of said position.
Each notice of examination shall contain the following information and shall be
developed by the Personnel Director:

A. The last date for filing an application;
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B. Data concerning conditions of employment such as salary or other
compensation, location of employment and expected number of
vacancies,

C. A summary of the duties and responsibilities of the position which are
contained in the classification job description;

D. The minimum desirable or required qualifications for the classification;

E. The standards of proficiency and the relative weights for each.portion of
the examination; and

F. Such other information as will assist the public in und
nature of the employment and the procedure necessa:yt
the examination.

Rule 5.04 Advertisement for Examination Applicants - nften etlces concerning
tests, vacancies, transfer opportunities and other selectlenﬂof ‘s@ﬁs onsnt:ons
assignments, classifications, or locations shall be post'._cff at all We k”locat:ons of
employees who may be affected not later than fi ﬁeeﬁ""‘( working days prior to the
closing date of filing appropriate apphcatlonsﬁeg*é?ber wi

& normal use of
newspaper and bulletins for public nott%e"for open éﬁ{bromeilonal vacancies. [f the
subject of those notices affects a prob Ygonary or permanent classified employee who
will not be reporting at his/her or hef W 1K wJocation d}ﬁ‘rlng periods when that employee is
not normally required to work, and other p“ id, or uppald leaves of absence, and who has
previously requested notification, those no\f[eﬁe" shall be mailed to the employee. The
Personnel Directormay p h and dlstrzbute"fhe information by electronic means.

[Ed. Code § 45278]

Rule 5.05 Locatlon fExamﬁi ations — Examinations shall be held at locations
designated by the Personne Ilrector

Rules.06 Wi ay. Compete — Examinations for position openings in the
cla33|ﬁed se?\/éé%.ghail be'open to all applicants who meet the minimum qualifications of

education, eXperience, ‘and training, as well as the preliminary requirements provided by
the Act and these rules

While it is the*pohcy of the MBUSD and Commission to base personnel decisions such
as hiring, promoting, and transferring on merit and qualifications, employment under any
of the following circumstances is believed to have the actual or apparent potential of
creating either personal or business conflicts of interest and is prohibited:

A. When there is a supervisory/subordinate relationship between
relatives,(INSERT TERM HERE, i.e. people who have relationships?)
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excluding staffing actions, which are required by classified collective
bargaining agreements, or

B. When an “immediate family” relationship exists between a potential ‘
applicant and a District employee at the level of principat or director, and
above.

C. When an “immediate family” relationship exists between a potential

applicant and an employee in any of the following departments: payroll,
personnel, and information systems.

D. An immediate family relationships are defined as father (or stepfather)
mother (or stepmother) spouse, grandparent, grandchri 306y

in~|aw, sister, sister—in—law, or any re[ative living in the
household.
E. This/her policy applies to employees hired after Dece
F. Paragraph 2 and 3 above do not apply to tempora
(per Ms. Holguin — revisit Rule 5.06) P

Bod
Rule 5.07 Notice to Applicants — Each appllcant hose apphcatlon is completed
in a satisfactory manner shall be notified of the time anéﬁlace of the examination in a

reasonable time, normally a minimum of fi Jye*”? king days‘before the examination is
to be given.

Rule 5.08 Authorization to T4l e Exammataons - Each applicant’s notice of
examination shall serve as the authorizatiofito take ~the examination. No candidate
shall be admitted to any exammation Wlth%g% 4¢'a‘°uthorszahon or other satisfactory
evidence of having filed an»agceptable apphca%lon and picture LD.

\(fe)p i feducatron experience, character or identify and any
test of know[edgee anua! Skl“ or physical and mental fitness.

X‘J
Nm'h%

Exa\%inatron Procedure
.,L

A Be approved by the Personnel Director in advance of the examination

and after their preparation, the examination questions shall be maintained
in'a secure location.

B. All competitors in any written examination must take the examination on
the prescribed date, unless expressly approved, in writing, by the
Personnel Director.

C. All necessary explanations will be made to the whole group of examination
candidates, and no exam question will be explained to any individual
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examinee. Examiners and Proctors are forbidden to explain the meaning
of, or to make remarks relating to any question that may assist in its
solution.

D. Communication between examinees during an examination is strictly
forbidden, and examinees are forbiddento receive aid from one another or
to use unauthorized help in any form. Before the commencement of an
examination, examinees will be required to hand to the examiner any
printed or written material in their possession that might serve to aid them
in the examination. Evidence of copying or collusion by_ a e3< gn‘mee will
autormatically result in the cancellation of his/her examl_nat:on ers and
the permanent debarment of the examinee from such =ture i
examination(s). Copies of the questions in the exami
made or taken from the examination room,

E, Where written examlnatlons are requzred they sha

until all examination papers of all the competlto
have been marked and rated.

agency.

Rule 5.12 Notice of Result of Examinatlon £~ As soon as practicable after the
rating of an examination has been complet: déand the eligibility list established, each
competitor shall be notifie _._wrltlng of the %sult of hisfher/her examination.

Rule 5.13 Appeal foF Rev;ew of Written Examination — Any examinee may
appeal to the Personnel Dﬁ‘ector f.‘@gﬂeVlew of his/her examination papers, presenting
his/her/her reasons, ln%wrltlr;g there ore within ten (10) working days after the
establishment of th etlg:bflt “‘*tlis‘f*“? The appeal must be specific and must state where
errors have ocoury J and the adjustment to which the examinee believes he is entitled.
If the ap é‘élgs found wbe,justified, a review shall be granted and the ratings of the
compe fltor c%g ged in éccordance with the findings. If such review by the Personnel
Director disg "‘s?"zf;errors affecting the examination papers of other examinees, then all
the examination pﬁapers shall be reviewed in like manner. All action taken on appeals
shall be presented to.the Commission for ratification. No change in an eligibility list
shall necessa“rﬂ\y invalidate any appointment which was valid when made.

Rule 5.14 Inspection of Examination Papers — All examination papers prepared
by examinees are the property of the Commission and are confidential records o the
extent permitted by law. Examinees may be permitted to review their own examination
papers, when available, in the presence of the Personnel Director or a designated
representative.
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Rule 5.15 Ties in Open Competitive Examinations — When two (2) or more
examinees have the same final grade, placement on the eligibility list shall be based
on the highest rated score of the examination.

«
i

Rule 5.16 Ties in Promotional Examinations — When two (2) or more examinees
have the same score in a promotional examination, they shall be placed in the same
rank on the eligibility list.

Rule 5.17 Continuous Examinations — The Commission may authorize the
Personnel Director to provide for the continuous examination to fill opemngs which the

Commission determines cannot be practicably filled by promotlonal @r op mmatlon
only. 5 d 3

Rule 5.18 Veterans’ Credits — Examinees in entrance exammatiags%who are
veterans of the U.S. armed forces, with an honorable dlscharge,{spall ha\?e fve (5)
points added to their passeng examlnatlon score, unless they are’ 1sab1 «veterans of
the U.S. armed forces, in which case they shall have ten (10&poxnts‘*ad ed to their

passing examination scores.[Ed C. §§ 45294-45296] Fo o

exam:nat;on score of employees of the D[strlct é
grade in open or promotional exammatlons

Rule 6.01 Filing of Ap‘ﬁflcatlons ~ Al appllcatlons must be made on official

application forms furnished by T e ommlssmn Applications must be completed
according to instructions gn the a‘@atlon form and filed in the office of the Personnel
Director, on or before ;he F”c os:ng te specified in the examination announcement or
postmarked before, mtcfnagh ng“\:%that date. The applicant shall certify the truth of all
statements madeéln"r{ e application by hisfher signature on the application. All
appltcatleglié,‘,and relafed%%ejerences shall become confidential records of the

Comm Ssion; ap %@hallﬁgot be returned to the applicant under any circumstances.
Names of appllcafgjcs shall not be made public.

Rule 6.%55&uai|ﬁcations of Applicants —~ Applicants must be of good moral
character, and®in all respects mentally and physically competent to perform the duties of
the position for which applied. Applicants must possess ali requirements specified in
the minimum qualifications established for the class.

Rule 6.03 Disqualification of Applicants — An applicant may be disqualified or
hisfher/her name removed from an eligibility list before or after he/she has taken the
examination for the following reasons:
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A Lack of any of the minimum requirements for applicants.

B. False statement of material facts in the application.
C. Failure to submit application correctly or by the stated closing date.
D. Addiction to the use of narcotics or alcohol, or the habitual use of

intoxicants of any kind to excess.

E. Conviction of a felony or any other crime that adversely Jefletts on the
ability to perform job duties, or involves moral turpitudg

F. Previous dismissal from any public or private employer OF;
misconduct, or similar cause.
examination.

H. Obtaining information regarding the exami
not entitled.

L Add Nepotism Rule

list.
ARTICLE VI
ELIGIBILITY
Rulg 7. bility..
ellglblg“for &nlﬂcatlon “an“d appointment to a particular classification.
[§45272] 2

Rule 7.02¢Promotional Eligibility List — A listing of employees who are eligible for
promotion to @ particular classification. Employees who terminate their employment,
except by layoff for lack of work or lack of funds, shall have their names stricken from
promotional eligibility lists effective with the termination date.

Rule 7.03_Eligible Candidates — Eligible candidates are those individuals who
have qualified for certification in a particular classification based upon satisfactory
completion of a competitive examination.
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Rule 7.04 Preparation and Maintenance of Eligibility Lists — The Personnel
Director shall prepare and maintain ail eligibility lists. The individual who receives the
highest score in the competitive examination shall be placed in the first rank on the list
and the remainder in descending order of their scores. When two (2) or more
individuals have the same score, they shall be placed in the same rank on the eligibility
list. The names of individuals shall be stricken from an eligibility list on the effective date
of their hire or promotion into a classification for which the list was prepared.

Rule 7.05 Duration of Eligibility Lists — The Personnel Director shall determine
the period of time during which any type of eligibility list shall remain m@ﬁ@
that in no case may the time be less than twelve (12) months. &

Rule 7.06 Notification of Eligibility — Each individual placed up
list shall be informed of his/herfher position on the list and his/her/het s
by the Personnel Director or designee. ,_gs,,

Rule 7.07 Inspection of Eligibility — A copy of existing: ehg{g ty«él sts shaII be
placed on file in the office of the Personnel Director and shaﬂ b "avaﬂable for

inspection.

Rule 7. 08 Combmat:on of Successw‘

promulgated under conditions and techn
their competitive character

When the merging of non* c%%thuous ehgabtllty lists results in two or more candidates
with identical scores, the caria('%g%L dates shall be placed in the same rank.

i i
f* ARTICLE VIl

5;3»-

APPOINTMENTS

will be filleds frorrh“fefgemf’ ed ellglbmty lists by the Board upon recommendatlon of the
Supermtendent When a list has been reduced to less than three (3) names, the Board
may request a new list.
&
Rule 8.02 Request for Eligibility List — When a new eligibility list is needed, the
Superintendent or his/her authorized agent shall notify the Personne! Director of that
fact in advance of the date of the anticipated need.

Rule 8.03 Procedure for Filling Vacancies ~ When an opening is to be filled, the
Personnel Director shall provide the Superintendent or his/her authorized agent, the
names and addresses of a person or persons who have indicated a willingness to
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accept the conditions as specified. The names shall be provided from the proper list in
the following order of precedence and each list shall be exhausted before obtaining
names from the new lower list:
A. Reemployment List — When a reemployment list exists, the name of the
eligible candidate ranking highest on the-list shall be provided and he/she
shall be appointed.

B. Promotional List ~ When a promotional list exists, the names of the
eligible candidates in the first three (3) ranks shali be prowded,and one (1)
of them shall be appointed.

Rule 8.04 Provisional Appointments — Full Time - W@ennno e‘.l“glbihty list exists
for a position in the classified service, an employee maya recelve v:smnai
appointments which may accumulate to a total of 90 w‘“o; ing da S5 A 90-calendar day

=

interval shall then elapse during which the person v will” e*”r}ghglble to serve in any full-
time provisional capacity. No person sha!lfb‘ézg%rﬁp’lf;yed a’é‘ ysprovisional employee for a

total of more than 126 working days in aﬁy given fis

Education Code. ,;:%% .

,,;,al yeaf except as permitted by the

Rule 8.05 (RESERVED) 4 5
Rule 8.06 Terminating Assmnment&@fi_, fovisional Employees — The services of

prows:onal appomtees wh{p}f Ji to establish a}?‘fatus fora posmon in thelr class after

questions “Falating to ﬁ’éiltlcal or religious opinions or affiliations, or relating to race,
reizgioﬁf co!o; t_gonalﬁiarigln ancestry, physical disability, mental disability, medlcal
condition, marlta”’éstatus sex, age, or sexual orientation, shall be asked of any applicant
or candidate whose name has been certified for appointment, nor shall any
discrimination oc;cur based thereon. MS. HOLGUIN Write a new sentence here... the
ability of an apphcant to perform job-related functions and there may be a response to
an applicant's request for reasonable accommodation.

[Ed. Code § 45293; Govt. Code § 12940(a)]

Rule 8.08 Physical and Psychological Examinations — Before the appointment of
a new classified employee, the Superintendent may require physical and psychological
examinations. All classified employees shall be examined for tuberculosis in
accordance with Education Code provisions. When a medica! examination is required,
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it shall be taken within a time designated by the Personnel Director and at the expense
of the District.

ARTICLE IX

PROBATIONARY PERIOD

Rule 9.01 Length of Probationary Period — All appointments from an eligibility list
to a permanent position shall be for a probationary period of six (6) continuous months
or one hundred thirty (130) days of paid service, whichever is the Iongera c%lendar
period. The probationary period shall not include time served under{any of {5108
appointment. %@2\ &

\éz. ﬁ?

Rule 9.02 Permanent Status — Upon satisfactory completion<of fhe‘x-

period, an employee acquires status as a permanent employeef@g,ﬁ

Rule 9.03 Termination of Probationary Service — Durmg ;preb f;onafy period,
&
any new employee may be terminated by the Board withgiit re receurse A permanent
employee who has vacated a position to accept ano 2%{ ina hlng% @ciass may be
demoted to the class from which promoted, WI ut F ceu 'se to an appeal or hearing. If
necessary, in the event of such relnstatement‘eaﬁf@) er em Ag)yee in the class to which

reinstatement is made may be laid off ins accordancegg% ith the layoff procedure specified
in these Rules and Regulations.

R ARTICLE Xl
5@ &, - LEAVES OF ABSENCE*

* Refer tcﬁr\rt:cjes 3 5 and 6, respectively, of the CSEA Agreement.
[What about unrepresented classified employees]

ARTICLE Xl
RESIGNATIONS

Rule 13.01 Resignations in Good Standing ~ A permanent or probationary
classified employee who desires to resign in good standing shalll:
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Have a satisfactory record of performance in his/her/her present position.

Submit his/her/her written resignation o the Superintendent. He/she
should give at least two (2) weeks' notice of his/her/her intention to resign,
unless his/her/her supervisor consents to an earlier effective date. Failure
to give the recommended two (2) weeks™notice may disqualify an
employee's resignation from being considered as having been made in
good standing.

satisfactory may, at histher request, return to his/her/her original plag
list at the discretion of the Commission.

employee may be placed on a reemployment list w:thout exammat
following conditions are met;

A

B.

e, an

iifen res%ijest of the former employee;

_;

permanent or limited-term é’ Bioyeeﬁ)r as a permanent or limited-term
employee in a related lower da?"‘?f .6 in a lower class in which the
employee fo[megg had permal}.'nt status; and
éf*‘*e

The appomtment"“%‘%w former employee will be placed on the

Qt flist after“alf names of laid off employees on the list are
orde’(i‘%on the list of former employees who resigned will
jest to be placed on the list. If the former employee is

i_,;imted w:thin the thirty-nine- (39)month term as deS|gnated by the

ARTICLE XIV

LAYOFF AND REEMPLOYMENT

Management, supervisorial and confidential employees with prior classified service may
have bumping rights back into previously held classified positions. Where previously
held positions are in the CSEA bargaining unit, the bumping rights and reemployment of
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such individuals will be governed by Article 20 of the CSEA collective bargaining

agreement.

Rule 14.01 Layoff

A

aboh

Individuals may be laid off only for lack of work ,lack of funds or

elimination of a position. Itis the policy of the District to give a 45—sixty-
(60)day written notice in the event of layoff pursuant to the requirements of
the Ed Code.

service. The employee who has been employed rtesttime in the
class, plus higher classes, shall be laid off first ';_“Lehgf ef service" shall
be based on paid days of service after datelof hire! [seé §45308]

ot S

In the case of two (2) or more rzl;g é)/eé‘\’é?é“ ving the same date of hire,

the order of layoff of such emp Bye %?shalis’b’@' Jétermined by seniority in
classification. If both hire déte and sepiority in classification are equal, the
decision will be made Qesed on employee skills, experience, attendance,
and work record. If eachi efthe aboveeriteria are equal for all affected

employees, the order of Iaf"’éff{wﬂl bgédeczded by lottery.

tn lieu of beff» jlmd off, an empie‘yee may elect demotion to any
classificatio :=I£e same or lower maximum salary in which he/she had
prewous!y sepved %‘%ermanent appointment and provided he/she holds
seniority rig =ts greategiggchan those of an incumbent. Any employee
displaced,by: sﬁy h a démotion shall have the same option of demotion, if
available, affer; dediBy this/her rule as if his/her/her position had been

d or discontinued.

,:-;be consfdered for demotion in lieu of layoff, when demotion would

ﬁ'result in the displacement of an employee with a shorter length of service,

the employee subject to demotion shall be required to notify the Human
Resources office, in writing, of such election no later than ten (10) days
After receiving notice of layoff.

Rule 14.02 Reemployment

A.

Substitute or Temporary Employees who are released shall hold no
reemployment rights.
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B. Persons laid off will be placed on a reemployment list and be eligible for
reemployment for a period of thirty-nine (39) months, and shall be
reemployed in reverse order of layoff in preference to new
applicants/eligibility lists. They shall also have the right to participatedn
promotional examinations during the period of thirty-nine (39) months.
Upon reemployment, the layoff absenceshall not be regarded as a break
in service.

C. Employees who take voluntary demotions or reductions in assigned time
in lieu of layoff or to remain in their present positions ratheﬁ‘.thambe
reclassified ar reassigned, shall be granted the same rtgi—is as persons
laid off and shali be eligible to be considered for reempil mient for:
additional twenty-four (24) months, subject to the same'tests for fith §s
under which they qualified for appointment to the class’

1) An employee who receives such notjgé r_gemp yment and
refuses to accept in writing the offegof reemp ’t‘?‘ij/ment in the
classification held at the t;( T flai%ﬂ’ within ten (10) work days,
shall be deemed to have‘“*rej o thataaffer of reemployment.
Failure to reply w%h;n ten (10)% @\rk days will be considered a
refusal. After ang e&ployee has leclined two (2) such offers in the
classification heid%at%}he time ofilayoff, he/she by such action

relinquishes all employim ent reStoration rights with the District.

2) If the em [oyee ina layos status accepts the classification being
offered ff e?empioyee shali have up to ten (10) work days from the
date o‘jmacce ance to report for work. This/her does not preclude
an emPloyee é returning to work in fewer than ten (10) work
days Qfter acef tance of such an offer. Should the employee fail to

Sturntoiwstk within ten (10) work days following acceptance, all

emptoyment rights are relinquished.

ARTICLE XV

SUSPENSIONS, DEMOTIONS, AND DISMISSALS

Rule 15.01 Power to Suspend, Demote or Dismiss — Suspensions, demotions,
or dismissals of classified employees may be made only by the Board on the
recommendation of the Superintendent.
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Rule 15.02 Causes for Suspension, Demotion, or Dismissal — Causes for
suspension, demotion, or dismissal are:

A. Use of fraud, deception or misrepresentation of material facts in obta'i{ning
an appointment or a place on an eligibility list.

B. Wiliful violation of the Education Code or the Rules and Regulations of the
District.

C. Incompetence, inefficiency, insubardination, dlshonestyu,%attentron to or
dereliction of duty, lack of ability, or failure to perform aSSIQne ké'dutles ina
satisfactory manner.

E. Immoral conduct, drunkenness on duty, mtempe 1
narcotics, or conviction of a felony.

F. Political activity during assigned hours o g

G.  Absence without good cause;;@ta@r%ar?%gnaut 'ngzed absence for more than
three (3) days. & & %?"% )

&,s W )
H. Failure to pay or maké re&a?‘éapabie pro%smn for the payment of just debts.

«2"

Rule 15.03 Suspension —~ Except ash ﬁ{é?&,ytded by law with respect to possible sex
offenses, all suspensions sall be limited to armaximum of thirty (30) working days, and
shall be without pay. ‘ “‘

Rule 15.04.01 App’éal b‘% ,onee for Suspension, Demotion, or Dismissal —
No appeal is possible, i the fo||owu g cases:
s
A. Dzsmrsgal of a new employee during his/her probationary period.
J;af" § *
ﬁ@ % %exgotlon -@f an employee during his/her probationary period back to the
H F posut:on ffom which he had been promoted when both positions are in the
) permanent classified service.
-\r' c?-‘?

Rule 15°04.02 — Within ten (10) working days after any suspension, demotion, or
dismissal of an employee in the permanent classified service, the Personnel Director
shall file the Board's written charges with the Commission and provide a copy of the
charges to the employee: A) personally; or B) by deposit in the United States Postal
Service via registered or certified mail with postage prepaid and return receipt

requested and addressed to the employee at his/her last known address.

Page | 22



Rule 15.04.03 — Within fourteen (14) working days after such charges are filed,
the subject employee may appeal by filing with the Commission a written answer to the
charges.

Rule 15.05 Grounds for Appeal — Appeal can be made only on one (1) or more
of the following grounds: o

A. That the procedure set forth in these rules has not been followed.

B. That the removal was made unlawfully because of race, ; %hglegs"creed
color, national origin, ancestry, physical disability, mental dlsabilsjy
medical condition, marital status, sex, age, or sexual o
[Govt. Code § 12940; Ed. Code § 45203]

C. That the charges made do not constitute suffi c:ent
taken.

matter on appeal it may requ&re furtl ';gwdence frém either party. Upon request of
the appealing employee, the Comm;ssmn%%haﬂ order a hearing, which will be held within
a reasonable length of tlme from the recelpté“f*ghe appeal. The investigation and the

hearing, if any, shall be cor@ned to the truth %r falsity of the written charges and the
written answer. :

#‘1
Rule 15.07 Conduci of %ﬁ’;@g If a hearing is so ordered, it will be closed to
the general public. The rep.resenta ve of the Board shall first present evidence in
- pbeallng employee, who may be represented by counsel,
resent histher ewdence Witnesses desired by either side shall

Testlmony ef all witnesses shall be presented at the hearing. If in the opinion of
the Commission; .6r other trier of fact, a witness has good and sufficient reason for being
unable to be pi‘esent written testimony will be accepted under the following conditions:

A Such evidence must be submitted by sworn declaration of the witness.
The declaration shall be confined to a statement of facts bearing on the
case and within the personal knowledge of the witness, and shall not
contain any conclusions of the witness.
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B. Copies of all such declarations must be filed with the Commission at least
five (5) working days prior to the date of the hearing, and may be
inspected by the other party to the hearing, who shall be notified of the
filing of such declarations.

C. The Commission may reject any such declaration submitted which fails to
comply with any of the foregoing conditions.

The Commission may authorize a hearing officer to conduct any hearing or investigation
which the Commission itself is authorized to conduct. The hearing ofﬁcer >
administer oaths, subpoena and require the attendance of w:tnesses?and

the findings or recommendatlons of the hearing officer. Any reje%gon or amf““‘“"ﬁ

findings or recommendations shall be based either on a rewe\r\f of‘:t%e hearing transcript
or investigation, or upon the results of such supplementary hgargng ofin‘\/estlgation as
the Commission may order. The Commission may empiéir by contrdct or as a
professional expert or otherwise any such hearing offig ¥ or representattve and may
adopt and amend such rules and procedures ay“' berk

[Ed. Code § 45312]

Rule 15.08 Rules of Evidence “SiAll hearingg

governed by the above procedure, and i ,;;&e coqduot thereof, neither the Commission
nor any commissioner, nor the Personnel Dﬁ?ecter nor other authorized agents of the
Commission shall be boundz‘zby the technical rﬁles of evidence. Evidence may be
admitted if it is the type of mf atlon common!y relied on in the conduct of serious
affairs. No informality in any*pi ceedmg or in the manner of taking testimony before the
Commission shall invalidate any GaT rule or regulation made, approved or confirmed
by the Commission. a?

sbefore the Commission shall be

arrived agtﬁyﬁmajon %%ron shall be rendered in wrmng within ten (10) working days
after the hea LLQ“S comp Bted, or, if a hearing is conducted by a hearing officer, within
ten (1@) WO{ Ang' e{ays dfter the Commission's receipt of a proposed decision. If no
hearing is Reld, aﬁiemsuon will be rendered within a reasonable time after the employee
filed his/her wntten answer. Copies shall be sent to the Board and to the employee.
The decisionéhall not be subject to review by the Board.

Rule 15.10 Failure to Answer ~ If the accused employee fails to appeal by filing
his/her written answer within the time provided, the order of suspension, demotion, or
dismissal shall be final without any action by the Commission.
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Rule 15.11 Dismissed Employee Not Eligible — Any classified employee
dismissed from employment shall be removed from all eligibility lists and may not take
examinations thereafter, without specific consent of the Board.

W

Rule 15.12 Reinstatement of Employees — If the Commission grants the appeal
of the employee, in part or in whole, it may order paid ail or part of his/her full
compensation from the time of suspension, demotion, or dismissal, and may order a
lesser form of discipline or order his/her reinstatement. Upon notification of the
Commission’s decision, the Board shall take such action as is necessary to lmpiement
the Commission's decision.
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