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Santa Monica College
Special Personnel Commission Meeting Minutes
Thursday, January 13, 2022

PUBLIC PARTICIPATION FOR VIRTUAL MEETINGS

During the COVID-19 (Coronavirus) Global Pandemic, the Board of Trustees has determined
in accordance with Government Code Section 54953 that as a result of the ongoing
emergency that meeting in person would present imminent risks to the health and safety of the
attendees at public meetings. The Zoom format used for College public meetings ensures
public participation and provides an opportunity for the public to directly address the body.
Members of the public have the right to request to make public comments until such time as
the public comment period is over. Members of the public may address the Committee and
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 meeting shall send
an email to personnel _commission@smc.edu, by no later than 11:00 a.m. on Thursday,
January 13, 2022. 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.

e 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.

e 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.

e 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
by uttering loud, threatening, or abusive language or engaging in disorderly conduct, shall, at
the discretion of the presiding officer or majority of the Committee, 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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Special Personnel Commission Meeting Minutes
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PUBLIC SESSION: 12:00 p.m.

. ORGANIZATIONAL FUNCTIONS

A. Call to Order 12:00PM

B. Roll Call

Commissioner Present Absent

Dr. Joseph Metoyer, Jr. , Chair

Joy Abbott, Vice Chair

Deborah Jansen

Lawrence Leone

XX | XXX

Barbara Greenstein

C. Public Comments (Non Actionable Comments from those in attendance)

Il. AGENDA REPORTS - MAJOR ITEMS OF BUSINESS

# | Item Page
1 APPROVAL OF ADVANCED STEP PLACEMENT: 4
ASSISTANT DIRECTOR OF FACILITIES PLANNING AND CONSTRUCTION
EXAMINATION SCHEDULE:
e ACCOUNTING MANAGER
2 e ADMINISTRATIVE ASSISTANT I 5
e ADMINISTRATIVE ASSISTANT III-CONFIDENTIAL
e COMMUNITY COLLEGE POLICE DISPATCHER
3 RATIFICATION OF ELIGIBILITY LIST: 6
e ACCOUNTANT
4 REQUEST TO CERTIFY FROM ALTERNATE ELIGIBILITY LIST: 7
e ADMINISTRATIVE ASSISTANT I
5 RATIFICATION OF WORKING OUT OF CLASS AND 8
INTERNAL LIMITED TERM ASSIGNMENTS
6 CERTIFICATION OF SENIORITY LIST: 12
e HUMAN RESOURCES ANALYST-OPERATIONS
lll. ADJOURNMENT
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Special Personnel Commission Meeting Minutes
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Agenda Report No. 1

Subject APPROVAL OF ADVANCED STEP PLACEMENT:
ASSISTANT DIRECTOR OF FACILITIES PLANNING
AND CONSTRUCTION

Date January 13, 2022
To Members of the Personnel Commission
From Carol Long, Director of the Personnel Commission

It is requested that the Personnel Commission approve an initial salary placement for Yu-Ngok
Lo, Assistant Director of Facilities Planning and Construction, at Range M27, Step E on the
Classified Management Salary Schedule.

The Minimum Qualifications for this position include a Bachelor’s degree in a related field, and
four years of responsible experience in facilities construction project and planning
management that includes managing facilities design, budget preparation, construction
oversight, and technology implementations. Construction management experience that
involved working with the California Division of the State Architect is required. This candidate
possesses a Bachelor's degree and almost 12 years of experience performing and overseeing
related functions.

Merit Rule 12.2.4 B (4) Salary on Employment

The maximum initial salary placement is the third step on the salary schedule, unless approval
for higher initial salary placement is granted by the Personnel Commission,
Superintendent/President, and the appropriate appointing authority. In order to be considered
for initial salary placement above Step C, candidates must have more than four (4) additional
years of training and experience beyond the years indicated in the class qualifications, and two
or more of the criteria listed in 12.2.4.B.3. must be present.

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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Special Personnel Commission Meeting Minutes
Thursday, January 13, 2022

Agenda Report No. |2

Subject EXAMINATION SCHEDULE

Date January 13, 2022

To Members of the Personnel Commission

From Carol Long, Director of the Personnel Commission

It is recommended that the Personnel Commission approve the following Examination Schedule:

Class Title Field of Competition Time

Accounting Manager Promotional 3 weeks

Administrative Assistant | Promotional and Open Competitive 3 weeks

Administrative Assistant Ill — Confidential Merged Promotlo_n_al and Open 3 weeks
Competitive

Community College Police Dispatcher Open Competitive 3 weeks

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. 3

Subject RATIFICATION OF ELIGIBILITY LIST:
e ACCOUNTANT

Date January 13, 2022

To Members of the Personnel Commission

From Carol Long, Director of the Personnel Commission
Class Title Field of Competition Promotional | Total On List | Expiration Date
Accountant Promotional 3 3 1/3/2023

Disposition by the Commission

Motion made by: Joy Abbott

Seconded by: Deborah Jansen

Ayes: 5

Nays: 0

Abstentions: 0

Amendments/Comments
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Agenda Report No. 4
Subject REQUEST TO CERTIFY FROM ALTERNATE ELIGIBILITY LIST:
ADMINISTRATIVE ASSISTANT I
Date January 13, 2022
To Members of the Personnel Commission
From Carol Long, Director of the Personnel Commission
BACKGROUND

There is an active promotional eligibility list for Administrative Assistant | which will be expiring
on March 31, 2022. This eligibility list currently contains three candidates and three ranks.

There are also two new, active eligibility lists for Administrative Assistant I, which will not be
expiring until January 4, 2023. One list is for promotional candidates; the second list is for
candidates who are not currently permanent employees with Santa Monica College.

The duties of the Administrative Assistant | include a significant portion of the duties included
in the Administrative Assistant Il classification, and the necessary skills and knowledge for
Administrative Assistant | were adequately tested in the examination for Administrative
Assistant 1.

Merit Rule 6.3.13 states the following:

A. If there is no eligibility list for the class in which a vacancy occurs, certification
may be made from a list for another class at the same or a higher salary level
provided:

1. The duties and qualifications of the class for which the
examination was given include substantially all of the duties of
the position to be filled.

2. The Personnel Commission finds that the use of the list is in the

best interest of the District and that the necessary skills and
knowledge were adequately tested in the examination.

RECOMMENDATION

It is recommended that the Commission approve the use of the Administrative Assistant Il
eligibility lists to certify eligible(s) to any current and upcoming vacancies for Administrative
Assistant |, if we are unable to obtain sufficient eligible candidates from the existing
Administrative Assistant | list.

Disposition by the Commission

Motion made by: Barbara Greenstein
Seconded by: Lawrence Leone
Ayes: 5

Nays: 0

Abstentions: 0
Amendments/Comments
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Special Personnel Commission Meeting Minutes
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Agenda Report No.

5

Subject

RATIFICATION OF WORKING OUT OF CLASS AND
INTERNAL LIMITED TERM ASSIGNMENTS

Date January 13, 2021
To Members of the Personnel Commission
From Carol Long, Director of the Personnel Commission

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

. Working out of Class Assignment (Provisional)

Name/Permanent Class

Provisional WOC
Assignment*

Dates of Current
Assignment

Classification and

Olga Vasquez, Personnel Analyst Compensation Manager 2/14/2022 to 4/1/2022

Karen Monzon, Personnel Analyst Classmc_atlon and 4/4/2022 to 6/30/2022
Compensation Manager

Jorge Valadez, Course Materials Buyer 1/3/2022 to 2/6/2022

Campus Store Operations Assistant

Gustavo Kalinec,

Enterprise Business

11/16/2022 to 1/18/2022

Enterprise Business Clerk Specialist
Karen Monzon, Personnel Analyst S”pew'ifr':gl;etrsonne' 11412022 to 4/1/2022

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

**Pending PBAR approval

Il. Limited Term Assignment

Name/Permanent Class

Provisional WOC Assignment*

Dates of Current
Assignment

Justin Carter, Custodian

Custodial Operations Supervisor

12/12/2021 to 1/18/2022

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

lll. Substitute Limited Term Assignment

Name/Permanent Class

Provisional WOC
Assignment*

Dates of Current
Assignment

Instructional Assistant — English

Business

Olga Vasquez, Classification and 12/20/2021 to 12/24/2021
Personnel Analyst Compensation Manager 1/4/2022 to 2/11/2022
Lori Thomas, - Employee Benefits 1/18/2022 to 6/30/2022
Human Resources Specialist Coordinator

Nathan Weidenbenner, Tutoring Coordinator — 1/4/2022 to 3/30/2022

*Unless otherwise noted, WOC assignments are paid at 100%.
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Merit Rule 3.2.10 Working Out of Class
(Education Code Section 88010, 88087, 88106 - 88108)

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. An 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) calendar day
period) except as provided by this rule.

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 of Trustees for final approval.

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

11.7 Work out of Classification

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. Inthe 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.
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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.

Merit Rule 7.4 Limited Term (Temporary) Appointments (Education Code Section 88105)

7.41 LIMITED TERM POSITIONS DEFINED

A. Positions established to perform duties which are not expected to exceed six months
in one fiscal year shall be designated as temporary limited-term positions.

B. Positions established to replace temporarily absent employees shall be designated
as substituted limited-term positions.

7.4.2 PROCEDURE FOR ESTABLISHMENT OF LIMITED-TERM POSITIONS

C. When a temporary or substitute limited-term position is established, the appointing
authority shall notify the Director of Classified Personnel in writing of the hours,
starting date, and probably length of the assignment. Establishment of limited-term
positions shall be subject to ratification by the Board of Trustees at their next regular
meeting.

D. Substitute limited-term appointments may be made for the duration of the absence
of a regular employee but need not be for the full duration of the absence. The
appointment may be in the same class as that of the absent employee or the duties
may be reduced in level and the appointment may be made in a lower class. The
duration of the appointment shall not exceed the authorized dates of absence of the
regular employee.

7.4.3 ELIGIBILITY FOR APPOINTMENT

A. Limited-term appointments shall be made from eligibility lists and employment lists in
accordance with procedures for regular appointments.
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RECOMMENDATION

It is recommended that the Personnel Commission approve the requests for working out of
class and limited term assignments for the appropriate stipend as indicated under the above
applicable sections of CSEA, Chapter 36, Article 11.7, and Merit Rules 3.2.10 and 7.4.

Disposition by the Commission

Motion made by: Lawrence Leone
Seconded by: Barbara Greenstein
Ayes: 5

Nays: 0

Abstentions: 0

Amendments/Comments

Vice Chair Joy Abbott noted how many Personnel Commission staff were
featured in Agenda Item #5 and asked Director Carol Long for a recruitment
plan following the fulfillment of WOC and Limited Term assignments through
April/lJune 2022.

Director Carol Long explained that an assessment is underway to determine
whether permanent or temporary hires need to be made at the Technician and
Specialist levels.

Two Analysts will be WOC and therefore requiring coverage for their existing
duties. The plan is to conduct one set of interviews from which further
decisions will be made.

Page 11 of 14



Santa Monica College
Special Personnel Commission Meeting Minutes
Thursday, January 13, 2022

Agenda Report No.

6

Subject

CERTIFICATION OF SENIORITY LIST:
e HUMAN RESOURCES ANALYST-OPERATIONS

Date January 13, 2021
To Members of the Personnel Commission
From Carol Long, Director of the Personnel Commission

As part of the continuing practice to update and maintain Seniority Lists for the District, we
present the following seniority list for approval:

Human Resources Analyst-Operations

It is recommended that the Personnel Commission certify the seniority list effective

January 13, 2022.

13.1.4 SENIORITY LISTS

A. Seniority lists shall be prepared or updated for each class as necessary. When each
list is initially established, it shall be approved by the Personnel Director and certified by
the Personnel Commission before it is used.

B. When a seniority list is initially established or updated, the list shall be made
available to the employee(s) for review during a five (5) working day period before it is
approved. C. During the prescribed review period, an employee who believes that an
error has been made on his/her seniority computation shall notify the Personnel
Director, who shall review the computations together with any additional information
provided by the employee. The Personnel Director shall determine if a recomputation is
appropriate and present an appropriate recommendation for action by the Personnel

Commission.

D. Seniority lists that are maintained will be available for inspection in the Classified
Personnel Department.

Page 12 of 14



Santa Monica College
Special Personnel Commission Meeting Minutes

Thursday, January 13, 2022

UDISSILUILLGY) |3UUCsia g 3yl Jo Jopang "Suo (oue) tAg pasouddy
1=h[eUY [BUU0SIad ‘uozuoy uasey tAg papdwoy
2d Il W 1swisy 1uaag tAg paup3

of zI 966T/T/T oN TZoE el 2130 "B||Iped
suonesadg HIIM H3d | HvIA HIA | SNLVLS ININVWHIE | NOILYIIHISSVD [uoENpSsER) ETCC L]
- 1shjeuy S33UN053Y UeWINY SHMOH | SHINOW | W 3lwaIdiH LI4ISID | W SHNOH pus 1 aaH yo 3324q) 3340743
LON 41 NOLLY2HISSY 12 INFHEND | LNIHEND | LNIHHND SAYQ JILSNITY | 3L%a I5%E ALIHOINIS

TEOT “TT 03 § AJenuel _pouad Malaay

TTOT ‘€T Auenuef 1318 UOEIYLIE] Jd

BFTE S 01 0TSL 5 °0T0T ‘T Anrjo se afuey fie|eg aseg Ayauoly
15 :35uey

suoiielad - 1SA|EUY S30IN0S3Y UWELINY - UOLENTIE]D

1517 AJ401uas  SNOILYHIdO - LSATYNY S32HNO0S3I¥ NVIAINH,,

Disposition by the Commission

c
)
%)
S
Ik =
|9
o
(Le
.mA
o D
QS wuolo
<
bll
ey an
T2 m
S5 5
€ o =
c|C c
olS| || @
—| Ol |
= Ol >™»0
Olo| > ®@|2
=<2 <

Amendments/Comments
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IV. MEETING ADJOURNED at 12:06 PM

Disposition by the Commission

Motion made by: Joy Abbott
Seconded by: Barbara Greenstein
Ayes: 5

Nays: 0

Abstentions: 0
Amendments/Comments

Regular Regular Regular .

Mez‘:i%l\tcl]la[;ay Meeting Meeting Meeting SCI_}?::t;bd Il_\g ?:zttlillgr’\
Date Month Year

**Thursday 13 January 2022 12:00 PM Online
Wednesday 19 January 2022 12:00 PM TBD
Wednesday 16 February 2022 12:00 PM TBD
Wednesday 16 March 2022 12:00 PM TBD
Wednesday 20 April 2022 12:00 PM TBD
Wednesday 18 May 2022 12:00 PM TBD
Wednesday 15 June 2022 12:00 PM TBD

**Special Meeting
As required by law, this agenda for the Thursday, January 13, 2022 Special Meeting of the

Santa Monica College Personnel Commission was posted on the official District website no
later than 24 hours prior to the date and time of this meeting.
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