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PUBLIC PARTICIPATION FOR VIRTUAL MEETINGS 

ADDRESSING THE PERSONNEL COMMISSION 

During the COVID-19 (Coronavirus) Global Pandemic, the Personnel Commission will 
be conducting virtual public meetings using Zoom.  Virtual meetings have been 
authorized by Executive Order N-25-20 issued by Governor Gavin Newsom and dated 
March 12, 2020, to reduce and minimize the risk of infection by “limiting attendance at 
public assemblies, conferences, or other mass events.”  Zoom meetings will ensure 
public participation while at the same time complying with the Governor’s Stay at Home 
executive order and Los Angeles County’s Safer at Home order. 

 

Members of the public may address the Personnel Commission concerning any 
subject that lies within the jurisdiction of the Personnel Commission.  Public 
participation can occur in one of two ways.  Members of the public can submit written 
comments to be read during the public meeting or they may speak during the Zoom 
meeting.   

 

Individuals wishing to speak or submit written comments to be read at the Personnel 
Commission meeting shall send an email to personnel_commission@smc.edu, by no 
later than 10:00 A.M., Wednesday, June 16, 2021.  The email should include the 
following information: 

 

• Name 
• Department (optional) 
• Topic or Agenda Item # to be addressed 
• Comments to be read (if submitting written comments) 

 

Instructions for Speaking to the Commission through Zoom 

Speakers may address any specific agenda item, or may provide general comments 
during the “Public Comments” period.  When it is time for the speakers to address the 
Commission, their name will be called and the microphone on their Zoom account will 
be activated.  A speaker’s Zoom Profile should match their real name to expedite this 
process.  After the comment has been given, the microphone for the speaker’s Zoom 
profile will be muted. 

All public comments will be subject to the general rules set forth below. 

1. Five minutes is allotted to each speaker per topic.  If there are more than four 
speakers on any topic or item, the Commission reserves the option of limiting the 
time for each speaker.  A speaker’s time may not be transferred to another speaker. 

2.   Each speaker is limited to one presentation per specific agenda item before the 
Commission, and to one presentation per Commission meeting on non-agenda items. 

mailto:personnel_commission@smc.edu


 
 

 
 

3.   Five minutes is allotted to each speaker per topic for general public comments.  The 
speaker must adhere to the topic.  Individuals wishing to speak during the Public 
Comments will be called upon during Public Comments. 

 

Any person who disrupts, disturbs, or otherwise impedes the orderly conduct of any 
meeting of the Personnel Commission by uttering loud, threatening, or abusive 
language or engaging in disorderly conduct, shall, at the discretion of the presiding 
officer or majority of the Personnel Commission, be requested to be orderly and silent 
and/or removed from the meeting. 

 

No action may be taken on items of business not appearing on the agenda. 

Reference: Merit Rule 2.2.8 

Government Code sections 54954.2, 54954.3, 54957.9 
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I. ORGANIZATIONAL FUNCTIONS 

A. CALL TO ORDER 12:01PM. 

B. ROLL CALL 

COMMISSIONER PRESENT ABSENT 
Dr. Joseph Metoyer, Jr., Chair X  

Joy Abbott, Vice Chair X  

Barbara Greenstein X  

Deborah Jansen X  

Lawrence Leone X  

 
II. REPORT – DIRECTOR OF CLASSIFIED PERSONNEL 

Director Carol Long reported on the following: 

Eligibility lists for approval:  
• Community College Police Dispatcher 
• Custodian 
• Director of Procurement, Contracts, and Logistics 
• Financial Aid and Scholarships Specialist 

 
The Merit Rules Advisory Committee produced the following for a second reading, 
adoption and posting Chapter 9, Sections 9.7.1 -9.7.3 and Chapter 12, Sections 12.2.9, 
and 12.2.13. 
 
Personnel Commission requesting approval on two classification revisions as part of the 
cyclical review process.   
 
As a “Remote Testing - Procedural Update”, Director Long reported that staff has been 
reviewing different procedures from other agencies to improve communication with 
raters who are evaluating candidate interviews remotely, and better manage 
confidentiality of test materials.  PC staff members recently attended an informational 
meeting with staff from Los Angeles Unified School District’s Personnel Commission 
and Hacienda La Puente Unified School District’s Personnel Commission.  New tools 
have been implemented to ensure raters submit ratings that can be monitored for 
discrepancies or inconsistencies that need to be addressed. 
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III. COMMENTS AND INFORMATION REPORTS 

A. RECOGNITION OF EMPLOYEE LONGEVITY: JUNE 2021 

5 YEARS 
La Trina Adeyemi, Custodian, Operations 
Alanna Brooke, Administrative Assistant II, Counseling 
Anthony Johnson, Skilled Maintenance Worker, Maintenance 
Philloon Ly, Audio/Visual Equipment Technician, Media Center 
Saman Mehrazar, Administrative Assistant II, Non-Credit Education 

Dr. Dione Carter recognized and congratulated “Sammy” 
 
10 YEARS 
Diana Askew, Administrative Assistant III-Confidential, Student Affairs 

Bob Myers and Dr. Dione Carter recognized and congratulated Diana 
Anthony Barlow, Custodial Operations Supervisor, Operations 
 
15 YEARS 
José Guzmán, Personnel Technician, Personnel Commission 

Carol Long, Brent Heximer, Amy Gurjian, Mitch Heskel and Dr. Dione Carter 
recognized and congratulated Jose 

20 YEARS 
Wendy Henriquez, Custodian, Operations 
Rhonda Robinson, Enterprise Business Services Specialist, Cashiers Office 

Mitch Heskel recognized and congratulated Rhonda 
 
 

B. COMMENTS FROM VICE PRESIDENT OF HUMAN RESOURCES 
Vice President Sherri Lee-Lewis congratulated Longevity awardees 
and promoted the June 19, 2021 “Diploma Drive Thru” as well as the 
June 25, 2021 “Virtual Commencement”.    

C. COMMENTS FROM THE CSEA CHAPTER 36 REPRESENTATIVE 
No Comments 

D. COMMENTS FROM MANAGEMENT ASSOCIATION PRESIDENT 
No Comments 

E. COMMENTS FROM PERSONNEL COMMISSION STAFF 
No Comments 

F. PUBLIC COMMENTS  
(NON-ACTIONABLE COMMENTS FROM THOSE IN ATTENDANCE) 
No Comments 

G. COMMENTS BY PERSONNEL COMMISSIONERS 
No Comments 

 

 



PERSONNEL COMMISSION 
REGULAR MEETING MINUTES 

WEDNESDAY, JUNE 16, 2021 AT 12:00 PM 

 
 

 

IV. AGENDA REPORTS – MAJOR ITEMS OF BUSINESS 

# ITEM PAGE 
1 APPROVAL OF PERSONNEL COMMISSION MEETING 

SCHEDULE:  FISCAL YEAR 2021-2022  1 

2 

SECOND READING OF AMENDMENT TO RULES AND 
REGULATIONS OF THE CLASSIFIED SERVICE:  
CHAPTER 9: EMPLOYMENT STATUS &  
CHAPTER 12: SALARIES, OVERTIME PAY AND BENEFITS 
MERIT RULE 9.7.1 VOLUNTARY DEMOTION 
MERIT RULE 9.7.2 INVOLUNTARY DEMOTION 
MERIT RULE 9.7.3 RESTORATION 
MERIT RULE 12.2.9 SALARY ON DEMOTION 
MERIT RULE 12.2.13 Y - RATED SALARY 

2 

3 REQUEST FOR APPROVAL OF CLASSIFICATION REVISIONS: 
INSURANCE PROGRAM SPECIALIST 7 

4 REQUEST FOR APPROVAL OF CLASSIFICATION REVISIONS:  
RISK & INSURANCE COORDINATOR 17 

 

V. CONSENT AGENDA 

(ALL ITEMS WILL BE CONSIDERED AND APPROVED IN ONE MOTION UNLESS 
REMOVED BY A PERSONNEL COMMISSIONER FOR DISCUSSION.) 

# ITEM PAGE 
5 EXAMINATION SCHEDULE 28 

6 

EXTENSION OF ELIGIBILITY LISTS:   
• DIRECTOR OF NETWORK SERVICES 
• INSTRUCTIONAL ASSISTANT – MATH 
• STUDENT ONBOARDING SPECIALIST 

29 

7 

RATIFICATION OF ELIGIBILITY LISTS:   
• COMMUNITY COLLEGE POLICE DISPATCHER 
• CUSTODIAN 
• DIRECTOR OF PROCUREMENT, CONTRACTS, AND 

LOGISTICS 
• FINANCIAL AID AND SCHOLARSHIPS SPECIALIST 

30 

8 RATIFICATION OF PROVISIONAL WORKING OUT OF CLASS 
ASSIGNMENTS 31 

9 MEETING MINUTES 33 
10 CLASSIFICATION & COMPENSATION STATUS 34 
11 RECRUITMENT AND EXAMINATION STATUS REPORT 36 

 

VI. ADJOURNMENT 
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AGENDA REPORT NO. 1 
 
SUBJECT: APPROVAL OF PERSONNEL COMMISSION MEETING SCHEDULE:  

FISCAL YEAR 2021-2022  
 
DATE: June 16, 2021 
 
TO:  Members of the Personnel Commission 
 
FROM: Carol Long, Director of Classified Personnel 
 

It is recommended that the Personnel Commission approve the following scheduled 
meetings for Fiscal Year 2021-2022.  Regular meetings will be held on the third 
Wednesday of each month at 12:00 PM.  

Regular 
Meeting Day 

Regular 
Meeting Month 

Regular 
Meeting Date 

Scheduled 
Time 

Meeting 
Location 

Wednesday July 21 12:00 PM TBD 
Wednesday August 18 12:00 PM TBD 
Wednesday September 15 12:00 PM TBD 
Wednesday October 20 12:00 PM TBD 
Wednesday November 17 12:00 PM TBD 
Wednesday December 15 12:00 PM TBD 
Wednesday January 19 12:00 PM TBD 
Wednesday February 16 12:00 PM TBD 
Wednesday March 16 12:00 PM TBD 
Wednesday April 20 12:00 PM TBD 
Wednesday May 18 12:00 PM TBD 
Wednesday June 15 12:00 PM TBD 

 

Merit Rule 2.2.1 Regular Meetings:   

The Commission shall hold its regular meeting on the third Wednesday of each month.  
The Commission shall designate the time and place of the meetings on the 
Commission’s official bulletin board. The Commission may meet at some other time or 
place, provided that at least 24 hours’ notice is given to commissioners, employees, and 
administration representatives. Notice shall be posted on the Commission’s official 
bulletin board and shall also be given to newspapers who have filed written request for 
such notice. 

DISPOSITION BY THE COMMISSION 
MOTION MADE BY: Joy Abbott 
SECONDED BY: Barbara Greenstein 
AYES: 5 
NAYS: 0 
ABSTENTIONS: 0 
 
Amendments/Comments 
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AGENDA REPORT NO. 2 
 
SUBJECT: SECOND READING OF AMENDMENT TO RULES AND REGULATIONS 

OF THE CLASSIFIED SERVICE: CHAPTER 9: EMPLOYMENT STATUS 
& CHAPTER 12: SALARIES, OVERTIME PAY AND BENEFITS 
MERIT RULE 9.7.1 VOLUNTARY DEMOTION 
MERIT RULE 9.7.2 INVOLUNTARY DEMOTION 
MERIT RULE 9.7.3 RESTORATION 
MERIT RULE 12.2.9 SALARY ON DEMOTION 
MERIT RULE 12.2.13 Y - RATED SALARY 

 
DATE:  June 16, 2021 
 
TO:  Members of the Personnel Commission 
 
FROM: Carol Long, Director of Classified Personnel 
 

Proposed changes to the following Merit Rules are provided for a second reading: 
 
MERIT RULE 9.7.1 VOLUNTARY DEMOTION 
MERIT RULE 9.7.2 INVOLUNTARY DEMOTION 
MERIT RULE 9.7.3 RESTORATION 
MERIT RULE 12.2.9 SALARY ON DEMOTION 
MERIT RULE 12.2.13 Y - RATED SALARY 
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DISPOSITION BY THE COMMISSION 
 
MOTION MADE BY: Lawrence Leone 
SECONDED BY: Barbara Greenstein 
AYES: 5 
NAYS: 0 
ABSTENTIONS: 0 
 
Amendments/Comments 
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AGENDA REPORT NO. 3 
 
SUBJECT: REQUEST FOR APPROVAL OF CLASSIFICATION REVISIONS: 

INSURANCE PROGRAM SPECIALIST 
 
DATE:  June 16, 2021 
 
TO:  Members of the Personnel Commission 
 
FROM: Carol Long, Director of Classified Personnel 
 
BY:  August Faustino, Personnel Analyst 
 
BACKGROUND 
 
Attached for your approval are the classification revisions for Insurance Program 
Specialist. 
 
As part of the cyclical review process, we are reviewing classifications in Risk 
Management. The Risk Management Department provides risk prevention and 
mitigation services to the Santa Monica College Community, aimed at reducing 
conditions or practices which may expose the District to human, environmental, or 
financial loss.  The Insurance Program Specialist classification was originally created in 
November 2006, and was most recently revised in August 2020. There is currently one 
incumbent.  
 
METHODOLOGY 
 
This study was scheduled in the cyclical review calendar for 2020-21. At that time, the 
classification was vacant. To complete the study, Personnel Commission staff met with 
Daniel Phillips, Director, Safety and Risk Management to discuss the class description.  
In addition, the supervisor was requested to complete a duty analysis worksheet by 
rating the frequency and criticality of each duty in the current class description.  Minor 
revisions were made to the knowledge and abilities section and the minimum 
qualifications. Distinguishing characteristics were modified to clarify related roles within 
the occupational series.  Classification revisions were sent for review to the incumbent, 
Risk Management, CSEA, Human Resources, Business Services, and executive 
leadership. 
 
Additionally, a job evaluation and an external salary study of public agencies with 
positions that have comparable duties and responsibilities was conducted.  Salary data 
was gathered based on the comparison of positions with the level of duties and 
responsibilities most similar to the subject position.   
 
RESULTS 
 
Based on the data gathered, revisions to the class description are being proposed. 
These changes serve to clarify the distinguishing characteristics, KSAs (knowledge, 
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skills, and abilities), and minimum qualifications to ensure internal alignment with 
comparable classifications.   
 
Given variability in scope of work assigned at comparable agencies, sufficient market 
data was not available for this role. Specifically, some benchmark agencies 
incorporated risk management duties into broader business services or human 
resources classifications. Therefore, a market survey is not available for this role.  Due 
to insufficient market comparisons, salary recommendation is being based on internal 
alignment within the series and other comparable roles in the College.  
 
The current salary range for Insurance Program Specialist is $5,457 to $6,633 per 
month, Range 38 on the Classified Employee Salary Schedule. Based on job evaluation 
findings, this role is comparable to other advanced technical roles supporting a 
professional function. Both roles perform work of similar complexity. The Insurance 
Program Specialist requires application of specialized knowledge of Worker’s 
Compensation, student & athletic accident insurance, safety, and property and liability 
insurance. Additionally, there are no internal alignment issues with this classification. As 
such, salary reallocation is not recommended.  
 
Cyclical review results have been sent to the incumbent, CSEA, Business Services, 
Human Resources, and executive leadership. 
 
The following charts show related classifications in this job discipline and current salary 
allocation for each classification: 

RISK MANAGEMENT CLASSIFICATIONS MIN MAX RANGE 
% DIFF 

BETWEEN 
LEVELS 

Director of Safety and Risk Management* $10,374 $12,610 M34 13.02% 

Assistant Director of Safety and Risk 
Management* $9,179 $11,157 M29 41.76% 

Risk & Insurance Coordinator** $6,475 $7,871 45 18.65% 

Insurance Program Specialist $5,457 $6,633 38  

*Currently under review**See subsequent agenda item 
 
RECOMMENDATION 
 
It is recommended that the Commission approve the proposed class description 
revisions for Insurance Program Specialist. 
 
DISPOSITION BY THE COMMISSION 
 
MOTION MADE BY: Deborah Jansen 
SECONDED BY: Joy Abbott 
AYES: 5 
NAYS: 0 
ABSTENTIONS: 0 
 
Amendments/Comments 
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AGENDA REPORT NO. 4 
 
SUBJECT: REQUEST FOR APPROVAL OF CLASSIFICATION REVISIONS:  

RISK & INSURANCE COORDINATOR 
 
DATE:  June 16, 2021 
 
TO:  Members of the Personnel Commission 
 
FROM: Carol Long, Director of Classified Personnel 
 
BY:  August Faustino, Personnel Analyst 
 

BACKGROUND 
 
Attached for your approval are the classification revisions for Risk & Insurance 
Coordinator. 
 
As part of the cyclical review process, we are reviewing classifications in Risk 
Management. The Risk Management Department provides risk prevention and 
mitigation services to the Santa Monica College Community, aimed at reducing 
conditions or practices which may expose the District to human, environmental, or 
financial loss.  The Risk & Insurance Coordinator classification was originally created in 
August 2014, and was revised in August 2020. This classification is currently vacant.  
 
METHODOLOGY 
 
This study was scheduled in the cyclical review calendar for 2020-21. To complete the 
study, Personnel Commission staff met with Daniel Phillips, Director, Safety and Risk 
Management to discuss the class description.  In addition, the supervisor was requested 
to complete a duty analysis worksheet by rating the frequency and criticality of each 
duty in the current class description.  Minor revisions were made to the knowledge, 
skills and abilities section. Distinguishing characteristics were modified to clarify related 
roles within the occupational series.  Classification revisions were sent for review to 
Risk Management, CSEA, Human Resources, Business Services and executive 
leadership. 
 
Additionally, a job evaluation and an external salary study of public agencies with 
positions that have comparable duties and responsibilities was conducted.  Salary data 
was gathered based on the comparison of positions with the level of duties and 
responsibilities most similar to the subject position.   
 
RESULTS 
 
Based on the data gathered, revisions to the class description are being proposed. 
These changes serve to clarify the distinguishing characteristics and KSAs (knowledge, 
skills, and abilities) and ensure internal alignment with comparable classifications.   
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Given variability in scope of work assigned at comparable agencies, sufficient market 
data was not available for this role. Specifically, some benchmark agencies 
incorporated risk management duties into broader business services or human 
resources classifications. Therefore, a market survey is not available for this role.  Due 
to insufficient market comparisons, salary recommendation is being based on internal 
alignment within the series and other comparable roles in the College.   
 
The current salary range for Risk and Insurance Coordinator is $6,475 to $7,871 per 
month, Range 45 on the Classified Employee Salary Schedule. The scope and effect of 
this role involve overall coordination of the daily operations of the District’s risk 
management program.  Based on job evaluation findings the duties of this role 
necessitate a professional level of knowledge and the role has a scope that affects 
campus wide operations. Additionally, there are no internal alignment issues with this 
classification.  As such, salary reallocation is not recommended.  
 
Cyclical review results have been sent to CSEA, Business Services, Human Resources, 
and executive leadership. 
 
The following charts show related classifications in this job discipline and current salary 
allocation for each classification: 
 

RISK MANAGEMENT 
CLASSIFICATIONS MIN MAX RANGE 

% DIFF 
BETWEEN 

LEVELS 
Director of Safety and Risk 
Management* $10,374 $12,610 M34 13.02% 

Assistant Director of Safety and 
Risk Management* $9,179  $11,157  M29 41.76% 

Risk & Insurance Coordinator $6,475  $7,871  45 18.65% 

Insurance Program Specialist** $5,457  $6,633  38   
*Currently under review 
**See previous agenda item 
 
RECOMMENDATION 
 
It is recommended that the Commission approve the proposed class description 
revisions for Risk & Insurance Coordinator. 
DISPOSITION BY THE COMMISSION 
 
MOTION MADE BY: Barbara Greenstein 
SECONDED BY: Deborah Jansen 
AYES: 5 
NAYS: 0 
ABSTENTIONS: 0 
 
Amendments/Comments 
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CONSENT AGENDA 
 

ALL ITEMS WILL BE CONSIDERED AND APPROVED IN ONE MOTION UNLESS 
REMOVED BY A PERSONNEL COMMISSIONER FOR DISCUSSION 

 

# ITEM PAGE 
5 EXAMINATION SCHEDULE 28 

6 

EXTENSION OF ELIGIBILITY LISTS:   
• DIRECTOR OF NETWORK SERVICES 
• INSTRUCTIONAL ASSISTANT – MATH 
• STUDENT ONBOARDING SPECIALIST 

29 

7 

RATIFICATION OF ELIGIBILITY LISTS:   
• COMMUNITY COLLEGE POLICE DISPATCHER 
• CUSTODIAN 
• DIRECTOR OF PROCUREMENT, CONTRACTS, AND 

LOGISTICS 
• FINANCIAL AID AND SCHOLARSHIPS SPECIALIST 

30 

8 RATIFICATION OF PROVISIONAL WORKING OUT OF CLASS 
ASSIGNMENTS 31 

9 MEETING MINUTES 33 
10 CLASSIFICATION & COMPENSATION STATUS 34 
11 RECRUITMENT AND EXAMINATION STATUS REPORT 36 

 

 

 

DISPOSITION BY THE COMMISSION 
 
MOTION MADE BY: Joy Abbott 
SECONDED BY: Barbara Greenstein 
AYES: 5 
NAYS: 0 
ABSTENTIONS: 0 
 
Amendments/Comments 
 

 



PERSONNEL COMMISSION 
REGULAR MEETING MINUTES 

WEDNESDAY, JUNE 16, 2021 AT 12:00 PM 

28 
 

 

AGENDA REPORT NO. 5  
 
SUBJECT: EXAMINATION SCHEDULE 
 
DATE:  June 16, 2021  
 
TO:  Members of the Personnel Commission 
 
FROM:  Carol Long, Director of Classified Personnel 
 
It is recommended that the Personnel Commission approve the following Examination 
Schedule: 

 

Class Title Field of Competition Time 

Administrative Assistant I Promotional 3 weeks 

Community College Police Captain Promotional & Open Competitive 3 weeks 

Director of Human Resources Promotional & Open Competitive 3 weeks 

DSPS Specialist Promotional 3 weeks 

Sign Language Interpreter III Promotional & Open Competitive 3 weeks 

Student Services Assistant Promotional 3 weeks 

Student Services Clerk Promotional & Open Competitive 3 weeks 

Student Services Specialist Promotional & Open Competitive 3 weeks 
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AGENDA REPORT NO. 6  
 
SUBJECT: EXTENSION OF ELIGIBILITY LISTS:   

• DIRECTOR OF NETWORK SERVICES 
• INSTRUCTIONAL ASSISTANT – MATH 
• STUDENT ONBOARDING SPECIALIST 

 
DATE:  June 16, 2021  
 
TO:  Members of the Personnel Commission 
 
FROM: Carol Long, Director of Classified Personnel 
 

The Personnel Commission Office is requesting that the following eligibility list(s) be 
extended as indicated below:   

Classification 
Original 

Expiration 
Date 

Current 
Expiration 

Date 

Number of 
Candidates 

on List 

Number of 
Ranks on 

List 

Proposed 
Expiration 

Date 
Director of Network Services 12/12/2020 6/12/2021 2 2 9/12/2021 
Instructional Assistant – Math 2/20/2021 6/20/2021 7 7 8/20/2021 
Student Onboarding Specialist 11/25/2020 6/25/2021 6 5 8/25/2021 

 

The Personnel Commission staff believes there are a sufficient number of available 
eligible candidates remaining to fill any future vacancies anticipated until the new 
proposed expiration dates. 

6.2.3 DURATION OF ELIGIBILITY LIST (EDUCATION CODE SECTION 88119)  

Section C. 

An eligibility list may be extended by the Personnel Commission for one or more 
periods, not to exceed a total of two years from the time the list was first established. 
The Director of Classified Personnel shall base his/her recommendation for extension of 
an eligibility list on the following factors:  

1. a sufficient number of available eligible candidates remain to fill expected future 
vacancies;  

2. the composition of the list reflects appropriate representation of ethnic minorities, 
underrepresented groups, or non-traditional candidates;  

3. the field of competition in the occupational area has not changed dramatically. 
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AGENDA REPORT NO. 7 
 
SUBJECT: RATIFICATION OF ELIGIBILITY LISTS:   

• COMMUNITY COLLEGE POLICE DISPATCHER 
• CUSTODIAN 
• DIRECTOR OF PROCUREMENT, CONTRACTS, AND LOGISTICS 
• FINANCIAL AID AND SCHOLARSHIPS SPECIALIST 

 
DATE:  June 16, 2021  
 
TO:  Members of the Personnel Commission 
 
FROM: Carol Long, Director of Classified Personnel 
 

The Personnel Commission Office is requesting that the following eligibility list(s) be 
ratified as indicated below:   

Class Title Field of Competition Promotional Total On 
List 

Expiration 
Date 

Community College Police 
Dispatcher Open Competitive 0 3 04/12/22 

Community College Police 
Dispatcher Open Competitive 0 8 06/07/22 

Custodian Promotional & 
Open Competitive 

0 13 05/31/22 

Director of Procurement, Contracts, 
and Logistics 

Promotional & 
Open Competitive 

1 3 06/03/22 

Financial Aid and Scholarships 
Specialist 

Promotional & 
Open Competitive 

2 11 05/25/22 
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AGENDA REPORT NO. 8 
 
SUBJECT: RATIFICATION OF PROVISIONAL WORKING OUT OF CLASS 

ASSIGNMENTS 
 
DATE:  June 16, 2021  
 
TO:  Members of the Personnel Commission 
 
FROM: Carol Long, Director of Classified Personnel 
 

It is recommended that the Personnel Commission approve the following working out of 
class assignment(s).  

WORKING OUT OF CLASS ASSIGNMENT (PROVISIONAL) 

Name/Permanent Class Provisional WOC 
Assignment* 

Dates of Current 
Assignment 

Rhonda Robinson/ 

Enterprise Business Services Specialist 
Payroll Specialist 6/16/2021 to 10/22/21 

Gustavo Kalinec/ 

Enterprise Business Services Clerk 
Enterprise Business Services 

Specialist 06/16/21 to 10/22/21 

Nancy Alfaro, Health Assistant 
Administrative Assistant I @ 

less than 50% 
03/01/21 to 07/06/21 

*Unless otherwise noted, WOC assignments are paid at 100%. 

3.2.10 WORKING OUT OF CLASS  
(Education Code Section 88010, 88087, 88105-88107)  
 

A. Concept of Working Out of Classification  

1. Each classified employee shall be required to perform the duties of the position 
approved by the Board and classified by the Personnel Commission for the class to 
which he or she is assigned. Each employee may be required to perform other related 
duties consistent with the concept of the classification to which the position is assigned. 

2. Classified employees shall not be required to perform duties and responsibilities 
which are not fixed and prescribed for their positions or are not consistent with the 
concept of the classification of their current position for any period of time which 
exceeds five (5) working days within a fifteen (15) calendar day period, or equivalent 
(i.e., four 10-hour working days within a fifteen (15) day calendar period). 
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3. Working out of class assignments are designed for temporary situations and shall not 
be used to place an employee in a long-term or permanent assignment in a higher or 
different classification. No employee shall be assigned to work out of class beyond the 
time limits specified in Merit Rule 7.2 (Provisional Appointments) and Merit Rule 7.4 
(Limited Term Appointments).  

 

B. Procedure for Supervisor Requesting Approval for Working Out of Class  

3. The Director of Classified Personnel will advise the Office of Human Resources of the 
findings and shall present those findings, including the recommended pay differential, to 
the Personnel Commission for approval. Confirmation of this approval shall then be sent 
by the Personnel Commission to the supervisor and the employee, and forwarded to the 
Board for final approval. 

 

Agreement between Santa Monica Community College & CSEA Chapter 36, Article 11 

 

11.7.1 Definition: 

Working out of classification assignments shall not exceed a period of ninety (90) working 
days per fiscal year and no more than ninety (90) days in any one hundred eighty (180) 
day period. 

 

11.7.3 Compensation: 

a. In the event that an employee is assigned duties at a higher classification as defined 
above and those duties make up at least fifty percent (50%) of the employee’s daily 
assignments, the employee salary shall be adjusted as set forth in Section 11.4.1. 

 

b. If those duties make up less than fifty percent (50%) of the employee’s daily 
assignment, the District shall pay the employee equal to one half (1/2) of the stipend that 
would have been paid under sub division a (above) 

 

11.4 Salary on Promotion 

11.4.1 When an employee is promoted to a position in a higher salary range, he/she shall 
receive the next higher dollar amount above his/her present rate of pay, but not less than 
the minimum of the new salary range.  If that amount is less than a one-step (5%) 
increase, the employee shall be placed at the next higher step over that authorized above. 
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AGENDA REPORT NO. 9 
 
SUBJECT: MEETING MINUTES 
 
DATE:  June 16, 2021  
 
TO:  Members of the Personnel Commission 
 
FROM: Carol Long, Director of Classified Personnel 
 
 

The following minutes are presented for the Commission’s review and approval: 

1. May 19, 2021 Regular PC Minutes 
2. May 28, 2021 Special PC Minutes 
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AGENDA REPORT NO. 10 
 
SUBJECT: CLASSIFICATION & COMPENSATION STATUS 
 
DATE:  June 16, 2021  
 
TO:  Members of the Personnel Commission 
 
FROM: Carol Long, Director of Classified Personnel 
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AGENDA REPORT NO. 11 
 
SUBJECT: RECRUITMENT AND EXAMINATION STATUS REPORT 
 
DATE:  June 16, 2021  
 
TO:  Members of the Personnel Commission 
 
FROM: Carol Long, Director of Classified Personnel 
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VII. MEETING ADJOURNED AT 12:35 PM. 

 

DISPOSITION BY THE COMMISSION 
 
MOTION MADE BY: Deborah Jansen 
SECONDED BY: Joy Abbott 
AYES: 5 
NAYS: 0 
ABSTENTIONS: 0 
 
Amendments/Comments 
 

 

 

 

 

 

 

 

As required by law, this agenda for the Wednesday, June 16, 2021                
Regular Meeting of the Santa Monica College Personnel Commission                  

was posted on the official District website no later than 72 hours                       
prior to the date and time of this meeting. 

 


	SUBJECT: APPROVAL OF PERSONNEL COMMISSION MEETING SCHEDULE:
	FISCAL YEAR 2021-2022
	SUBJECT: EXAMINATION SCHEDULE

