
Palmdale 
School District 
Launching a lifetime of learning 

Personnel Commission 

Wednesday, April 8, 2020 - 5:30 P.M. 

37230 37th Street East 

Palmdale, California 93550 

REGULAR (VIRTUAL) MEETING 

ONLINE ONLY DUE TO COVID-19 

SHELTER IN PLACE ORDER - VIA ZOOM 

You are invited to Join a Zoom meeting 

Apr 8, 2020, 5:30 PM Pacific Time (US and Canada) 

Topic: Regular {Virtual) Meeting of the Personnel Commission - 04/08/2020 

Please click the link below to join the webinar: 

https://palmdalesd.zoom.us/j/238483107 

On the iPhone one-tap: 

US: + 16699006833,,238483107# or + 13462487799,,238483107# 

Or Telephone: 

Dial {for higher quality, dial a number based on your current location): 

US: +l 669 900 6833 or +l 346 248 7799 

CALL TO ORDER 

PLEDGE OF ALLEGIANCE 

ROLL CALL: Mrs. Kathleen Duren, Chairperson 

Mrs. Deneese Thompson, Vice Chairperson 

Mr. Dale Speights, Commissioner 

Ms. Mary Theus, Director, Personnel Commission 

I. PRELIMINARY BUSINESS

A. Approval of Meeting Minutes Recorded for the February 12, 2020 meeting

II. PUBLIC COMMENTS

A. Comments Concerning Items on the Agenda

B. Comments from Members of the General Public Regarding Non-Agenda Items

ACTION 

35-19/20

The Personnel Commission is committed to public input and participation in Personnel Commission meetings in a manner 

that is consistent with guidance provided by our county public health official. Given the current shelter in place order in Los 

Angeles County, we are making available remote, online participation in order to promote the safety and health of our 

community. We will not have in person public participation during this period due to the health and safety risks it poses. 

You can call into the meeting to provide public comment via Zoom. You can join the Zoom Meeting from a computer, mobile 

device, or tablet. The Zoom meeting information is above and provided on the district's website for every Personnel 

Commission meeting agenda, as long as needed during the COVID-19 pandemic. 

https://palmdalesd.zoom.us/j/238483107


Personnel Commission Meeting 

Agenda of April 8, 2020 

Page 2 

Ill. CONSENT AGENDA 

IV. 

Actions proposed for the Consent Agenda are items consistent with adopted rules and regulations of the Personnel Commission and are 

deemed routine in nature. They will be acted upon in one motion, without discussion, unless members of the Personnel Commission, staff, 

or a member in the audience requests an items removal. The item will be removed from the motion to approve and will be discussed 

immediately following the Consent Agenda. 

A. Approval of Consent Agenda

ACTION 

36-19/20

A. 

B. 

C. 

D. 

E. 

F. 

G. 

H. 

1. Ratification of Eligibility Lists

2. Extension of Eligibility Lists

3. Nullification of Eligibility Lists

4. Ratification of Transfers

NEW BUSINESS 

Public Hearing: Proposed 2020-21 Annual Personnel Commission Budget 

Approval of Proposed 2020-2021 Annual Personnel Commission Budget 

Approval of Personnel Commission Staff to Work Remotely 

Approval of Eligibility List with Less Than Three Ranks 

Early Childhood Education Disabilities/Mental Health Specialist 

Approval of New Classification and Salary Schedule Placement 

District Chef 

Approval of Americans with Disabilities Act (ADA) Compliant Form 

District Chef 

Approval of New Classification and Salary Schedule Placement 

Leaves Analyst 

Approval of Americans with Disabilities Act {ADA) Compliant Form 

Leaves Analyst 

ACTION 

37-19/20

38-19/20

39-19/20

40-19/20

41-19/20

42-19/20

43-19/20

V. INFORMATION/REPORTS

A. Ryan Beardsley, Assistant Superintendent Human Resources

Topic: Social Emotional Learning Specialist and Occupational Therapist

B. Classified Update

C. Director, Personnel Commission

D. Comments from Commissioners
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VI. RECESS TO CLOSED SESSION

A. With respect to every item of business to be discussed in closed session, pursuant to

Government Code, Section 54957

1. Confidential/Personnel Matters

VII. RECONVENE TO OPEN SESSION

VIII. REPORT OUT ACTIONS TAKEN (if any) IN CLOSED SESSION

A. With respect to every item of business to be discussed in closed session, pursuant to

Government Code, Section 54957

1. Confidential/Personnel Matters

IX. DATE/TIME OF NEXT PERSONNEL COMMISSION MEETING: May 13, 2020 at 5:30 P.M.

OPEN SESSION ADJOURNMENT _____ P.M. 

In compliance with the American with Disabilities Act, if you need special assistance to participate in this meeting, please contact the 

Personnel Commission office at 661285 2902. Notification 48 hours prior to the meeting will enable to the Commission to make reasonable 

arrangements to ensure accessibility to this meeting. 

As of July 1, 2008, the District is required to make documents (revised or otherwise) distributed to the Personnel Commission within 72 

hours of a meeting, simultaneously available for public review, provided such documents are not otherwise exempt from public disclosure. 

Such documents will be available for public review in the Personnel Commission office. 



Personnel Commission Meeting 

ofthe 

Palmdale School District 

Minutes of February 12, 2020 Regular Meeting 

CALL TO ORDER 

MEMBERS PRESENT 

STAFF PRESENT 

PRESENTATION 

PRELIMINARY BUSINESS 

PUBLIC COMMENTS CONCERNING 

AGENDA ITEMS 

PUBLIC COMMENTS CONCERNING 

NON-AGENDA ITEMS 

CONSENT AGENDA 

INFORMATION/REPORTS 

Chairperson Kathleen Duren called the meeting to order at 5:30 P.M., 

followed by the Pledge of Allegiance led by Commissioner Speights. 

Mrs. Kathleen Duren, Chairperson 

Mrs. Deneese Thompson, Vice-Chairperson 

Mr. Dale Speights, Commissioner 

A quorum was present. 

Ms. Mary Theus, Director, Personnel Commission 

Ms. Heidy Castillo, Administrative Secretary 

The Brown Act 

Jay Fernow, counsel from Fagen Fulfrost & Friedman, presented on The Brown 

Act and responded to questions from the Commissioners. 

Approval of Meeting Minutes 

Commissioner Thompson moved to approve minutes of the January 8, 2020 

regular meeting, with Commissioner Speights providing a second, and 

discussion was called. Hearing none, the motion carried. 

Ayes: Speights, Thompson 

None. 

Eva Garcia, Bilingual School Secretary, welcomed Commissioner Speights, and 

conveyed her appreciation for the Commission's work. Ms. Garcia requested 

details regarding the process for revising job descriptions. Additionally, she 

outlined the current standard for clerical staff in an elementary school office 

versus past standards, and mentioned the need for more part-time staff to 

support school secretaries for a full day. 

Eva Garcia addressed the CSEA classification/compensation study from 

2015/2016, and shared her understanding of a recommendation to consolidate 

job descriptions for some classes. She also mentioned that salaries for internal 

equity should continue to be addressed by the Commission; particularly, 

School Secretary versus Administrative Secretary. 

Commissioner Thompson moved to approve the Consent Agenda as presented, 

with Commissioner Speights providing a second. The motion carried. 

Ayes: Speights, Thompson. 

Classified Update 

Ms. Theus distributed the Classified Update. It is attached as part of the 

official minutes. 
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RECESS TO CLOSED SESSION 

RECONVENE TO OPEN SESSION 

ADJOURNMENT 

Ms. Theus provided an update on the progression of recruitment for the 
Benefits Analyst and Facilities Planner positions. She also conveyed ways in 
which job postings are published for public and employee notice. Specific 
methods noted: PSD News, PSD website, external job boards; routing to 
secretaries for posting, and Job Interest Cards. 

Heidy Castillo was introduced as the new Administrative Secretary for the 
Personnel Commission office. 

Comments from Commissioners 

The Commission welcomed Heidy Castillo to the Personnel Commission staff. 

Commissioner Speights, thanked Ms. Eva Garcia for her comments. 

Commissioner Duren thanked Ms. Garcia as well, and requested Ms. Theus to 
prepare a recommendation on how to proceed and schedule job description 
revisions. She also reminded everyone of the forthcoming CSPCA Conference 
in San Francisco. 

Recessed at 7:06 P.M. 

A. With respect to every item of business to be discussed in closed session,
pursuant to Government Code Section 54957
1. Confidential/Personnel Matters

Reconvened at 7:25 P.M. 

A. With respect to every item of business to be discussed in closed session,
pursuant to Government Code Section 54957
1. Confidential/Personnel Matters

With no action taken, there is no report. 

The next regular meeting of the Personnel Commission is scheduled for 
March 11, 2020 at 5:30 P.M. in Room 125 at Site 18. 

On a motion by Commissioner Speights, the meeting was adjourned at 
7:26 P.M. 

Respectfully submitted, 

<;Mary £. CJ'lieus

Director, Personnel Commission 





Palmdale 
School District 
Launching a•fifetime of /earning 

Classified Update for February 12, 2020 

Testing Status: 

Benefits Analyst 

Bilingual Attendance Clerk 

Bilingual Instructional Assistant 

Child Nutrition Assistant I 

Credentials Analyst 

Crossing Guard 

Facilities Planner 

Family Services Advocate 

Grounds/Utility Maintenance Worker II 

Health Assistant/L VN 

Instructional Assistant I 

Noon Duty/Campus Assistant 

Paraeducator/LVN 

Paraeducator-Moderate to Severe 

Personnel Analyst 

Student Interventionist 

Postings: 

Administrative Clerk II 

Attendance Clerk 

Personnel Commission 

37230 37th Street East 
Palmdale, CA 93550 

661.285.2902 

661.285.2137 Fax 

www.palmdalesd.org 
Kathleen Duren, Commissioner 

Deneese Thompson, Commissioner 
Dale Speights, Commissioner 

Mary Theus, Director 

Performance/written exam 1/28/20; 
QAI 02/11 /20 

QAI 02/05/20 

Written exam 02/25/20 

Written exam 02/12/20 

Performance/written 01/14/20; QAI 01/22/20 

Written exam 02/10/20 

QAI 02/13/20 

Performance/written exam 02/11 /20 

QAI pending 

Written exam 02/18/20 

Written exam 02/26/20 

Written exam 02/03/20 

Written exam 02/18/20 

Written exam 02/21 /20; QAI 02/25/20 

Written exam 02/21 /20 

Written exam 01/30/20; QAI pending 

Closed 02/07 /20 

Closes 02/13/20 

The mission of the Palmdale School District is to implement our vision with actions and services targeted to students, 
parents, and staff so our students can I ive their lives to their full potential. 
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Bilingual ECE Teacher Assistant 

Bilingual Typist Clerk 

ECE Teacher Assistant 

Executive Assistant Non-Confidential 

Maintenance Worker 11 

Occupational Therapist 

Paraeducator-Certified Interpreter 1/11 

Warehouse Worker/Delivery Driver 11 

Continuous 

Closed 02/06/20 

Continuous 

Closes 02/13/20 

Closed 01/29/20 

Continuous 

Continuous 

Closes 02/14/20 

The mission of the Palmdale School District is to implement our vision with actions and services targeted to students, 
parents, and staff so our students can live their lives to their full potential. 



DATE 

TO: 

FROM: 

RE: 

STATUS 

April 8, 2020 

PALMDALE SCHOOL DISTRICT 

PERSONNEL COMMISSION 

AGENDA ITEM 

Personnel Commission 

Mary Theus 

Director, Personnel Commission 

RATIFICATION OF ELIGIBILITY LIST(S) 

X 

The testing procedure for establishment of an eligibility list for the classifications on the 

attached "Classified Recruitment Summary Report" have been completed and the list(s) 

established as presented. 

RECOMMENDATION 

It is recommended that the eligibility list(s) for the attached classification(s) be ratified. 

MT 

36-19/20

REPORT 

ACTION 



Job Classification 

Benefits Analyst 

Bilingual Attendance Clerk 

Child Nutrition Assistant I 

Crossing Guard 

Facilities Planner 

Family Services Advocate 

Grounds/Utility Maintenance 
Worker II 

Health Assistant/L VN 

Instructional Assistant I 

Noon Duty/Campus Assistant 

Paraeducator/LVN 

Paraeducator-Moderate to 
Severe 
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This certifies the eligibility list process is complete and in compliance with pertinent Education Codes (merit system) and Personnel 
Commission Rules and Regulations. 

9Vlary L. CJ'lieus 
Mary Theus 
Director, Personnel Commission 

9Vlarcli 5, 2 0 2 0 
Date 



DATE 

TO: 

FROM: 

RE: 

STATUS 

April 8, 2020 

PALMDALE SCHOOL DISTRICT 

PERSONNEL COMMISSION 

AGENDA ITEM 

Personnel Commission 

Mary Theus 

Director, Personnel Commission 

EXTENSION OF ELIGIBILITY LIST(S) 

_x_ 

The eligibility list(s) for the following classifications still contain(s) a sufficient number of 

qualified ranks. 

REPORT 

ACTION 

Job Classification Effective Date Expiration Date Date Extended 

Bilingual Administrative Clerk II 04/12/2019 04/11/2020 10/11/2020 

RECOMMENDATION 

It is recommended that the eligibility list(s) stated above be extended for a period of six 

months. 

MT 

36-19/20



DATE 

TO: 

FROM: 

RE: 

STATUS 

April 8, 2020 

PALMDALE SCHOOL DISTRICT 

PERSONNEL COMMISSION 

AGENDA ITEM 

Personnel Commission 

Mary Theus 

Director, Personnel Commission 

NULLIFICATION OF ELIGIBILITY LIST(S) 

REPORT 

_x_ ACTION 

The eligibility list(s) for the following classifications have expired or have insufficient ranks 

remaining. 

Job Classification Effective Date 

Child Nutrition Assistant I 06/11/2019 

Crossing Guard 12/17/2019 

Instructional Assistant I 08/16/2019 

Noon Duty/Campus Assistant 09/19/2019 

Paraeducator/LVN 12/02/2019 

Paraeducator Moderate to Severe 10/18/2019 

RECOMMENDATION 

It is recommended that the eligibility list(s) stated above be nullified. 

MT 

36-19/20

Expiration Date 

06/10/2020 

12/16/2020 

08/15/2020 

09/18/2020 

12/01/2020 

10/17/2020 



DATE 

TO: 

FROM: 

RE: 

STATUS 

April 8, 2020 

PALMDALE SCHOOL DISTRICT 

PERSONNEL COMMISSION 

AGENDA ITEM 

Personnel Commission 

Mary Theus 

Director, Personnel Commission 

RATIFICATION OF TRANSFER(S) 

REPORT 

_x_ ACTION 

As provided for in the Personnel Commission Rules and Regulations, Section 4, Item 6.188, and 

in the collective bargaining agreement Article 7.1, the Personnel Commission shall ratify 

transfers. 

RECOMMENDATION 

It is recommended that the Personnel Commission ratify the transfer(s) included as "Change of 

Status11 from the Board Agenda. 

MT 

36-19/20



Transfers and Reassignments 03/11/2020 

EmQlo�ee Name Effective Date Classification{s) Comments 

a. Alfaro Miranda, Mayra Y. 02/23/2020 From Substitute Noon Duty/Campus Assistant, to Noon Replacement for Vicky Mora 

Duty/Campus Assistant (SH) 3.5 hrs/182 days 

b. Armijo, Alma 2/12/2020 Child Nutrition Assistant I, 3.0 hrs/182 days, from (BV) to Voluntary Transfer 
(SAGE) Replacement for Maria Flores 

C. Casillas, Angelica 2/6/2020 Paraeducator-Moderate to Severe from (PDC) 5.75 hrs/182 Growth 
days, to (YN) 7.0 hrs/182 days Increase in hours by seniority 

d. Clark, Glenda R. 02/10/2020 Paraeducator-Moderate to Severe, from {DW) 5.75 hrs/182 Increase in hours by seniority 

days, to (PDC) 7.0 hrs/182 days Replacement for Petronila Estrada 

e. Gilmartin, Lupe 02/03/2020 Bilingual Typist Clerk, from (BV) 5.75 hrs/10 mo., to (WEC) 5.75 Increase in work year by seniority 

hrs/12 mo. Replacement for Norma Pomposo 

f. Haliburton, Angela 2/18/2020 Special Education Instructional Assistant I, 5.75 hrs/182 days Voluntary Transfer 

from (SAGE) to (First Steps) Replacement for Shannon Lawson 

g. Hernandez, Barbara W. 01/29/2020 Paraeducator-Moderate to Severe, 5.75 hrs/182 days, from Reassignment 

(PDC) to (BV) Replacement for Joyce Pagtakhan 

h. Hidalgo, Dawn 2/18/2020 From Child Nutrition Assistant I (SW) 3.0 hrs /182 days, to Voluntary Demotion 

Special Education Instructional Assistant I (SW} 5. 75 hrs/182 Replacement for Jared Queen 

i. Kamalyan, Anna 2/11/2020 From Administrative Clerk I (DGM) 5.75 hrs/10 mo., to Promotion 

Credentials Analyst (HR) 8.0 hrs/12 mo. Replacement for Niza Ortiz 

j. Lowe, Kathryn A. 2/7/2020 Custodian I from (OT Parent Center} 4.0 hrs/12 mo., to (SAGE} Increase in hours by seniority 

8.0 hrs/12 mo. Replacement for Jeffrey Fait 

k. Mojarro, Maria 2/18/2020 From Noon Duty/Campus Assistant (LA) 3.5 hrs/182 days, to Promotion 

Child Nutriton Cashier I (LA) 3.0 hrs/182 days Replacement for Sergio Haro 

I. Penn Bailey, Lashawn D. 2/6/2020 Paraeducator-Moderate to Severe from (BV) 6.5 hrs/182 days, Growth 

to (PDC) 7.0 hrs/182 days Increase in hours by seniority 

m. Pineda-Torres, Irma 02/03/2020 Paraeducator-Moderate to Severe (BV), from 5.75 hrs/182 Increase in hours by seniority 

days to 6.5 hrs/182 days Replacement for Afraicela Saenz 

n. Rashid, Rasheeda M. 02/03/2020 Paraeducator-Moderate to Severe (PDC), from 5.75 hrs/182 Increase in hours by seniority 
days to 7.0 hrs/182 days Growth 

o. Radio, Nikki J. 02/01/2020 From Special Education Instructional Assistant I to Special Completion of Coursework 

Education Instructional Assistant II 

p. Saenz, Afraicela 01/27/2020 Paraeducator-Moderate to Severe, from (BV) 6.5 hrs/182 days, Increase in hours by seniority 

to (PDC) 7.0 hrs/182 days Growth 

q. Salazar, Jason H. 02/06/2020 Paraeducator-Moderate to Severe, from (PDC) 5.75 hrs/182 Increase in hours by seniority 

days, to (YN} 7.0 hrs/182 days Replacement for LaTijera Edwards 

1 



Transfers and Reassignments 

r. Slankard, Michelle D. 2/10/2020 

s. Zuniga, Angelica M. 02/03/2020 

Special Education Instructional Assistant I, 5. 75 hrs/182 days, 

First Steps to same site 

Paraeducator-Moderate to Severe (BV), from 5.75 hrs/182 

days to 6.5 hrs/182 days 

Voluntary Transfer 

Replacement for Angelica Casillas 

Increase in hours by seniority 

Replacement for Adriana Garcia 

03/11/2020 

2 



fi?M Los Angeles County 
� Office of Education 
Serving Students• Supporting Communities• Leading Educators 

Business Advisory Services 

Annual Budget of Personnel Commission 

Fiscal Year 2020-2021 
Education Code Section 45253 (K-12 Districts) or 88073 (CC Districts) 

_______ P_a_l m_d_a_le_S_c_h_o_o_l _D_is_ t_r_ic_t ___________ , Los Angeles county, California. 
Name of Local Educational Agency (LEA) 

Notice of Public Hearing by the Personnel Commission - Completed by LEA Personnel Commission 

To: Governing Board and District Administration 

The Public Hearing on this proposed budget will be held at 

Virtual Telephonic Meeting via Zoom - https://palmdalesd.zoom.us/j/238483107
(Place) 

on _____ A ___ p_ri_l 8 _____ , 20 20 at __ 5_:_3_0 __ o'clock __ PM. 

You are invited to attend and present your views. 

Signature of Chairman or Director of Personnel Commission 
Mary L. Theus 

Print Name 
Director, Personnel Commission 

Title 

Adopted Annual Budget of Personnel Commission - Completed by LEA Personnel Commission 

To: Los Angeles County Office of Education 

The Annual Budget of Personnel Commission was adopted on: 

Date of meeting -----------, 20_ 

Signature of Chairman or Director of Personnel Commission 

Print Name 

Title 

Approval of Annual Budget of Personnel Commission - For LACOE Use Only 

To: Governing Board and Personnel Commission 

This report has been examined and approved by 

Date ______________________ _ 
Form No. 504-035 Page 1 of 2 Rev. 03/1112020 



DATE: 

TO: 

FROM: 

RE: 

BACKGROUND 

April 8, 2020 

PALMDALE SCHOOL DISTRICT 

PERSONNEL COMMISSION 

AGENDA ITEM 

Personnel Commission 

Mary Theus 

Director, Personnel Commission 

REPORT 

_X_ ACTION 

APPROVAL OF 2020-2021 ANNUAL PERSONNEL COMMISSION BUDGET 

As a Merit District, it is necessary to submit an annual proposed Personnel Commission budget, hold a 

public hearing, and take action on the proposed budget prior to May 30th of the said year per Education 

Code Section 45253. Notices of the public hearing and proposed budget are sent to all governing Board 

members. In accordance with Personnel Commission Rules and Regulations, Item 2.16, the budget will 

be proposed to the Commissioners not later than the first meeting in April. 

STATUS 

On April 8, 2020, a public hearing will be held to receive input regarding the attached proposed 

2020-2021 Personnel Commission budget. 

RECOMMENDATION 

It is recommended that the Personnel Commission approve the proposed 2019-2020 annual budget as 

presented. 

MT 

37-19/20



Annual Financial and Budget Report 

Fiscal Year 2020-2021 

Name of Local Educational Agency: ________ P_a_lm_d_a_le_S_c_h_o_o_l _D_is_ t_r_ic_t ________ _ 

2000 Classified Salaries (1> 

Commission Members (2> $ 3,500.00 $ 1,350.00 $ 1,818.00 

Director 12,340.00 88,793.00 137,529.00 

Secretaries, Clerks 181,032.00 138,165.00 245,097.00 

Other 13,018.00 8,072.00 12,923.00 

3000 Employee Benefits 181,857.00 149,767.00 261,794.00 

391,747.00 386,147.00 659,161.00 

4000 Supplies and Equipment 
Replacement 19,609.00 4,514.00 8,000.00 

5000 Operating Expenses 91,460.00 43,922.00 88,839.00 

6000 Equipment 0.00 0.00 0.00 

111,069.00 48,436.00 96,839.00 

502,816.00 $ 434,583.00 $ 756,000.00 

* Round to the nearest dollar.

(1} Include expenditures only directly attributable to the activities of the Commission and their employees. 
For example: salaries of administrators having a line responsibility for all district operations should not 
be prorated even though some time may be spent working with the personnel director. 

(2} Salaries for Commission members should not be included without prior and specific authorization by the 
Governing Board. (Education Code Section 45250) 

(3} Include in Appropriation for Contingencies only amounts that may seem necessary for unforeseen 
requirements. 

Form No. 504-035 Page 2 of 2 Rev. 03/11/2020 







DATE: 

TO: 

FROM: 

RE: 

BACKGROUND 

April 8, 2020 

PALMDALE SCHOOL DISTRICT 

PERSONNEL COMMISSION 

AGENDA ITEM 

Personnel Commission 

Mary Theus 

Director, Personnel Commission 

REPORT 

_X_ ACTION 

APPROVAL OF PERSONNEL COMMISSION STAFF TO WORK REMOTELY 

In response to the COVID-19 pandemic and the Governor1s Executive Order N-33-20 as well as 

recommendations from the Los Angeles Department of Public Health, the Los Angeles Department of 

Education, and the California Department of Education, Palmdale School District closed all schools and 

administrative offices until further notice. 

STATUS 

As per the District1 s directive, employees should work remotely from home in compliance with "Safer at 

Home11 guidelines. However, all classified staff should be ready to report to work if contacted by a 

supervisor to do so. Under the District1 s March 18, 2020 Memorandum of Understanding with Chapter 

296 of the CSEA, classified staff required to report to a District work site will receive one and one-half of 

their standard rate of pay for each hour worked. 

RECOMMENDATION 

It is recommended that the Personnel Commission approve its staff to work remotely from home until 

further notice. Social distancing protocols will be enforced should it become necessary for the PC staff 

to report to work as advised by the Director, Personnel Commission. 

MT 

38-19/20



DATE: 

TO: 

FROM: 

RE: 

BACKGROUND 

April 8, 2020 

PALMDALE SCHOOL DISTRICT 

PERSONNEL COMMISSION 

AGENDA ITEM 

Personnel Commission 

Mary Theus 

Director, Personnel Commission 

APPROVAL OF ELIGIBILITY LIST WITH LESS THAN THREE RANKS: 

Early Childhood Education Disabilities/Mental Health Specialist 

REPORT 

X ACTION 

A primary function of the Personnel Commission is to recruit and select qualified candidates for 

employment with the District based on the merit system. Through the selection process, candidates are 

tested and ranked on the basis of their overall knowledge, skills, and abilities. 

STATUS 

Recruitment efforts for the Early Childhood Education r'ECE") Disabilities/Mental Health Specialist 

resulted in a limited number of qualified applicants. Currently, we have two applicants that meet all 

minimum qualifications and have completed the examination process. 

To support the Early Childhood Education needs of the District, it is requested that an eligibility list be 

approved when qualified candidates are identified. 

RECOMMENDATION 

It is recommended that the Personnel Commission approve the eligibility list for ECE Disabilities/Mental 

Health Specialist, as presented. 
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Job Classification 

ECE Disabilities/Mental Health 
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PALMDALE SCHOOL DISTRICT 

PERSONNEL COMMISSION 

March 11, 2020 
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*only new eligibles have the expiration date of the merged eligibility list; previous eligibles maintain the original expiration date.
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This certifies the eligibility list process is complete and in compliance with pertinent Education Codes (merit system) and Personnel 
Commission Rules and Regulations. 

9vl.ary L. rfheus 
Mary Theus 
Director, Personnel Commission 

9vl.arch 5, 2020 
Date 



DATE: 

TO: 

FROM: 

RE: 

BACKGROUND 

April 8, 2020 

PALMDALE SCHOOL DISTRICT 

PERSONNEL COMMISSION 

AGENDA ITEM 

Personnel Commission 

Mary Theus 

Director, Personnel Commission 

REPORT 

_X_ ACTION 

APPROVAL OF NEW LEADERSHIP CLASSIFICATION AND SALARY SCHEDULE PLACEMENT: 

DISTRICT CHEF 

In the 2018-2019 year, the Child Nutrition Department eliminated one Child Nutrition Assistant Director 

position. Since that time, Child Nutrition has experienced a significant increase in meal participation, as 

well as the number of programs and menu items offered. In addition, there is a continual upsurge in 
catering requests. 

STATUS 

In an effort to be more proactive with assessing and improving student meal acceptability, the District 
proposes a District Chef position. This leadership classification would be responsible for all catering, 

allergen management, software administration, training new employees in food safety and kitchen 

skills, as well as responsibilities pertaining to USDA required site monitoring. 

The proposed salary schedule placement is the Assistant Director level of the Leadership Salary Schedule 

($67,298 - $81,802 annually). 

RECOMMENDATION 

It is recommended that the Personnel Commission approve the new classification and job description, as 

well as the proposed salary schedule placement as presented. 

MT 
40-19/20



DEFINITION: 

DISTRICT CHEF 

Bargaining Unit: Management 

Salary Range: 

$67,298.00 - $81,802.00 Annually 
(Assistant Director Level) 

DRAFT 

Under the direction of the Director of Child Nutrition, the District Chef will oversee all aspects of 

catering functions and develop recipes and menus to be utilized for Child Nutrition programs. A person 

in this position will exercise functional and technical supervision over child nutrition personnel, and 

evaluate assigned staff. 

EXAMPLE OF DUTIES: 

Duties may include, but are not limited to, the following: 

1. Implement and execute the District catering program, including marketing, menu development,

costing, and invoicing.

2. Fulfill district needs with the utilization of a food truck to include: student, school, and community

events and district catering.

3. Prepare and cook food as per recipes and production records; create new recipes using USDA Foods

and purchased products.

4. Assist in the development of new recipes using USDA Foods and purchased products that meet the

dietary guidelines and are well accepted by students.

5. Conduct taste tests with student panels for new products and recipes.

6. Assist with effective utilization of USDA resources; planned usage, processing, proper allocation

based on designed menus.

7. Place food and supply orders for catering functions and special events that meet the needs of each

school while maintaining cost control measures.

8. Conduct trainings with child nutrition staff in food safety and monitoring systems (i.e. HACCP}, food

cost, cooking techniques, kitchen instruments, and food presentation.

9. Assist in securing the necessary equipment and/or repairs to equipment in accordance with the

USDA, state, and district procurement procedures.

10. Assist with summer and winter meal programs as needed.

11. Analyze and prepare allergen information and menus.

12. Use menu planning, point of sale ("POS"} and inventory software as needed, including but not

limited to ingredient and recipe entry.

13. Assist with required breakfast, lunch, and snack site monitoring.

14. Serve as the lead administrator, as assigned, in the absence of the Director or Assistant Directors.

15. Perform other related duties as assigned for the purpose of ensuring the efficient and effective

functioning of the work unit.
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DRAFT 

QUALIFICATIONS 

Knowledge of: 

1. USDA, Federal School Meals Program, and county health department regulations, standards, and

procedures.

2. Leadership and interpersonal skills to work effectively with all levels of District personnel,

employees, community representatives, and professional child nutrition service organizations.

3. General communication skills (oral and written) for providing work direction and interacting with

staff, students, and administration.

4. Proper lifting techniques.

5. Principles and methods of quantity food service preparation, serving, and storage.

6. Planning, organization and operation of quality food service program.

7. Cost analysis techniques; inventory methods, sanitation, health and safety practices related to food

preparation.

8. Laws, rules and regulations related to assigned activities.

9. Standard and commercial kitchen equipment, utensils and measurements.

10. Methods of computing food quantities required by weekly or monthly menus.

11. Menu planning techniques including food values, combinations and substitutions.

12. Record-keeping and report preparation techniques utilizing computer spreadsheets, management

information report formats, and other software/computer functions.

13. Principles and practices of administration, supervision, and training,

14. Correct English usage, grammar, spelling, punctuation, and vocabulary.

15. Interpersonal skills using tact, patience and courtesy.

16. Operation of standard office equipment, including a computer.

17. Public speaking techniques; oral and written communication skills.

Ability to: 

1. Assist in the coordination, planning, organization and monitoring of the food service operations and

nutritional programs of the District.

2. Demonstrate ability to understand and analyze the efficiencies of child nutrition service related

procedures and processes.

3. Estimate and adjust food quantities and determine proper amounts for economical food service.

4. Prepare menus in accordance with nutritional requirements.

5. Train, supervise and evaluate personnel.

6. Maintain a safe work environment for self and others.

7. Determine appropriate actions within clearly defined guidelines.

8. Observe health and safety regulations.

9. Operate appliances, and standard cafeteria and commercial equipment safely.

10. Read, interpret, apply and explain applicable laws, rules, regulations, policies, and procedures.

11. Make generalizations, evaluations or decisions without immediate supervision.

12. Maintain records and prepare reports related to assigned activities and personnel.

13. Work independently with little direction.

14. Communicate effectively, both orally and in writing with proper English usage, spelling, grammar,

and punctuation. May be required to communicate in a designated language other than English.

15. Establish and maintain cooperative and effective working relationships with others.

16. Meet schedules and deadlines.
17. Prepare and deliver oral presentations.

18. Operate standard office equipment, including a computer.

19. Lift and carry 50 pounds.
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EXPERIENCE AND EDUCATION 

• Specialized training in Culinary Arts from a school accredited by the American Culinary

Federation.
• Four (4) years of increasingly responsible food service experience.
• Two years in a supervisory capacity in the food services industry is desired.

LICENSES AND CERTIFICATIONS 

Possession of an appropriate, valid California driver's license. 

Ability to be covered under the District property/liability insurance. 

ServSafe Certification. 

WORK ENVIRONMENT /PHYSICAL DEMANDS 

• Work is performed in an indoor and outdoor setting
• Exposure to temperature swings, such as walk-in refrigerator/freezer

and climate-controlled environments; food smells;

cleaning agents used in kitchens and cafeterias
• Ambulatory ability to move to various offices, school sites and public locations
• Hand-eye coordination and manual finger dexterity to operate a computer

terminal, write, keyboard and operate other standardized office equipment
• Visual acuity to read printed materials and computer monitor
• Auditory ability to converse in person and via the telephone
• Ability to safely lift and carry 50 lbs.

DRAFT 
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DATE: 

TO: 

FROM: 

RE: 

BACKGROUND 

April 8, 2020 

PALMDALE SCHOOL DISTRICT 

PERSONNEL COMMISSION 

AGENDA ITEM 

Personnel Commission 

Mary Theus 

Director, Personnel Commission 

REPORT 

_X_ ACTION 

APPROVAL OF AMERICANS WITH DISABILITIES ACT (ADA) COMPLIANT FORM: 

DISTRICT CHEF 

A primary function of the Personnel Commission is to review job descriptions as well as determine the 

merit and fitness requirements for classified classifications. The Americans with Disabilities Act (ADA) 

suggests that physical/mental requirements for the performance of the essential functions for a 

particular classification be specified in recommended format. 

STATUS 

The physical/mental requirements for District Chef are presented for approval in the currently utilized 

ADA Compliant Job Analysis form as attached. 

RECOMMENDATION 

It is recommended that the Personnel Commission approve the ADA Compliant Job Analysis for District 

Chef as presented. 

MT:hkc 

41-19/20



PALMDALE SCHOOL DISTRICT 
ADA COMPLIANT JOB ANALYSIS 

DISTRICT CHEF 

Frequency Key: The following abbreviations denote the frequency an activity is performed daily. 

N = Never 
I = Infrequently (less than once per day) 

= Occasionally (less than 2 ½ hours per day) 
F = Frequently (2 ½ to 5 hours per day) 

= Continuous! more than 5 hours er da 

PHYSICAL DEMANDS 
Postures/ Movements: During ESSENTIAL Functions 
Sitting 0-F Kneeling I Twisting at Waist 1-0
Standing C Crawling N Reachin�r 
Walking F-C Climbing I Above Shoulders 1-0
Bending 0-F Balancing I At/Below Shoulders 0 
Stooping 1-0 Foot Controls I Neck Extension (up) 0 
Squatting 1-0 Pushing 0-F Neck Flexion (down) 0 
Lying Down N Pulling 0-F Neck Rotation (turning) 0 
Comments: 

Lifting: During ESSENTIAL Functions * Indicates with assistance
Weight- Below Waist/ Above 
Pounds Waist Chest Shoulder Examples of Objects Lifted 

Up to 10 C C 0 food items, utensils, supplies 

11-25 0 0 I cases of condiments, cans, pans of food 

26-50 1-0 1-0 I cases of food & condiments, cleaning agents 

51-75* N-1 N-1 N cases of food & condiments, cleaning agents 

76-100* N N N 

Over 100* N N N 

Comments: * Overweight Items require breaking down or assistance

Carrying: Durirn I ESSENTIAL Functions * Indicates with assistance
Pounds Freq. Distance Examples of Objects Carried 

Up to 10 C 100' scoops, utensils, office supplies, cans, food 

11-25 0 50' food pans, cases of condiments; cases of food 

26-50 1-0 < 50' cases of condiments; cases of food; cleaning agents 

51-75* N-1 < 10' cases of supplies 

76-100* N 

Over 100* N 
Comments: *Over weight items require breaking down or assistance 

District Chef 



OBJECT MANIPULATION 

Freq. Tools & materials handled during ESSENTIAL 
Functions: 

Fine Grasp F-C scoops, utensils, pencils/pens, paper 

Fine Manipulation F-C scoops, food items; money handling 

Gross Grasp 0 lift boxes 
Gross Manipulation 0 move boxes 
Power Grasp 0 lift boxes 

MENTAL AND PSYCHOLOGICAL DEMANDS 
Frequency 

Basic Work Abilities: Essential Non-Ess. 

1 Follow verbal and written instructions. C 

2 Maintain the established work pace. F 

3 Adhere to established work and safety procedures. C 

4 Respond appropriately to direction, evaluation, or criticism. C 

5 Respond appropriately to changes in the work settinq. 0 

Attention to Task/ Details: 

6 Perform simple/ repetitive tasks. F 

7 Perform complex/varied tasks. F 

8 Orqanize tasks and set priorities. C 

9 Manaqe multiple tasks simultaneously. C 

Interaction with Others: 

10 Work cooperatively with coworkers. C 

11 Interact with customers or the public. F 

12 Give traininq / instruction. F 

13 Direct or supervise others. F 

Decision Making: 

14 Use basic problem-solving techniques. C 

15 Work autonomously, or with minimal supervision. C 

16 Make independent decisions based on data / circumstances. F 
Comments: 

COMMUNICATION/ SENSORY DEMANDS 

Method Freq. ESSENTIAL Freq. Non-ESSENTIAL 

Seeing C 
Computer; printed documents; product 
labels; recipes; menus 
Converse with personnel/students; 

Hearing C telephone; improper functioning of kitchen 
equipment 

Speaking F 
Converse with personnel, students and 
customers; respond to inquiries 

Reading C 
Printed materials; computer; cell phone; 
food product labels; supply orders 

Writing 0-F
Supply orders; emails; memorandums; 
supply lists; evaluations; incident reports 

Math 0-F Food costs; production calculations 
Comments: 

District Chef 



ENVIRONMENTAL CONDITIONS 
Freq. Essential Freq. Non-Essential 

Indoors F 
climate-controlled kitchen, office and 
buildinQ 

Outdoors I Outdoor catering events 

Cold O-F
exposure to climate-controlled 
walk-in refrigerator/freezer 

Heat 0 Oven, hood fans, kitchen equipment 

Humidity 1-0 Outdoor work 

Temperature Climate-controlled environments; 
SwinQs F walk-in refrigerator/freezer 

Dust /Wind O-F transporting 

Noise F 
Hood fans, kitchen equipment, staff, 
students, customers 

Vibration 1-0
Pushing/pulling food carts; kitchen 
and office equip 

Fumes/ 
O-F Foods; cleaning agents 

Odors 
Toxic 

0 Cleaning agents 
Substances 
Radiation N 

Mechanical 
N-1 Broken equipment 

Hazards 
Electrical 

N-1 Electrical cords 
Hazards 
Explosive 

N-1 Propane 
Hazards 
Safety Equipment/Training/Attire: Chef uniform, non-slip shoes, equipment that meet PPE 
requirements and food regulations. 

OPERATION OF VEHICLES, EQUIPMENT OR MACHINERY 

Essential Functions Freq. Non-Essential Functions Freq. 

Operate computer F 

Operate automobile O-F

Kitchen equipment F-C

WORK SETTING 
Brief Description of Work Site: Central office & various kitchens 
Breaks: Two 15-min. / one 30-min. lunch Overtime: Exempt 
Supervised by: Director, Ch. Nutr. Supervises: Child nutrition personnel as assigned 
Number of Employees at Work Site: 
Various child nutrition personnel at various work sites. 
Characteristics of Site: % % 

Informal 70 Formal 30 Formal+ Informal = 100 % 

Autonomy-oriented 50 Team-oriented 50 Autonomy+ Team = 100% 

Routine Tasks 20 Variable Tasks 80 Routine + Variable = 100 %

Slow Paced 10 Fast Paced 90 Slow + Fast Paced = 100%

Low Pressure 30 HiQh Pressure 70 Low + High Pressure = 100% 

District Chef 



JOB ANALYSIS PARTICIPANTS 

Name Signature Job Title Date 

Alecia Woods Director, Child Nutrition 3/3/2020 

Johna Avila 
Asst. Director, Child 

3/5/2020 
Nutrition 

Catherine Traugott 
Asst. Director, Child 

3/5/2020 
Nutrition 

Other Sources of Information: 

x Referral to Job Descriptions Interview Other 

Written by: Mary Theus
2 

Director Personnel Commission Date: 3/5/2020 

District Chef 



DATE: 

TO: 

FROM: 

RE: 

BACKGROUND 

April 8, 2020 

PALMDALE SCHOOL DISTRICT 

PERSONNEL COMMISSION 

AGENDA ITEM 

Personnel Commission 

Mary Theus 

Director, Personnel Commission 

REPORT 

_X_ ACTION 

APPROVAL OF NEW CLASSIFICATION AND SALARY SCHEDULE PLACEMENT: 

LEAVES ANALYST 

The Human Resources Department is responsible for complex duties in the areas of employee leaves 

administration and absence management. In order to accommodate the technical duties related to the 

administration and time management reporting for compliance with various laws and policies, the 
District expressed interest in developing a job description to meet its need. 

STATUS 

Attached is a job description for the classification titled Leaves Analyst. The proposed salary placement 
is Range 38 of the classified salary schedule ($4,420.00 - $5,375.07). The salary aligns with the 
Credentials Analyst and Personnel Analyst classifications. 

RECOMMENDATION 

It is recommended that the Personnel Commission approve the new classification, job description, and 
salary schedule placement as presented. 

MT 

42-19/20



DEFINITION: 

LEAVES ANALYST 

Bargaining Unit: Classified 

Salary Range 38 

$4,420.00 - $5,375.07 Monthly 

DRAFT 

Under the direction of the Assistant Superintendent of Human Resources or their designee, this position 

will perform the technical duties related to the administration and leaves time management and 

reporting. 

This job class is responsible for the record keeping and calculations of employee time management as it 

relates to compliance with bargaining unit contracts, Palmdale School District policies, procedures, and 

regulations, California Education Code, Federal/State Laws. This position provides information in the 

areas of employee leaves administration and eligibility. 

EXAMPLE OF ESSENTIAL DUTIES: 

Duties may include, but are not limited to, the following: 

1. Perform specialized functions related to the employee leaves management system, requiring an

understanding of legal provisions, Palmdale School District policies and regulations, bargaining

unit contracts, and California Education Code.

2. Collect, compile, analyze and monitor highly sensitive and confidential employee leave data for

employees and payroll.

3. Provide employees with information and assistance regarding leave balances, leave of absence,

Family Medical Leave Act (FMLA), California Rights Act (CFRA), Paid Disability Leave (POL), Paid

Family Leave (PLF), leave issues and concerns.

4. Prepare compliance letters for leave, differential pay notification, unpaid leave and notification

of entry on the 39-month reemployment list.

5. Receive and process employee attendance and leave information; maintain detailed permanent

records on employees regarding accumulation of sick leave, vacation and other paid and unpaid

leaves.

6. Establish and maintain data management system.

7. Track and process leaves; prepare reports.

8. Effectively communicate changes to work dates and leave statuses to Payroll, and appropriate

departments and site staff in a timely manner.

9. Communicate verbally and in written format to employee inquiries regarding the laws and

procedures for employees utilizing leave of absence or requesting accommodations.

10. Work collaboratively with the Risk Management, Benefits and Payroll departments regarding

leave and medical restriction issues that impact return to work.

11. Prepare paperwork for the interactive process; escalate complex issues to management for

assistance and decision making.
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QUALIFICATIONS: 

Knowledge of: 

1. Methods and practices of leave record-keeping.

2. Cross-departmental processes for effective communication.

DRAFT 

3. Education Code, Family Medical Leave Act (FMLA}, California Family Rights Act (CFRA), Pregnancy

Disability Leave (POL).

4. Data analysis and reporting practices related to leaves.

5. Modern office procedures, methods and computer equipment.

6. Standard spreadsheet and word processing software application programs.

7. Customer service skills; telephone techniques and etiquette.

Ability to: 

1. Set priorities and organize work to ensure compliance with appropriate laws.

2. Perform responsible complex and specialized work related to the tracking and maintenance of

employee leaves, utilizing independent judgement, speed, and accuracy.

3. Research, analyze and retrieve data to prepare clear, accurate and comprehensive reports.

4. Interpret, apply, explain and comply with bargaining unit contracts, Palmdale School District

policies, procedures and regulations, California Education Code and other appropriate laws

related to leaves.

5. Maintain confidentiality with discretion in accordance with applicable laws.

6. Create and maintain database files, spreadsheets and reports.

7. Perform mathematical computations quickly and accurately.

8. Research pertinent rules, policies and procedures, federal, state, and local laws.

9. Communicate complex information in a clear and concise manner.

10. Establish and maintain cooperative and effective working relationships with departments.

11. Perform other related duties as assigned for the purpose of ensuring the efficient and effective

functioning of the work unit.

EDUCATION AND EXPERIENCE: 

EDUCATION: 

High school diploma or equivalent. 

Bachelor's degree from an accredited college or university in business administration, public 

administration, human resources management, or a related field desired. 

EXPERIENCE: 

Two (2) years of employee leave administration experience, including experience performing disability 

compliance activities. Typically, this would consist of tracking and managing varying employee leave 

interactions. 

LICENSES AND CERTIFICATIONS 

Possession of an appropriate, valid driver's license. 

Possession of an appropriate, valid California driver's license prior to the completion of the probationary 

period. 

Ability to be covered under the District property/liability insurance. 
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WORK ENVIRONMENT /PHYSICAL DEMANDS 

Indoor office environment. 

Sitting for extended periods of time. 

Occasional standing, walking, bending, and reaching with hands and arms 

Talking, hearing, and understanding speech at reasonable volume. 

Vision abilities include close vision, color vision, and ability to adjust focus. 

Reading printed matter and computer screens. 

Dexterity of hands and fingers to operate computer keyboard, calculator and telephone. 

Occasional carrying/lifting of office tools and supplies, writing instruments, publications. 

DRAFT 
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DATE: 

TO: 

FROM: 

RE: 

BACKGROUND 

April 8, 2020 

PALMDALE SCHOOL DISTRICT 

PERSONNEL COMMISSION 

AGENDA ITEM 

Personnel Commission 

Mary Theus 

Director, Personnel Commission 

REPORT 

_X_ ACTION 

APPROVAL OF AMERICANS WITH DISABILITIES ACT (ADA) COMPLIANT FORM: 

LEAVES ANALYST 

A primary function of the Personnel Commission is to review job descriptions as well as determine the 

merit and fitness requirements for classified classifications. The Americans with Disabilities Act (ADA) 

suggests that physical/mental requirements for the performance of the essential functions for a 

particular classification be specified in recommended format. 

STATUS 

The physical/mental requirements for Leaves Analyst are presented for approval in the currently utilized 

ADA Compliant Job Analysis form as attached. 

RECOMMENDATION 

It is recommended that the Personnel Commission approve the ADA Compliant Job Analysis as 

presented. 

MT 

43-19/20










