San Dieguito Union High School District
PERSONNEL COMMISSION

Regular Meeting Minutes
3:30 PM, May 13, 2025

MEETING/OPEN SESSION

1.

Call to Order, Commission Chair
The meeting was called to order at 3:31 PM by Commissioner BAIRD.

. Pledge of Allegiance

Commissioner BAIRD led the Pledge of Allegiance.

Personnel Commissioners in Attendance
John Baird

Jeff Charles

Justin Cunningham

Personnel Commission Staff in Attendance
Susan Gray, Director of Classified Personnel
Barbara Bass, Human Resources Analyst
Alyssa Avelar, Human Resources Technician

Approval of the Agenda for the May 13, 2025, Personnel Commission Regular
Meeting.

Public Comments - None

Motion by Commissioner CUNNINGHAM, second by Commissioner CHARLES,
to approve the agenda for the May 13, 2025, Personnel Commission Regular
Meeting.

Justin Cunningham

Jeff Charles

John Baird

Passed with Three Ayes

Approval of the Minutes for the April 8, 2025, Personnel Commission Regular
Meeting.

Public Comments - None

Motion by Commissioner CUNNINGHAM, second by Commissioner BAIRD, to
approve the minutes of the April 8, 2025, Personnel Commission Regular
Meeting.

Justin Cunningham - aye

John Baird - aye

Jeff Charles — abstain (not present at April 8" meeting)



Passed with Two Ayes

5. PUBLIC COMMENTS ON NON-AGENDA ITEMS

No action or discussion shall be undertaken on any item not appearing on the
posted agenda, except that members of the commission or its staff may briefly
respond to statements made or questions posed by persons exercising their
public testimony rights under Government Code §54954.3. In addition, on their
own initiative or in response to questions posed by the public, a member of the
commission or its staff may ask a question for clarification, make a brief
announcement, or make a brief report on their own activities. Furthermore, a
member of the commission, or the body itself, subject to rules or procedures of
the commission, may provide a reference to staff or other resources for factual
information, request staff to report back to the commission at a subsequent
meeting concerning any matter, or take action to direct staff to place a matter of
business on a future agenda. Public comments shall be limited to three minutes
per individual. A total of fifteen minutes shall be allotted per item.

A. California School Employees Association - None

B. San Dieguito Union High School District — Tracy Olander expressed her
appreciation for all Classified staff.

C. Public — Jeff Charles congratulated Carlos Magana for participating in the
Merit Academy and becoming a new Personnel Commissioner at Escondido
Union High School District.

ACTION ITEMS (See Supplements

6. CLASSIFICATION REVIEW
Public Comments — Carolyn Kinnare, Tracy Ngo, Carmen Blum, Carlos Magana,
Anne VanWinkle, Ambrose Lark, Joy Bischke

A. Registrar |
Discussion and possible action to establish the classification of Registrar I.

Commissioner Jeff Charles moved to amend the motion as such:

Motion by Commissioner CHARLES, second by Commissioner CUNNINGHAM,
to recommend to the Board a new job classification of Registrar | due to accretion
of duties of the middle school counseling Secretaries.

Jeff Charles

Justin Cunningham

John Baird

Passed with Three Ayes

Carolyn Kinnare contested the salary comparisons provided by the district and
offered her own data and opinion that she believes they are below market. Kinnare
proposed creating a Registrar | classification, with current high school Registrars



becoming Registrar Ils. Kinnare stated that she believes that there is a greater
workload in registering students at the middle school compared to the high school.

Tracy Ngo also stated that she believes the enrollment workload for middle
schools is greater than the high schools. Ngo also believes there are extensive
tasks involved in middle school enrollment, including obtaining records, following
up with families, document verification, generating reports, and managing grades.

Carmen Blum said the Secretaries assigned to the middle school counseling
departments should be reclassified as Registrars to achieve internal alignment.
Blum also requested that the documents presented by the public be attached to
the next meeting’s agenda.

Carlos Magana asked that the Commission provide closure to the employees and
urged the commissioners to vote based on what is “right and just.”

Anne Van Winkle shared that her Secretary job had changed from an 11-month
to a 10-month position and that her former Secretary duties at Earl Warren Middle
School were distributed among three other administrative assistants, two with
higher grades than Secretary.

Ambrose Lark reiterated the desire for action and to avoid further delays.

John Baird reviewed a number of ED codes and Commission Rules and
Regulations, which he interpreted as granting the Commission authority to classify
and reclassify positions. Baird made a motion to reclassify the requesting
employees to Registrar | at Salary Range 38. Jeff Charles seconded the motion
for the purpose of discussion.

Jeff Charles discussed the Commission’s authority to create a new job
classification and shared that his research seemed to indicate that it is limited to
instances where the governing board initiates the request to do so.

Susan Gray reiterated that this situation is unique due to the lack of district support
for establishing a new classification. Gray provided research dating back to 2014
that indicated that there were not any instances where the Commission
unilaterally established a class without district request or support.

B. Secretary — Job Description Revision
Motion by , second by to approve the recommended revisions to
the Secretary job description.

This item was postponed pending the outcome of the request to establish a
new classification of Registrar I.

C. Executive Assistant to the Superintendent
Motion by Commissioner CUNNINGHAM, second by Commissioner CHARLES,



to approve the revised job description for Executive Assistant to the
Superintendent and recommend to the Board of Trustees to reduce the
Confidential Salary Range — 2 by 5%.

Justin Cunningham

Jeff Charles

John Baird

Passed with Three Ayes

D. Occupational Therapist

Motion by Commissioner CHARLES, second by Commissioner CUNNINGHAM
to approve the revised job description for Occupational Therapist at the proposed
new salary range 65.

Jeff Charles

Justin Cunningham

John Baird

Passed with Three Ayes

Joy Bischke advocated for the reclassification request, highlighting the fact that
Masters degrees are now required, and that the current pay is significantly lower
than in other districts for the same job.

Susan Gray shared that the salary increase is warranted based upon the salary
comparison survey and noting the competitive market for healthcare
professionals.

E. School Plant Supervisor — Middle School

Motion by Commissioner CHARLES, second by Commissioner CUNNINGHAM,
to approve the revised job description for School Plant Supervisor — Middle School
at the proposed new salary range 40.

Jeff Charles

Justin Cunningham

John Baird

Passed with Three Ayes

. TRANSFER OF CLASSIFIED EMPLOYEE

Public Comments - None
Discussion and possible action regarding the transfer of Anne Van Winkle.

. COMMISSION CALENDAR

Public Comments - None

Motion by Commissioner CUNNINGHAM, second by Commissioner CHARLES,
to reschedule the June 10, 2025 Personnel Commission meeting to Monday, June
2, 2025 at 3:30 PM.

Justin Cunningham

Jeff Charles

John Baird

Passed with Three Ayes



9. 2025-2026 PROPOSED PERSONNEL COMMISSION BUDGET APPROVAL

A. Open Public Hearing

B. Call for Public Comment

C. Close Public Comment

D. Motion by Commissioner CHARLES, second by Commissioner
CUNNINGHAM, to approve the 2025-2026 Personnel Commission Budget as
proposed.

Jeff Charles

Justin Cunningham

John Baird

Passed with Three Ayes

10.ELIGIBILITY LISTS TO BE RATIFIED/APPROVED

Public Comments - None

A. Motion by Commissioner CHARLES, second by Commissioner
CUNNINGHAM, to approve a Continuous Filing Eligibility List for Instructional
Assistant SpEd, SR34, Open/Promotional-Dual Certification, updated on
04/03/2025, individual eligibility valid for six months.
Jeff Charles
Justin Cunningham
John Baird
Passed with Three Ayes

B. Motion by Commissioner CHARLES, second by Commissioner
CUNNINGHAM, to approve a Continuous Filing Eligibility List for Instructional
Assistant SpEd, SR34, Open/Promotional-Dual Certification, updated on
04/07/2025, individual eligibility valid for six months.
Jeff Charles
Justin Cunningham
John Baird
Passed with Three Ayes

C.Motion by Commissioner CHARLES, second by Commissioner
CUNNINGHAM, to approve a Continuous Filing Eligibility List for Instructional
Assistant SpEd - Behavior Intervention, SR36, Open/Promotional-Dual
Certification, updated on 04/07/2025, individual eligibility valid for six months.
Jeff Charles
Justin Cunningham
John Baird
Passed with Three Ayes

D. Motion by Commissioner CHARLES, second by Commissioner
CUNNINGHAM, to approve a Continuous Filing Eligibility List for Custodian,
SR32, Open/Promotional-Dual Certification, updated on 04/08/2025, individual
eligibility valid for six months.
Jeff Charles
Justin Cunningham



John Baird

Passed with Three Ayes
.Motion by Commissioner CHARLES, second by Commissioner
CUNNINGHAM, to approve a Continuous Filing Eligibility List for Nutrition
Services Assistant I, SR25, Open/Promotional-Dual Certification, updated on
04/14/2025, individual eligibility valid for six months.
Jeff Charles
Justin Cunningham
John Baird

Passed with Three Ayes
. Motion by Commissioner CHARLES, second by Commissioner
CUNNINGHAM, to approve a Continuous Filing Eligibility List for Instructional
Assistant SpEd, SR34, Open/Promotional-Dual Certification, updated on
04/15/2025, individual eligibility valid for six months.

Jeff Charles

Justin Cunningham

John Baird

Passed with Three Ayes

.Motion by Commissioner CHARLES, second by Commissioner
CUNNINGHAM, to approve a Continuous Filing Eligibility List for
Instructional/Personal Care Assistant SpEd, SR37, Open/Promotional-Dual
Certification, updated on 04/16/2025, individual eligibility valid for six months.
Jeff Charles

Justin Cunningham

John Baird

Passed with Three Ayes
.Motion by Commissioner CHARLES, second by Commissioner
CUNNINGHAM, to approve a Continuous Filing Eligibility List for Custodian
Floater, SR33, Open/Promotional-Dual Certification, updated on 04/17/2025,
individual eligibility valid for six months.

Jeff Charles

Justin Cunningham

John Baird

Passed with Three Ayes
. Motion by Commissioner CHARLES, second by Commissioner
CUNNINGHAM, to approve a Continuous Filing Eligibility List for Custodian,
SR32, Open/Promotional-Dual Certification, updated on 04/17/2025, individual
eligibility valid for six months.
Jeff Charles
Justin Cunningham
John Baird

Passed with Three Ayes
. Motion by Commissioner CHARLES, second by Commissioner
CUNNINGHAM, to approve a Continuous Filing Eligibility List for Nutrition
Services Assistant I, SR25, Open/Promotional-Dual Certification, updated on



04/21/2025, individual eligibility valid for six months.
Jeff Charles
Justin Cunningham
John Baird
Passed with Three Ayes
.Motion by Commissioner CHARLES, second by Commissioner
CUNNINGHAM, to approve an Eligibility List for HVAC Technician, SR49,
Open/Promotional-Dual Certification, updated on 04/21/2025, individual
eligibility valid for six months.
Jeff Charles
Justin Cunningham
John Baird
Passed with Three Ayes
. Motion by Commissioner CHARLES, second by Commissioner
CUNNINGHAM, to approve a Continuous Filing Eligibility List for Instructional
Assistant SpEd - Behavior Intervention, SR36, Open/Promotional-Dual
Certification, updated on 04/25/2025, individual eligibility valid for six months.
Jeff Charles
Justin Cunningham
John Baird
Passed with Three Ayes
. Motion by Commissioner CHARLES, second by Commissioner
CUNNINGHAM, to approve an Eligibility List for School Bus Driver, SR38,
Open/Promotional-Dual Certification, updated on 04/30/2025, individual
eligibility valid for six months.
Jeff Charles
Justin Cunningham
John Baird
Passed with Three Ayes
.Motion by Commissioner CHARLES, second by Commissioner
CUNNINGHAM, to approve a Continuous Filing Eligibility List for Custodian,
SR32, Open/Promotional-Dual Certification, updated on 05/05/2025, individual
eligibility valid for six months.
Jeff Charles
Justin Cunningham
John Baird
Passed with Three Ayes
.Motion by Commissioner CHARLES, second by Commissioner
CUNNINGHAM, to approve a Continuous Filing Eligibility List for Instructional
Assistant SpEd — Behavior Intervention, SR36, Open/Promotional-Dual
Certification, updated on 05/05/2025, individual eligibility valid for six months.
Jeff Charles
Justin Cunningham
John Baird
Passed with Three Ayes



P. Motion by Commissioner CHARLES, second by Commissioner
CUNNINGHAM, to approve a Continuous Filing Eligibility List for Instructional
Assistant SpEd, SR34, Open/Promotional-Dual Certification, updated on
05/05/2025, individual eligibility valid for six months.

Jeff Charles

Justin Cunningham
John Baird

Passed with Three Ayes

Q.Motion by Commissioner CHARLES, second by Commissioner
CUNNINGHAM, to approve a Continuous Filing Eligibility List for
Instructional/Personal Care Assistant SpEd, SR37, Open/Promotional-Dual
Certification, updated on 05/05/2025, individual eligibility valid for six months.
Jeff Charles
Justin Cunningham
John Baird
Passed with Three Ayes

R.Motion by Commissioner CHARLES, second by Commissioner
CUNNINGHAM, to approve a Continuous Filing Eligibility List for Nutrition
Services Assistant I, SR25, Open/Promotional-Dual Certification, updated on
05/06/2025, individual eligibility valid for six months.

Jeff Charles

Justin Cunningham
John Baird

Passed with Three Ayes

11.ELIGIBILITY LISTS TO BE ESTABLISHED/RECRUITMENTS POSTED

Public Comments - None

A. Motion by Commissioner CUNNINGHAM, second by Commissioner
CHARLES, to establish a six-month Eligibility List for Director of Purchasing,
Management Group 5 Range 10, Open/Promotional-Dual Certification.
Justin Cunningham
Jeff Charles
John Baird
Passed with Three Ayes

B. Motion by Commissioner CUNNINGHAM, second by Commissioner
CHARLES, to establish a six-month Eligibility List for Grounds Maintenance |,
SR35, Open/Promotional-Dual Certification.
Justin Cunningham
Jeff Charles
John Baird
Passed with Three Ayes

C. Motion by Commissioner CUNNINGHAM, second by Commissioner
CHARLES, to establish a six-month Eligibility List for Learning Commons
Technician |, SR40, Open/Promotional-Dual Certification.
Justin Cunningham
Jeff Charles



John Baird
Passed with Three Ayes
D. Motion by Commissioner CUNNINGHAM, second by Commissioner
CHARLES, to establish a six-month Eligibility List for Nutrition Services
Assistant Il, SR27, Open/Promotional-Dual Certification.
Justin Cunningham
Jeff Charles
John Baird
Passed with Three Ayes

DISCUSSION/INFORMATION ITEMS (See Supplements

12.STAFF COMMENTS ON PERSONNEL ACTIVITIES

Public Comments - None

A. Vacancy Report Summary: Susan Gray: There are 43 vacancies and we are
continuing to fill positions. We are seeing some resignations and retirements
trickle in. Alyssa Avelar has been helping with Summer School contracts.
Barbara Bass has helped with the reclassification studies. We have now
established a new process for revisiting reclassifications.

B. Vacancy Report

C. Personnel List Report

13.CORRESPONDENCE
Public Comments - None

14.NEXT PERSONNEL COMMISSION MEETING
The next Regular meeting of the Personnel Commission is scheduled for
Monday, June 2, 2025 at 3:30 p.m.

15.ADJOURNMENT - 5:32 PM



The following attachments
were submitted by speakers
during public comments.












D. :ue Commissior tict and the exclusive
bargaining represer on positions that
belong to the bargaining unit.

E. The Commission will ensure that the District and the exclusive bargaining
representative have reasonable notice of proposed classification or reclassification. If
the District and the exclusive representative have a mutually agreed joint forum, the
Commission will use that avenue for communication. If such forum is not available, the
Commission will communicate directly with the District and the exclusive bargaining
representative.

3.6 Class Specifications (Page 24)

For each class of positions, as initially or subsequently
there should be established and maintained a class spe

The Official class titles

A definition of the class, including a summary of the duties;

Examples of duties;

Some of the required skills, knowledge and abilities;

The minimum qualifications for the class;

Any special license or desirable skills (e.g. bilingual);

Any special designations (e.g. supervisory, administrative, executive) and the
length of the probationary period;

. The date the class specification was adopted. Minimum 1alifications may never
require a teaching, administrative, or other credential, nor may thev require work
experience which essentially would restrict applicants to credenti: hol rs.Ti s
may not be assigned that would restrict competition to holders of credentials

3.7 erpretation of Class Specifications (Page 24)

A. The definition and typical tasks are descriptive and explanatory only and not
restrictive. They indicate the kinds of positions that should be allocated to the respective
classes as determined by their duties, responsibilities, and qualification requirements,
and do not prescribe what these details shall be in respect to any position. The use of a
particular expression or illustration as to duties, responsibilities, qualifications,
requirements, or other attributes is typical or descriptive of the class and does not
exclude others not mentioned but of similar kind and/or quality as determine by the
Personnel Commission.

n omEDTO®»

B. In determining the class to which any position shall be a »cated, the
description for each class is considered as a whole. Consideration is given not to isolated
clauses, phrases, or words, apart from their context and from illustrative information in
other parts of the specifications, but to the general duties, responsibilities, specific tasks,
and qualification requirements as affording a picture of the positions that the ¢ 1ss
includes.






B. The effective date of any group reclassification that has been recommended by the
Personnel Commission shall be determined by meet and negotiation between the
Board’s Representative and the Representative of CSEA. C. An individual
reclassification shall be effective on the date set by the rules of the Personnel
Commission. D. Classification shall not be subject to the Grievance Procedure.



* Clomitted by C4rolyn

OVERALL JOB PURPOSE STATEMENT

The job of is done for the purpose of preparing, maintaining and monitoring the permanent
school records of kigh school students; reviewing, evaluating and recording course cre ts and
grades earned; conferring with counselors, administrators, faculty, students and parents regar ng

graduater -equirement:
DISTINGUISHING CHARACTERISTICS

This job is distinguished from similar jobs by the following characteristics: Positions in the
secretarial/clerical series provide clerical and progressively more responsible secretarial and
administrative support to a supervisor, school or district administrator, in the collection, com| ing,
processing and reporting of program data and in the day-to-day organization and implementation of
program functions and activities
varied and often complex stud
Supervision is from a site adm

This class differs-f

port to an assigned supervisor and performs a variety of responsible and technical secretarial
and clerical work in support of a-Bistrict-andfersches lepartment erprogram.
ESSENTIAL FUNCTIONS

* Communicates with various individuals (e.g. counselors, administrators, faculty, students, parents,
registrars of other schools, college admission staff, etc.) for the purpose of providing and obtaining
information, clarifying transcript data and providing assistance as needed in evaluating graduatien

‘equirements and deficiencies.

* Compiles a variety of reports and recommendations (e.g. GPA information, grades, eligibility
requirements, etc.) for the purpose of providing accurate information.

* Interprets/evaluates transcripts of incoming students for the purpose of providing reliable information
related to student records.

* Maintains a variety of student records (e.g. credits/courses needed graduation, discuss credits/grades
with counselors/students, communicate with teachers regarding grade
changes/omissions/incomplete transcripts, class schedules, etc.) for the purpose of documentingan or
providing reliable information related to student records.

* Performs a variety of enrollment activities (e.g. intake interviews with parents, preparing cum folders,
data entry of previous records, verifying immunizations, etc.) for the purpose of ensuring that
information submitted is complete.

* Processes permanent records for incoming students (e.g. requests records and/or course descriptions
from out of district schools, records grades, evaluates foreign, domestic and out of district school
transcripts, etc.) for the purpose of ensuring compliance with district, state and federal re iirements.

n



San Dieguito Union High School Distric

* Provides transcripts as requested by other schools (e.g. academic, health and otherrelated recor ,etc.)
for the purpose of providing necessary information.

* Prepares written materials (e.g. reports, letters, memos, surveys, enrolliment, course work, stude
grades, etc.) for the purpose of documenting activities, providing written reference and/or conveying
information.

* Responds to inquiries regarding student grades from other schools and authorities (e.g. student
advocates, community agencies, etc.) for the purpose of providing information containe n permanent
student records where authorized and legally appropriate.

* Reviews serier-graduation-student status for the purpose of ensuring computer
data is current and accurate and distributing reports to students and counselors.

* Schedules appointments for the purpose of registering students.

* Updates transcripts (e.g. changes, waivers, additions, test scores, etc.) for the purpose of ensuring that
student records are current and accurate.

OTHER FUNCTIONS

* Performs other related duties as assigned.

JOB REQUIREMENTS: MINIMUM QUALIFICATIONS
KNOWLEDGE, SKILLS AND ABILITIES

KNOWLEDGE is required to perform basic math including calculation of fractions, percents and/or ratios;
read a variety of manuals, write documents following prescribed formats and/or present information
before groups; and analyze situations to define issues and draw conclusions. Specific knowledge required
to satisfactorily perform the functions of the job includes: concepts of grammar and punctuation; State
and District requirements for graduation; District policies and procedures related to registration an
permanent student records; and applicable sections of State Education Code and other applicable ws.

SKILLS are required to perform multiple non-technical tasks with a need to occasionally upgrade skills in
order to meet changing job conditions. Specific skills required to satisfactorily perform the func ins of
the job include: operating standard office equipment including using pertinent software applications;
preparing and maintaining accurate records.

ABILITY is required to schedule a number of activities; routinely gather, collate and/or classify data; and
use basic job related equipment. Flexibility is required to work with others under a wide variety of
circumstances; analyze data utilizing defined but different processes; and operate equipment using
standard methods of operation. Ability is also required to work with a significant diversity of individuals
and/or groups; work with data of varied types and/or purposes; and utilize job related e iipment. In
wC with others, problem solving is required to analyze issues, create plans of action and reach
solutions; with data it is significant; and with equipment it is limited. Specific abilities required to
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satisfactorily perform the functions of the job include: working with minimal direct supervision; adapting
to changing work priorities; communicating with diverse groups; maintaining confidenti. ty and working
with discretion; meeting deadlines and schedules; working with constant interruptions; working with
detailed information/data; organizing, compiling, analyzing and evaluating student information; an
learning, interpreting and applying pertinent rules, regulations and policies.

RESPONSIBILITY

Responsibilities include: working under standardized instructions and/or routines focusing primarily on
results; leading, guiding and/or coordinating other persons; and operating within a defined budgetan or
financial guidelines. Utilization of some resources from other work units may be required to perform the
job’s functions. There is a continual opportunity to impact the Organization’s services.

WORKING ENVIRONMENT

The usual and customary methods of performing the job’s functions require the fc \wing physical
demands: some lifting, carrying, pushing and/or pulling; some climbing and balancing; some stooping,
kneeling, crouching and/or crawling; significant reaching, handling, fingering and/or feeling. Generally, the
job requires 50% sitting, 20% walking and 30% standing. The job is performed under minimal temperature
variations, a generally hazard free environment and in a clean atmosphere.

EDUCATION

High School Diploma or Equivalent.

EXPERIENCE

Three years increasingly responsible clerical experience including at least one year in a school office with
responsibility for student records.

REQUIRED TESTING

None Specified

CERTIFICATES AND LICENSING

None Specified

CONTINUING EDUCATION/TRAINING

None Specified

OTHER REQUIREMENTS

Criminal Justice/Fingerprint Clearance; TB Clearance
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maintain student information database sy :ms for|
assigned site(s) or department; serve as a
resource for users of student information systems

Vista
analyze issues related to student informz n
systems and related software; assist users with
45|School Site Data Coordinator 21.49 30.37 38.8|data integrity and reporting.
provides clerical and secretarial assistance to
SDUHSD 36|Secretary 22.47 26.01] 30.11 department or program administrators
Average 22.87 27.32] 31.43







	3. 2025-05-13 Minutes
	MEETING/OPEN SESSION
	ACTION ITEMS (See Supplements)
	DISCUSSION/INFORMATION ITEMS (See Supplements)

	CKinnare Document
	TNgo Document

