San Dieguito Union High School District
PERSONNEL COMMISSION

Regular Meeting Agenda

10:00 AM., July 12, 2018
710 Encinitas Bivd., Encinitas CA 92024
San Dieguito Union High School Djstrict Office - Large Board Room

REGULAR MEETING/OPEN SESSION
T IO PGB i et Commission Chair

2. Pledge of Allegiance

3. Approval of the Agenda for the July 12, 2018, Personnel Commission Regular Meeting.

Motion by , second by , 1o approve the agenda for the July 12, 2018
Personnel Commission Regular Meeting.

4. Approval of the Minutes for the June 12, 2018 Personnel Commission Regular meeting.

Motion by , second by , to approve the minutes for the June 12, 2018
Personnel Commission Regular Meeting.

ACTION ITEMS (See Suppiements)

5. ELIGIBILITY LISTS TO BE ESTABLISHED
A. Motion by , second by , to establish an Eligibility List for
OCCUPATIONAL THERAPIST, SR-60, Open/Promotional-Dual Certification, six
months eligibility.
B. Motion by , second by , to establish an Eligibility List for
INSTRUCTIONAL ASSISTANT SpEd (Behavior Intervention), SR-386,
Open/Promotional, six months eligibility.

6. ELIGIBILITY LISTS TO BE APPROVED

A. Motion by , second by , to approve an Eligibility List for
ADMINISTRATIVE ASSISTANT-HS, SR-44, Open/Promotional, eligibility from
6/07/18.

B. Motion by , second by , to approve an Eligibility List for SCHOOL
BUS DRIVER, SR-38, Open/Promotional-Dual Certification, eligibility from 6/19/18.

C. Motion by , second by , to approve an Eligibility List for

CONSTRUCTION PROJECT MANAGER |, Management Salary Group 5, Range 9,
Open/Promotional-Dual Certification, eligibility from 6/20/18.

D. Mation by , second by , to approve an Eiigibility List for CUSTODIAN,
SR-32, Open/Promotional-Dual Certification, eligibility from 6/22/18.
E. Motion by , second by , to approve an Eligibility List for GROUNDS

MAINTENANCE WORKER I, SR-39, Open/Promotional, eligibility from 6/29/18.

7. CLASSIFICATION REVIEW

A. Moation by , second by , to approve class description revisions for Job
Placement Assistant as proposed.
Motion by , second by , to reallocate the salary for the classification from

Range 35 to Range 37 of the Classified Salary Schedule.
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SDUHSD — PERSONNEL COMMISSION REGULAR MEETING, 7/12/18

DISCUSSION/INFORMATION ITEMS {See Supplements)

8.

9.

10.

1.

12

13.

STAFF COMMENTS ON PERSONNEL ACTIVITIES
A. Vacancy Report

B. Personnel List Report

C. Other

CORRESPONDENCE

PUBLIC COMMENTS

The Public Comments Section of the meeting provides the opportunity for individuals to
address items that are not on the agenda. In accordance with the Brown Act, Personnel
Commissioners may not engage in a discussion of non-agenda items or issues raised
during public comments except to 1) acknowledge receipt of the information, 2) refer to
staff for further study, or 3) refer the matter to the next agenda.

A. California School Employees Association
B. San Dieguito Union High School District
C. Public

NEXT PERSONNEL COMMISSION MEETING
The next regular meeting of the Personnel Commission is scheduled for Tuesday,

August 7, 2018, at 3:30 P.M. in the San Dieguito UHSD Board Room, 710 Encinitas
Blvd., Encinitas, CA 982024,

CLOSED SESSION
To consider an administrative matter refative to Personnel Commission staff

ADJOURNMENT
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San Dieguito Union High School District
PERSONNEL COMMISSION

Regular Meeting Minutes

3:30 P.M., June 12, 2018
710 Encinitas Bivd., Encinitas, CA 92024
San Dieguito Union High School District Office - Board Room

REGULAR MEETING/OPEN SESSION

1.

CALL TO ORDER
The meeting was called to order at 3:30 p.m. by JOHN BAIRD. As Vice-Chair, Commissioner Baird
chaired the meeting.

PLEDGE OF ALLEGIANCE
The pledge of allegiance was led by Commissioner Baird.

Members in Attendance
Kamran Azimzadeh
John Baird

Staff in Attendance

Susan Dixon, Director

Barbara Bass, Human Rescurces Analyst
Kathy Potter, Human Resources Technician

Guests

Carmen Blum
Matt Colwell
Nathan Molina
Tina Peterson
Meredith Wadley

Following the pledge, Commissioner Azimzadeh announced that he wifl no longer be able to serve as a
commissioner due fo his upcoming maove outside of the San Dieguito UHSD boundaries.

APPROVAL OF THE AGENDA FOR THE JUNE 12, 2018, PERSONNEL COMMISSION REGULAR
MEETING.

It was moved by KAMRAN AZIMZADEH, seconded by JOHN BAIRD, to approve the agenda for the
June 12, 2018, Personnel Commission Regular Meeting with the following modification: pull item #7
from today’s agenda and bring it back at the July 12, 2018 (10:00 a.m.} meeting. This modification was
made as a result of an error in properly disseminating the agenda to classified employees. The
determination to place the item on next month’s regular agenda was made after a discussion as to how
to proceed with presenting the item in a timely manner considering there will not be a quorum in July.
Commissioner Azimzadeh offered to return for the July meeting provided the date is moved from July
10 to July 12, 2018. Further discussion resulted in a decision to start the July 12, 2018 meeting at 10:00
a.m.

Passed unanimously with modification

APPROVAL OF THE MINUTES FOR THE MAY 8, 2018, PERSONNEL COMMISSION REGULAR

MEETING.
It was moved by JOHN BAIRD, seconded by KAMRAN AZIMZADEH, to approve the minutes for the

May 8, 2018, Personnel Commission Regular Meeting.
Passed unanimously
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SDUHSD — PERSONNEL COMMISSION REGULAR MEETING, 6/12/18

ACTION ITEMS

5. ELIGIBILITY LISTS TO BE ESTABLISHED

A. It was moved by KAMRAN AZIMZADEH, seconded by JOHN BAIRD, to establish an Eligibility List
for GROUNDS MAINTENANCE WORKER I, SR-39, Open/Promoticnal, six months eligibility.

B. Itwas moved by KAMRAN AZIMZADEH, seconded by JOHN BAIRD, to establish an Eligibility List
for CUSTODIAN, SR-32, Open/Promotional-Dual Certification, six months eligibility.

C. It was moved by KAMRAN AZIMZADEH, seconded by JOHN BAIRD, to establish an Eligibility List
for CONSTRUCTION PROJECT MANAGER !, Management Salary Group 5, Range 9,
Open/Promotional-Dual Certification, six months eligibility.
All passed unanimously

6. ELIGIBILITY LISTS TO BE APPROVED
A. ltwas moved by KAMRAN AZIMZADEH, seconded by JOHN BAIRD, to approve an Eligibility List
for SCHOOL BUS DRIVER, SR-38, Open/Promotional-Dual Certification, eligibility from 5/30/18.
B. Itwas moved by KAMRAN AZIMZADEH, seconded by JOHN BAIRD, to approve an Eligibility List
for DIRECTOR OF NUTRITION SERVICES, Management Salary Group 5, Range 4,
Open/Promotional-Dual Certification, eligibility from 5/31/18.
Both passed unanimously

7. CLASSIFICATION REVIEW — This item was pulled from the agenda; it will be placed on the July 12,
2018 meeting agenda.

A. Motion by , second by , to approve class description revisions for Job Placement
Assijstant as proposed.
B. Motion by , second by , o reallocate the salary from Range 35 to Range 37 of the

Classified Salary Schedule.

DISCUSSION/INFORMATION ITEMS (See Supplements)

8. STAFF COMMENTS ON PERSONNEL ACTIVITIES
A. Vacancy Report
B. Personnel List Report
C. Other

9. CORRESPONDENCE- None

10. PUBLIC COMMENTS
The Public Comments Section of the meeting provides the opportunity for individuals to address items
that are not on the agenda. In accordance with the Brown Act, Personnel Commissioners may not
engage in a discussion of non-agenda items or issues raised during public comments except to 1)
acknowledge receipt of the information, 2) refer to staff for further study, or 3) refer the matter to the

next agenda.

A. California School Employees Association —Matt Colwell thanked the Classified Personnel staff for
work on recruitments during this busy time of year. He shared that CSEA has reached a tentative
agreement that matches the percentage increase that other units received. Carmen Blum asked if Job
Placement Assistants can attend the bus driver training discussed earlier. Director Dixon will work with
the transportation department to see if van training can be offered. Ms. Blum aiso informed the
commission that an employee disciplinary issue may be brought to the commission. There was
discussion regarding the timing of hearing an appeal given that there are currently two vacancies on the
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SDUHSD — PERSONNEL COMMISSION REGULAR MEETING, 6/12/18

commission. Commissioner Baird strongly recommended that the District not implement the discipline
until after the hearing. Director Dixon stated she will share that with the District.

B. San Dieguito Union High School District — None

C. Public ~ None

11. NEXT PERSONNEL COMMISSION MEETING
The next regular meeting of the Personnel Commission is scheduled for Thursday, June 12, 2018, at
10:00 a.m. at San Dieguito UHSD office, 710 Encinitas Boulevard, Encinitas, CA 92024.

12. ADJOURNED TO CLOSED SESSION- 4:08 p.m.

13. ADJOURNMENT ~ 4:45 p.m.
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San Dieguito Union High School District
Personnel Commissioin
Eligibility List
Open/Promotional

Administrative Assistant - High School
Effective: 06/07/18

Promotional Expiration: 12/07/18
Applicant
Rank iD
1 2185669
2 1116922
3 1144429
4 2579180
S. Dixon
Open
Rank |Applicant 1D Effective: 06/14/18
1 3633084 Expiration: 12/14/18
2 2263548
3 3749426
S. Dixon
C.Amador 4/17/15
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San Dieguito Union High School District
Personnel Commissioin
Eligibility List
Open/Promotional, Dual Certification

Effective: 06/20/18
Construction Projects Manager | Expiration: 12/20/18

Rank Applicant ID

1 2571634
2 3748992
S. Dixon
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Custodian

San Dieguito Union High School District

Open/Promotional-Dual Certification

Personnel Commission
Eligibility List

Applicant ID

Rank

3693096

[

3680123

3661453

3693038

3656338

3602462

3542623

3687606

2743864

1572541

3513821

Wl |wiw]r

3657463

ey
o

S. Dixen
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Grounds Maintenance Worker i

Promotional

Open

San Dieguito Union High School District
Personnel Commissioin
Eligibility List
Open/Promotional

Rank Applicant ID

1 3292685

2 2691942

3 3249921

1 3750206

2 3121235.
S.Dixon
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Board of Trustees

an Joyce Dalessandro

Beth Hergesheimer

] ® Amy Herman

l lt Maureen “Mo" Muir
John Salazar

Superintendent

Union High School District Eric R. Dill
710 Encinitas Boulevard, Encinitas, CA 92024 Classified Personnel Commission
Telephone (760) 753-6491 Kamran Azimzadeh, Commissioner
Fax (760) 943-3522 John Baird, Commissioner
www.sduhsd.net Vacant, Commissioner

Susan Dixon, Director

Classification Review Report

Classification Job Placement Assistant
Classification Type Classified

Salary Range 35

Submission to Classification Advisory Committee July 25, 2017

September 26, 2017
Octobher 31, 2017
May 29, 2018

Submission to Personnel Commission June 12, 2018
July 12, 2018
Agenda Item Classification Review Report #7

Sources of Information

Incumbents, Mary Ellen Cummings, Mary Courtney, Katherine Shoecraft, Elizabeth Delval, Cheryl Cooper
Transition Services Coordinator, Nathan Molina

Director of School & Student Services, Meredith Wadley

Joint Powers Authority, San Diego County Office of Education

Comparable districts in San Diego County, San Diego County Office of Education, and Mira Costa Community
College

California Department of Education, http://www.cde.ca.gov/ci/ct/sf/documents/cteframework. pdf

Background Information
In January of 2017, Personnel Commission staff reviewed the job description for Job Placement Assistant (JPA) as

part of an overall update to the Instructional Assistant series. The updated job description and salary review was
placed on the agenda for the February CAC meeting. At that meeting, a member of the CAC informed Personnel
Commission staff that incumbents in the classification had discussed submitting a request for a classification
review in light of changes they feel have occurred in the classification. As a result of that information, the job
description update was pulled from the CAC agenda.

All incumbents in the classification of Job Placement Assistant completed a Classification Review form in March of
2017. Personnel Commission staff met with the incumbents to review the content of the forms submitted and
obtain any clarifying information necessary for the job analysis. These meetings were conducted in two sessions:
one with the incumbent who works at the middle school level and one with the incumbents who work at the high
school level. This decision was made in conjunction with the incumbents to gather data as efficiently as possible

Canyon Crest Academy - Carmel Valley MS ﬁggyem MS « Earl Warren MS + La Costa Canyon HS
Oak Crest MS * Pacific Trails MS - San Diegdito HS Academy » Sunset HS + * Torrey Pines HS



given that there are several distinctions as to how the essential functions of the classification are cornpleted at
the two levels. After gathering information, meeting with staff and administration, and identifying similar
positions in our comparison agencies, a recommendation was prepared and presented at the July CAC mesting.
Issues raised at that meeting led to additional data gathering and analysis, additional review of comparison
classifications with the Transition Services Coordinator who aversees our WorkAbility and Transition Partnership
Program {TPP) and administrators who oversee those classifications in the comparison districts. A subsequent
meeting was held in September after staff returned from summer break to present and discuss the follow up

information.

Based on the Information gathered up to that time in September, the recommendation had been for general
updates to the class description without any change to the classification or salary allocation, However, when
presenting this information to the incumbents, Coordinatar, Director, and CAC, the ensuing conversation made it
clear that there were a number of issues which still required further discussion. The italicized text below is copied
from the report presented to the incumbents. [t is provided as additional background information to glve an
overview of the assignments and issues discussed, A heading of “Subsequent Information” as well as a revised
Recommendation appears after the italicized text.

Job Placement Assistant positions are funded through the Transition Partnership contract, funded by the California
Department of Rehabilitation, and the WorkAbility Grant, funded by the California Department of Education,
Programs similar to ours are run throughout the State with most programs serving students ot the high school
level, At the middle schoof level, (mostly 7" and 8" grade), career exploration is the focus, At the high school level,
the programs are centered around work experience training and placement to teach vocational and life skills with
the overail goal of the program to provide a mechanism that helps students obtain autonom v in ajob on their
own. incumbents in the classification, whether assigned to middle schools or high schools, perform o brood
combination of duties, many of which ore mandates in order to renew the grant funding. Duties include
explaining, promoting and marketing the program, providing direct services to students such os preparing and
presenting troining exercises, and maintaining records of services provided. Most of the incumbents have been
employed in this capacity for many years and are extremely vested in the programs in which they work and feel o
strong sense of responsibility for providing meaningful experiences to students as well as being avallabie os o

resource to students and employers.

There is a single incumbent, Mary Ellen Cummings, who serves middle school students across the District, At the
middle school fevel {mostly 7 & 8 grade), career exploration is the focus. The grant which funds middlfe schools is
WorkAbility. Every student with an IEP in middle school is included in the program. Services are provided by o
multidisciplinary team of providers not all of whorn are District employees. The District works collaboratively with
the Regional Center and the Department of Rehabilitation and Ms. Cummings works closely with staff in the
general education progrom and school counselors. Ms, Cummings records the services each student receives as the
grant is dependent upon each eligible student receiving a minimum of one service item in each of the generolly
categorized areas of: transition assessment, secondary education planning, and career awareness. In addition, she
tracks which student were not served and the reason services were not provided. Ms. Cummings conducts
transition assessments using ovailable assessment taols such as Navign ce, COIN, or Careers for Me. Ms. Cumnmings
helps to guide the student to the tool which works best with the student’s disability.

A second service WorkAbility tracks is the provision of secondary education planning. Ms. Cummings reports that
she compiles information from the District and school websites and provides directions to students in terms of how
to navigate the various websites to read course selections, how to understand the school schedule, graduation
requirements, and efectives available. Ms. Cummings reports that she has prepared g comprehensive handout that
is used by certificated staff to help with the school selection process and is comfortoble providing informeation and
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guidance in what may be a student’s first exposure to the high school environment. However, the Director of
School & Student Services, who assumed oversite of special education on July 1, 2017, has indicated thot there are
a number of tusks related to these processes which must be performed b y certificated staff and, os such, the
Director will be meeting with all staff members In the Transition Services Program to ensure that classified
employees are not performing tasks inconsistent with their classification,

Ms. Cummings also conducts career awareness activities with students as one of the services under the
WorkAbllity Program. Activities vary depending upon requests from case managers and special educotion teachers
and may be web-based or more hands-on such as with a field trip. For example, as a method of career awareness,
students in the program may go to the San Diego Zoo’s Safor! Park to learn about jobs available within the park.
For this type of activity, Ms. Cummings performs o number of clerical tasks to ensure the successful outcome af the
field trip such os: setting up a Google Docs 5o a District nurse can provide any relevant medical information
regarding a student, filling out field trip forms, writing up detaifed instructions as o reference guide for those on
the trip {e.g. where to meet, lunch options), and pulling together exercises for students to complete ejther from the
Safari Park website or other web based resources. She will modify or expand materials as she deems necessary to

Fadilitate the coreer exploration exercise.

To ensure all materials within the WorkAbility Program are as clear as possible, Ms. Cummings provides step-by-
step instructions. Regardiess of the task, Ms. Cumming’s role is geared towards encouraging students to start
thinking about what type of careers they might like to pursue and assisting them in that pursuit by providing
information and conducting exercises that outline steps the student can take to best prepare for a career in their

Jield of interest.

Job Placement Assistants who are assigned to high school level students have g different focus. There are four
incumbents working in this capacity. In addition to career exploration and career assessments, goals include
helping students learn skills that will enable them to someday have autonomy and be able to obtain o job on their
own. At the high school level, incumbents work under the provisions of two separate grants.

The Transition Partnership Program is a partnership with the Department of Rehabilitation. This funding provides
services for typically 65 to 75 students eoch year; the Job Placement Assistants make recommendations as to
which students will participate in this progrom by carefully evaluating the skills and challenges of students against
the requiremnents of a given job. Students in this program are able to function more independently than their high
school peers in the WorkAbility Program but they still have barriers to employment which the Job Placement
Assistants help to identify and rectify through administering activities, trainings, coaching and appropriate
recommendations for student job placement. incumbents note that the program requirements for the TPP grant
changed o couple of years ago and they feel this change has made their assignment more difficult in that
placement now has to be more thoughtful to meet the new demands. Additionally, students who work as o result
of the TPP work independently and therefore are assigned work hours after the school day. incumbents feel a
sense of responsibility for the success of these students such thot they sometimes avail themselves to students,
porents and employers after work hours. Incumbents have acknowledged that they are not assigned this
responsibility; however, they often provide their personaf celf phone numbers to studen ts, parents and employers
so that any issues that arise at the worksite can immediately be resolved. The new Director has been made awnre
of this situation and will work with alf staff to ensure that appropriote staff is contacted If the need for assistance
arises outside of a Job Placement Assistant’s work hours.

Iob placement for high school students in the WorkAbility Program has a broader scope of services. In this
program, a student may be considered “served” if a Job Placement Assistant helped with a resume or gove a
reference. incumbents are part of the Individual Education Plan (1EP) team led by the student’s case manager, At
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the beginning of the year, they sit with the case manager to identify student goals. The JPA knows the hard skills
that are required ot o worksite so they take that into consideration when recommen ding a student for placernent
at a particular job. They then determine the soft skill which needs to be developed and that becomes part of the
training progrom. The case monager outlines the goals and is the steward of the trainin @ plan for those students
who are supported by the WorkAbility Pragram. Instructional Assistants Special Education {Severe) then typically
serve as a “job coach” and go to the work site with the student to monitor their work and provide guidance.
Examples of jobs for students in the WorkAbility Program Include working in a grocery store turning afl cans to
face the front of on aisle or working in a clothing store putting clothes on hangers. The JPA’s provide information
to the IA’s as to how they can support the students in working towards the students’ goals. Generally, monthly
meetings are held between the IPA, IA and cose manager in which progress is discussed as well as any changes

needed,

Whether students are supported by the TPP or WorkAbility, incumbents perform a number of duties to support
both programs. A primary responsibility is to work directly with students to get them ready for immediate or future
employment. Incumbents provide trainings to do this. The trainings may involve researching information,
preparing materials, identifying appropriate web-bosed sites to utilize, defivering the information and assessing
whether the information was adequately conveyed. Trainings cover career interest, personality profiles, resume
writing, interviewing skills, and work readiness training such as the soft skills necessary for job success.

One of the reasons incumbents submitted a request to have their classification reviewed is they have indicated
that they write curriculum for these trainings. The WorkAbility Program does not align with state standaords, It's
experiential. Terms such as “curriculum® and “assessment” in this program are not subject to the Cofifornia
Department of Education guidelines that exist to inform educators and administrators. For Career Technical
Education (CTE), these are described in the Career Technical Education Framework For Californio Public Schoofs
which serves as a how~to manual for teachers, school and district administrators, curriculum specialists, and school
boards in developing standards-based career technical education pathways, courses, curricula and assessments.
However, no such framewaork exists for this program. JPA incumbents state that the curriculum writing they
complete may include writing questions or probes for activities on field trips at the middle school fevel or preparing
training materiols for resume writing ond interviewing at the high school level. The essential functions they
complete in this capacity are typical of comparable positions in our comparison school districts.

Another factor that was discussed by the JPAs in terms of salary allocation is their belief that their classification
should be allocated to a higher range in light of the fact that they provide guidance to the Instructional Assistants
(Severe] in their rofe as a fob coach. However, the higher allocation of the IAs (Severe) is fargely impacted by the
fact that the higher compensation for that classification is to acknowledge the work those incumbents do with
medically fragile students including the performance of duties in which it is hard to recruit applicants, such as

personal care tasks.

A review of the duties currently performed by the incumbents does not indicate that there has been o gradual
accretion of duties such that reclossification is warranted. The job description for Job Placement Assistant has been
updated to more clearly define the essential functions of the assignment.

Paged of 6

Page 14 DATE of CAC Meeting



Salary Compensation Review
As part of the review of this classification, Personnel Commission staff conducted a salary compensation review for
the job clossification. Based on the information below, there is no recommendation for salary reallocation.

Job Placement Assistant

District Salary Range Job Title Minimum | Maximum
Carlsbad USD 18 Workability | Coordinator $18.29 522,23
Escondido UHSD 20 Job Developer $14.81 519,85
Escondido USD No comparison
Grossmont UHSD 43 Career Services Specialist $20.22 525,70

38 Career Technician (ITPA/ROP/CDC/Special Ed} 51832 $23.30

47 Employer Involvement Representative {no) 522.29 528.36

50 Employment Development Specialist 524.01 530.54

Average for District Comparison 521,21 526,98

Oceanside USD 16 Instructional Aide-Employment Training Specialist 515,74 $19.87

Powey USD 32 Vocational Development Speciafist $19.78 524.10
Rormona USD No comparison
San Diego COE No comparison

San Marcos USD 14 WorkAbility Program Aide *514.94 519.07

Sweetwater UHSD 60 Employment Development Specialist 525.70 531.61

52 Student Program Facilitator 521,14 526.01

Average for District Comparison 523,42 $28.81

Vista LISD 42 Instructional Assistant W-Work Ability 515,98 520.45

AVERAGE 518.02 522.67

SDUHSD 35 Job Placement Assistont $18.54 524.88

*Rate increase since data ariginally gathered

Recommendation
It is recommended the Job Placement Assistant job description be revised as proposed.

Subseguent Information
The Transition Services Coordinator, Director of School & Student Services, Director of Classified Personnel, C5EA,

and incumbents met on two occasions in October to go through each area of concern, This included outlining
distinctions between the two programs, the level of support JPAs provide to both students and employears, hours
of employment, the way in which duties and expectations of certificated staff are communicated and how,
ultimately, the responsibility and accountability should be with the case manager. At the conclusion of these
October meetings, ail parties agreed that administration needed to conduct a thorough review of the program
and the delivery of services in order to determine current needs of the program, better define each contributor’s
role, and establish processes and systems which would improve the program. Administration concluded a
comprehensive review of the program in April. On April 20, 2018, the program administrators and Director of
Classified Personnel met with the incumbents and a CSEA representative to report out the findings of the program

review,
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Upon reviewing the program, it became evident to the Transition Services Coordinator and Director of School &
Student Services that there is a need to have staff readily available to transport students to joh interviews, work
assignments, and vocational events. After researching public transportation routes, District transportation staff
availability, teacher availability and looking at how other districts address transportation needs, the District has
determined that the most feasible plan to accommodate this need is to add transportation of students as an
essential function of the Job Placement Assistant classification.

The internal program assessment identified the need to assign incumbents to a single program rather than both
programs. There will be an efficiency of services and a better ability for the JPA’s to concentrate efforts if they
support a single program rather than performing tasks across both WorkAbility and TPP, Currently, incumbents
assigned to a high school support both programs. Moving forward, incumbants will be assigned to just one
program and operate out of multiple wark locations. This change will allow incumbents to become more of an
expert in a particular grant program, further develop a program, and keep up with program changes. Work hours
will also be able to better afign with the particular program needs (e.g. later hours for TPP). In addition, by having
JPA’s support a single program, certificated staff will have a specific contact person for each program, thus
reducing confusion that some staff has between the two programs,

The Director, Classified Parsonnel, worked with the coordinater to revise the fob description based on the data
resulting from this classification study and the internal program assessment. The revised essential functions better
describe the facus of these assignments. In light of the revisions to the job description, most notably to
compensate for the Increased responsibility associated with driving students, it is recommended that the
classification be reallocated from Range 35 to Range 37 of the Classified Salary Sehedule. This reallocation also
recognizes the higher level of independence in which the incumbents operate as compared to Instructional

Assistants,

Recommendation
Revise the joh description for Job Placement Assistant as presented, including changing the title to Vocational

Developar to more clearly align with the classification’s function.
Reallocate the classification from Range 35 ta Range 37 on the Classified Salary Schedule.

Vote hy Committee Members:

Vote | Member Vote Member
Yes | Carmen Blum, CSEA Yes Dan Love, Admin
Yes | Matt Colwell, CSEA Yes Rick Mariam, Admin
Yes | Debbie Johnson, CSEA Yes, not Tina Peterson, Admin
present at
meeting
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CLASSIFIED

JOB-PLACEMENT-ASSISTANT VOCATIONAL DEVELOPER
OVERALL JOB PURPOSE STATEMENT

Under the direction of an assigned supervisor, the—job—ef-a job—Placement-Assistant—\ocational
Developer is-donefor-the-purposes-ef-working-with-performs a broad range of duties in support of

dDistrict special education student work programs including: providing direct support to students in
both classroom and workplace settings: general clerical, data entry and reporting functions; and varied
communication with parents, staff and local business members to provide information and promote

participation in student work programsand—elasses;—reeruiting—eligible—participants;i—maintaining
mmm%wwwmmmmwm

WQWWWWW%WWMWMGMWW

Feguirements. Incumbents may provide services to students at multiple school sites and may support
either the Transition Partnership Program (TPP) and/or the Workability | Program depending upon

assignment.
DISTINGUISHING CHARACTERISTICS

This job is distinguished from similar—other jebs—student support assignments by the following
characteristics: Fthe Job-Placement-Assistant-Vocational Developer is responsible for assisting students

H-the-werkability-pregram-by administering relevant program services specific to the Workability |
Program and the TPP and by serving as a point of contact to disseminate program information to staff,

students, parents and busmessesmakm&—een%aekwmh—bea#emp%eqdwm_sume—we;k
assignments-for-student-participants-observing-and-coachingstudents-atthe-work-site-to-facilitate_their

sueeess-in-the-programand-maintaining-records-and-reports. Tasks are non- cyclical and are carried out

as appropriate to varying situations and may regularly be performed independently at various business
sites away from the school district and in the absence of the assigned supervisor, requiring initiative and
situational problem solving and interpersonal communication skills. This classification differs from those
in the Instructional Assistant series which are responsible for assisting teachers within the classroom.

ESSENTIAL FUNCTIONS

e Provides information and Ppromotes the program to the business community, students,
participants-teachers, parents—ete—and other interested parties for-the-purpese-of-defining—the
program-objectives-and-oppertunities-for-participation. Identifies potential businesses partners and

participates in outreach efforts as directed. Establishes and maintains business relationships with
employers through regular, on-going communication.

e Participates in meetings, trainings and/or workshops (e.g. IEP when appropriate, conferences,

staffing, business community, State-ete:) for-the-purpose-of-receiving and/or copveying-infermation.

e Prepares program packets and documents, progress reports, letters of recommendation,
certificates, displays, correspondence, ete—and other materials for-the—purpose-of-communicating
mmwwmmmmwm%m
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CLASSIFIED

s——Researches and compiles information to prepare, modify and present relevant materials used to
inform students, staff and parents regarding career exploration, interview techniques, and other
vocational and life skills. Identifies appropriate assessment tools and conducts written and oral
assessments to determine interest and abilities as they relate to employment goals.

e Schedules-Compares student data against participating employers business needs participantsfor
the-purpese-ef-to make appropriate recommendations for placements and prepare work schedules

accordingly nmtemng—ﬂ%em—wttkemplewm—aﬂ%wm“n—app;eppm_p;ggmn_as defined in the

IEP/ITP.

e Using a District vehicle, transports students and staff to various locations as necessary to ensure
successful participation in student work opportunities.

e Confers with student participants, parents, teachers, and job site supervisors as necessary-forthe
purpese-of assisting in-the-development-of-the-lndividualized Transition-Rrogram-and/or facilitating
students transition-within-the-werk-program.

¢ Monitors, documents, and reports students’ performance in-at a variety of work sites according to
p B

program guidelines for-the-purpese-of-identifying areas-requiringadditional-training-en-technigues
and—methods—for—maintaining—selid— werk—habits. Shares hest practices regarding student
participation in work programs with other instructional support staff as needed.

e Compiles and records program data (e.g. student-serviceservices provided, job types, pay type,

gradereteHorthepurpese-of- complying with District and State requirements.

e Performs clerical suppert-duties and record keeping activities (e.g. scheduling meetings, copying
materials, posting information, issuing work permits, running queries within a database, distributing

reports,~decumenting-information—data—processing—ete:) for-the-purpese-of-addressing-to meet

program requirements.

e Assists—in—the—pPerformsance of-other job-related duties as assigned for—the—purpose—of
ishi L .

JOB REQUIREMENTS: MINIMUM QUALIFICATIONS

SIHLS-KNOWLEDGE AND ABILITIES

KNOWLEDGE OF:
o is—required—to—perform-bBasic math, including calculations using fractions, percents, and/or
ratios;
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CLASSIFIED

° mvimnﬁmmwghwmﬂiawmmmmmmﬂﬁmmwmmm
persuasively-to-implement-desired-actions—and-analyzesituations—to-define—issues-and-draw
ions— Spacifi lad " ok i ; hefunct] E thei

ineludes:

e ¢Child guidance principles and practices, especially as they relate to students with learning
disabilities;

* bBasic subjects taught in the District schools, including arithmetic, grammar, spelling, language
and reading;

sSafe practices utilized in work sites and other activities:
eCorrect English usage, grammar, spelling, punctuation and vocabulary;

[ ]

e o0Oral and written communication skills:

e fRecord keeping techniques;

o mModern office practices and procedures:

* pPertinent federal/state labor laws and/or program requirements;-and
e {Local employers and employment opportunities for program participants.

ABILITY TO:

* isveguired-te-sSchedule activities, meetings, and/or events;

e gGather, collate, and/or classify data

e Operate standard office equipment including using pertinent software applications

o and-use-basicjob-related-equipment—Flexibility-is-required-to

 independently wWork with a significant diversity of individuals and groups ethers-in a wide
variety of circumstances:

e Develop rapport with students

* Understand individual student needs and behaviors and apply techniques appropriate to those
individual needs and behaviors

° aAnalyze data uulmng defined but dlfferent processes—and—epem%e—emﬂpmeﬂ{—iﬁﬂg—a-va;e{-y

»  wWork with data of varied types and/er purposes; TIEa] ; '
: ; —and—utilize—job-related—equipment—In
* Apply program- re[evant assessment instruments

° mblem—&em}g—s-ﬁwmd—ee-mecogmze and identify ISSUES and create actlon pfans to solve

° 2Assisting students to develop and-appropriate work behaviors (e.g. attendance, timeliness,
attitude;-ete:) to succeed in a work experience program;

e lLearning the methods, procedures, functions and limitations of assigned duties:

e mMaintainiag simple records;

o printing-and-wWriteing legibly;

e mMakeing arithmetic calculations quickly and accurately:

* dUnderstanding and following oral and written directions;
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CLASSIFIED

o eCommunicateing effectively orally and in writing with students and adults of varied cultural and
educational backgrounds:

e rReading, interpreting and following rules, regulations, policies and procedures;

e eEstablishing and maintaining effective working relationships with others;and

e mMaintaining confidentiality:

RESPONSIBILITY

Responsibilities include: working under limited supervision using standardized practices and/or
methods; leading, guiding, and/or coordinating others; and operating within a defined budget.
Utilization of some resources from other work units is often required to perform the joh's functions.
There is a continual opportunity to impact-the Organization’s services.

WORKING ENVIRONMENT

The usual and customary methods of performing the job's functions requires the fellewing-physical
demands outlined below. All requirements are subject to possible modification to reasonably

accommodate individuals with a dlsablluty4eme4¢uﬁg—ea#wnag—ﬁ++5mng-and¢eppuumg—5em&émb4ﬂg
and-balancing; seme-steeping-kn

Qo-sitt 9 i 0 ing—Additionally, this ass:gnment
requires the ability to travel to and from work locations in order to perform the essential functions, The

job-is-performed-underminimal-temperature-variations—seme-hazardous—conditions—and—in-a—clean
atmaspheare;

Physical Demands Frequency Definitions Based on an 8-Hour Day:
Seldom = 1-10% (<45 minutes)

Occasionally = 11-33% (up to 3 hours)

Frequently = 34-66% (up to 6 hours)

Continuously = 67-100% (more than 6 hours)

Seldom With assistance and devices provided, lift students weighing more than
100 Ibs. at waist height and carrying a distance of up to 5 feet; reach
above shoulder; climbing, balancing

Occasionally/Frequently Lifting up to 25 Ibs. at waist height and carrying a distance of up to 30
feet; fingering/fine manipulation; power/firm grasping sitting/standing;
twisting back; reach at, above, or below shoulder height;
pushing/pulling including students in wheelchairs; stooping/bending;
squatting/crouching; kneeling, crawling

Frequently Lifting up to 10 Ibs. at waist height and carrying a distance of up to 30
feet; handling/simple grasping
Frequently/Continuously Reach below shoulder height

Generally the job requires 34% sitting, 33% walking and 33% standing.

AUDITORY OR VISUAL REQUIREMENTS
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CLASSIFIED

Auditory ability to hear alarms, respond to student needs and emergencies. Vision ability to see near,
distant, depth and peripherally.

ENVIRONMENTAL CONDITIONS

The job is performed under minimal temperature variations, some hazardous conditions, and in varying
atmospheric conditions. The condition/functioning of some students may expose the incumbent to
behavior that includes biting, hitting, bolting away, and/or abusive language. There is also potential for
exposure to bodily fluids and hiohazardous materials.

EXPERIENCE

feb-refated-A minimum of one year of experience working directly with students is required.
Experience must include vocational work within a community.
EDUCATION

ol o . : .

High school diploma or equivalent. College level coursework or vocational training is preferred.
REQUIRED TESTING

Pre-employment Proficiency Test

LICENSING AND CERTIFICATESION REQUIREMENTS

Possessien-ofa-vValid Class C California Driver's License and a record of driving history issued by the
California DMV. The record of driving history must be issued by the DMV less than 30 days prior to
applying for the position. The record must be submitted at time of application. Employees hired in this
classification will be enrolled in the DMV Employee Pull Notice Program. The District will receive a driver
record report at least once every twelve (12) months or when any subsequent conviction, failure to
appear, accident, driver’s license suspension, revocation, or any other action is taken against the
employee’s driving privilege during employment.-

CONTINUING EDUCATION/TRAINING
Nene-SpeeifiedBlood Borne Pathogen Training, First Aid, CPR, Crisis Prevention Intervention

CLEARANCES

Eriminal-Justice-Fingerprint/Background-Clearance~TBClearanceCalifornia Department of Justice (DOJ)

and Federal Bureau of Investigation (FBI) background (fingerprint) clearance; pre-employment physical
examination including Tuberculosis (TB) and drug screen clearances.

San Dieguito Union High School District Page 5 of 5
Adopted: April 2, 1998

Revised: July 1, 2003

Revised: June 12, 2018

Page 21



CLASSIFIED

e

VOCATIONAL DEVELOPER
OVERALL JOB PURPOSE STATEMENT

Under the direction of an assigned supervisor, a Vocational Developer performs a broad range of duties
in support of District special education student work programs including: providing direct support to
students in both classroom and workplace settings: general clerical, data entry and reporting functions;
and varied communication with parents, staff and local business members to provide information and
promote participation in student work programs. Incumbents may provide services to students at
multiple school sites and may support either the Transition Partnership Program (TPP) and/or the
Workability | Program depending upon assignment.

DISTINGUISHING CHARACTERISTICS

This job is distinguished from other student support assignments by the following characteristics: the
Vocational Developer is responsible for assisting students by administering relevant program services
specific to the Workability | Program and the TPP and by serving as a point of contact to disseminate
program information to staff, students, parents and businesses. Tasks are non-cyclical and are carried
out as appropriate to varying situations and may regularly be performed independently at various
business sites away from the school district and in the absence of the assigned supervisor, requiring
initiative and situational problem solving and interpersonal communication skills. This classification
differs from those in the Instructional Assistant series which are responsible for assisting teachers within

the classroom.
ESSENTIAL FUNCTIONS

e Provides information and promotes assigned program(s) to the business community, students,
teachers, parents, and other interested parties. Identifies potential businesses partners and
participates in outreach efforts as directed. Establishes and maintains business relationships with
employers through regular, on-going communication.

e Participates in meetings, trainings and/or workshops (e.g. IEP when appropriate, conferences,
staffing, business community, State).

e Prepares program packets and documents, progress reports, letters of recommendation,
certificates, displays, correspondence, and other materials.

® Researches and compiles information to prepare, modify and present relevant materials used to
inform students regarding career exploration, interview techniques, and other vocational and life
skills. Prepares assessment tools and conducts written and oral assessments to identify training
needs and effectiveness of delivered trainings.

e Researches and synthesizes information from multiple sources to provide students, parents and
staff with a variety of reference tools.
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¢ Compares student data against participating employers business needs to make appropriate
recommendations for placements and prepare work schedules accordingly as defined in the IEP/ITP.

® Using a District vehicle, transports students and staff to various locations as necessary to ensure
successful participation in student work opportunities.

» Confers with student participants, parents, teachers, and job site supervisors as necessary.

e Monitors, documents, and reports students’ performance at a variety of work sites according to
program guidelines. Shares best practices regarding student participation in work programs with
other instructional support staff as needed.

* Compiles and records program data (e.g services provided, job types, pay type, grade) complying
with District and State requirements.

* Performs clerical duties and record keeping activities (e.g. scheduling meetings, copying materials,
posting information, issuing work permits, running queries within a database, distributing reports, to
meet program requirements,

e Performs other job-related duties as assigned.

JOB REQUIREMENTS: MINIMUM QUALIFICATIONS
KNOWLEDGE AND ABILITIES

KNOWLEDGE OF:

* Basic math, including calculations using fractions, percents, and/or ratios

e Child guidance principles and practices, especially as they relate to students with learning
disabilities

¢ Basic subjects taught in the District schools, including arithmetic, grammar, spelling, language
and reading

e Safe practices utilized in work sites and other activities

¢ Correct English usage, grammar, spelling, punctuation and vocabulary

e Oral and written communication skills

e Record keeping techniques

e Modern office practices and procedures

e Pertinent federal/state labor laws and/or program requirements

e Local employers and employment opportunities for program participants

ABILITY TO:
e Schedule activities, meetings, and/or events
e Gather, collate, and/or classify data
e Operate standard office equipment including using pertinent software applications
e Work with a significant diversity of individuals and groups in a wide variety of circumstances
e Develop rapport with students
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CLASSIFIED

e Understand individual student needs and behaviors and apply techniques appropriate to those
individual needs and behaviors

» Analyze data utilizing defined but different processes

*  Work with data of varied types and purposes

e Apply assessment instruments

® Recognize and identify issues and create action plans to solve problems following prescribed
guidelines

® Assist students to develop appropriate work behaviors (e.g. attendance, timeliness, attitude) to
succeed in a work experience program

e Learn the methods, procedures, functions and limitations of assigned duties

e Maintain simple records

e Write legibly

e Make arithmetic calculations quickly and accurately

° Understand and follow oral and written directions

* Communicate effectively orally and in writing with students and adults of varied cultural and
educational backgrounds

e Read, interpret and follow rules, regulations, policies and procedures

e Establish and maintain effective working relationships with others

¢ Maintain confidentiality

RESPONSIBILITY

Responsibilities include: working under limited supervision using standardized practices and/or
methods; leading, guiding, and/or coordinating others; and operating within a defined bhudget.
Utilization of some resources from other work units is often required to perform the job's functions.
There is a continual opportunity to impact the Organization’s services.

WORKING ENVIRONMENT

The usual and customary methods of performing the job's functions requires the physical demands
outlined below. All requirements are subject to possible modification to reasonably accommodate
individuals with a disability. Additionally, this assignment requires the ability to travel to and from work
locations in order to perform the essential functions.

Physical Demands Frequency Definitions Based on an 8-Hour Day:
Seldom = 1-10% (<45 minutes)

Occasionally = 11-33% (up to 3 hours)

Frequently = 34-66% (up to 6 hours)

Continuously = 67-100% (more than & hours)

Seldom With assistance and devices provided, lift students wéighing more than
100 Ibs. at waist height and carrying a distance of up to 5 feet; reach
above shoulder; climbing, balancing

Occasionally Lifting up to 25 Ibs. at waist height and carrying a distance of up to 30
feet; fingering/fine manipulation; power/firm grasping sitting/standing;
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CLASSIFIED

twisting back; reach at, above, or below shoulder height;
pushing/pulling including students in wheelchairs

Occasionally/Frequently Stooping/bending; squatting/crouching; kneeling, crawling

Frequently Lifting up to 10 Ibs. at waist height and carrying a distance of up to 30
feet; handling/simple grasping

Frequently/Continuously Reach below shoulder height

Generally the job requires 34% sitting, 33% walking and 33% standing.

AUDITORY OR VISUAL REQUIREMENTS
Auditory ability to hear alarms, respond to student needs and emergencies. Vision ability to see near,

distant, depth and peripherally.

ENVIRONMENTAL CONDITIONS

The job is performed under minimal temperature variations, some hazardous conditions, and in varying
atmospheric conditions. The condition/functioning of some students may expose the incumbent to
behavior that includes biting, hitting, bolting away, and/or abusive language. There is also potential for
exposure to bodily fluids and biohazardous materials.

EXPERIENCE
A minimum of one year of experience working directly with students is required.
Experience must include vocational work within a community.

EDUCATION
High school diploma or equivalent. College level coursework or vocational training is preferred.

REQUIRED TESTING
Pre-employment Proficiency Test

LICENSING AND CERTIFICATION REQUIREMENTS

Valid Class C California Driver's License and a record of driving history issued by the California DMV. The
record of driving history must be issued by the DMV less than 30 days prior to applying for the position.
The record must be submitted at time of application. Employees hired in this classification will be
enrolled in the DMV Employee Pull Notice Program. The District will receive a driver record report at
least once every twelve (12) months or when any subsequent conviction, failure to appear, accident,
driver’s license suspension, revocation, or any other action is taken against the employee’s driving

privilege during employment.

CONTINUING EDUCATION/TRAINING
Blood Borne Pathogen Training, First Aid, CPR, Crisis Prevention Intervention
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CLASSIFIED

CLEARANCES
California Department of Justice (DOJ) and Federal Bureau of Investigation (FBI) background (fingerprint)

clearance; pre-employment physical examination including Tuberculosis (TB) and drug screen
clearances.
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San Dieguito Union High School District
Personnel Commission

Classification Review

Merit Syatem Rule 3,12 Review of Positions

Job analysis studies may be performed for such purposes as examination development, establishment of a new position(s),
updating class specification for legal requirements or other changes, considering an employee, Association, or District-
initiated request for reclassification, and/or conducting a Commission authorized review of a job family or families,

Such studies may involve position questionnaires, desk audits, group interviews, supervisory interviews, and/ar such other
methods as the Director or designes may determine,

A classification review typlcally results in one of the following actions:

it is determined there are no changes necessary to the classification, or only minor editing of the description is

needed, for example, to remove antiquated wordlng or to clarify duties,

o [tis determined the employee is performing duties outside of the classification that must be removed and assigned
to the appropriate employee in another classification,

s It is determined there is justification for a reclassification based on a gradual accretion of duties over at least two
years (EC 45285). Reclassification may result in upward, lateral, or downward change to the position, The effects of

such changes are outlined in Personne! Commission Rule Chaptear 3.

Joh Placement Assistant

POSITION TITLE

Employee @h&v V! COOFD@/'
Date of Request 5/ 4 ][ /17 ‘
Supervisor Nithan  Molne

School/Department Lol / SDA - Work Aol a‘)‘}// PP - S P Ed
Hours Worked Day/Work Year 8 ,/ID\M"S ng da_y /! D‘ A on H,)
Date of Hire [1,/ 1.00(» o

Date in Classification Lo/ 2 ola
Education/Training/Certificates BA- é&ﬂn OMICS ; A Teach :ﬁﬁ Credentiad (jh ul /‘iﬂ e sulej )

Held
TLalher trovned K -f-auyh  Elemen fv:u}v Scieof far A Years
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Part I Typical Duties Task List (from deseription)

Below is a list of tasks from the job description, Please indicate whether each task is still relevant (R) or, if you are no
longer performing the task(N). Also indicate the frequency that the task is performed.

Relevant
(R} OR Frequency:
No Langer | Hourly/
Performing | Daily/Mont
(N) hiyfvearly Tasks
1. Promotes the program to the business cammunity, students, participants, teachers,
Q D o J parents, etc. for the purpose of defining the program objectives and opportunities for
>/ participation.
<7 2. Participates in meetings, training and/or workshops (e.g. IEP, confarences, staffing,
I~ business community, State, etc.) for the purpose of receiving and/or conveying information.

Dauly

/ 3. Prepares program packets and documents, progress reports, letters of recommendation,
certificates, displays, correspondence, etc. for the purpose of communicating information
and/or acknowledging contributions of staff, students, employers and/or community
organizations.

4 DM}/

4. Schedules participants for the purpose of matching them with employers and within
appropriate program as defined in the [EP/AITP.

Dcuily

5. Confers with student participants, parents, teachers, and job site supervisors for the
purpose of assisting in the development of the Individualized Transition Program and/or
facilitating students’ transition within the work program.

R__| Daily

6. Monitors students performance in a variety of worl sites according to program guidelinas
for the purpose of identifying areas requiring additional training on technigues and
methods for maintaining solid work habits,

Dm‘ly

7. Compiles program data (e.g. student service, job types, pay type, grade, etc.) for the
purpose of complying with District and State requirements.

SIS

Daily

8. Performs clerical support duties and record keeping activitles (e.g. scheduling meetings,
copying materials, posting information, issuing work permits, distributing reports,
documenting information, data processing, etc.} for the purpose of addressing program
reguirements,

@ Do }7'
R D - ‘ 8. Assists in the performance of other related duties as assigned for the purpose of
- Y accomplishing organizational goals.

List any additional task(s) you perform that are not listed on the current job description:

Initiates and coordinates meatings with appropriate school support staff, parents, and program partners for the purposes of gathering
information and developing studant vocational goals based on ITP for students participating in bath community based vocation education
and independent work experience opportunities.

Trains, guides, and assists 1As for CBVE In monltaring program goals, student vacatlonal goals, data collaction, and worl-site expectations,
Develops and creates curriculum, worksheets, instructions, prograrn packets, and documentation and data tracking forms for the
purposes of meating program goals and preparing students for work readiness.

Schedules and assesses student participants for the purposes of determining interests, career exploration, and work readiness.

Creates and conducts work readiness presentatlons inacadernic support classes.

Develops, schedules and leadjjob exploration taurs in the community for purposes of career exposure and exploration,

Responds to student, parent, and employer communication as issues arise that need Inwnediate attention after contracted work hours,
No response could result In loss of student employment o loss of business partner.

Reconclles and adjusts time sheets, origlnal hours requested with actuat time worked, and submits to payroll and program partner

monthly.
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Which task(s) or project(s) would you say is your most challenging in terms of the level of responsibility, the time it takes

to complete it, and the conseguence for error? ) B . Thers ,17'(' o studenis
The proces oF placis fj;::'/-udm?‘s N CBVE o WE ggporfendtes] :,,,Lﬁ;m-yp,a;m /wwufs_
55455100 Students 1 deferamine wort readiness;garheny (nfor tehing stadents fo
i 0‘,.:25:;.&4} and students o determine nrensts ond goals; v . u,}? b Cocches,
> poropriele work 31Fes ; Seting work-relaled goals i{asw' n’E; iffi‘ 7 Z&"_’?ﬂﬁ J s %\w’} s
appreg g resSy siiuedional contlieh rese oy
M Uﬂﬂi’ print f’? mf}’,“{oﬁ%?ﬁ,—ag Jc‘jff‘a'd ongeing phrongh ot v*/ﬂdsc‘ﬁm' ye.{u". Cans‘?f“’*
ﬂirmcff LN <_’ el 1P p sudosidized sfudent worker makes e jgoor ‘f"‘;‘z‘,’ﬂ‘f"x “"‘:,;‘m d;_'cfs‘”“l
Por L1 s i owitdge of {from Gescriplion} or fga F pay fng alfent o0, i (LN Eovid resall faa
worl. fnlju.r“)/ oF /fawqu(‘-

The table below lists the knowledge required to perform the numbered "Tasks" listed on p. 2.

1} In the first column, indicate if this knowledge is no longer required {NA), somewhat useful to have this knowledge (S),
important to have this knowledge (1], or essential to have this knowledge (E),

2} Inthe second column, indicate the numbered task(s) on page 2 that require this knowledge,

Importance | Task # associated
Rating: with the knowledge
requirement in the
NA, S, 1orE | third column,

{see numbered
“Tasks" p. 2) Knowledge Required

2, 2, & basic math, including calculations using fractions, percents, and/or ratios
7 & g review and interpret highly technical information
write technical materials

=z
[,2.3.4 & [, & | speak persuasively to implement desired actions
0 analyze situations to define issues and draw concfusions

4
£
4
Z
E (=9
child guidance principles and practices, especially as they relate to students
F (- ? with learning disabilities
basic subjects taught in the District schools, including arithmetic, grammar,
£ [-9 spelling, language and reading
g [’ 7, b/; s—; (L safe practices in work sites and other activities
[5 [~9 ' correct English usage, grammar, spelling, punctuation and vocabulary
I~ /-G oral and written communication skills
'/ T
F’ >, record keeping techniques
F /- 5}\ modern office practices and procedures
~
ﬁ | - q pertinent federal/state labor laws and/or program requirements
f; / _q focal employers and empioyment opportunities for program participants

List any knowledge not provided above that you feel is required to perform the tasks of the assignment:

¢ Counseling techniques to assist students with anxiety in the work place
¢+  Employment and fabor market trends

Page 29



Below is a list of the skills and abilities required to perform the numbered "Tasks" listed on p. 2.

1) In the first column, indicate if the skill or ability is no longer required (NA), somewhat useful (S), important to have (1),
or essential to have (E).

2) In the second column, indicate the numbered task(s) on page 2 that require this skill or ability,

Task #
associated
with the skill
or ability
requirement
Importance | listed in the

Rating: third column.
(see numbered
NA,S,lorE | "Tasks" p. 2) Skill
|~ Q operate instructional and office equipment; i
/-9 applying assessment instruments;
[—4 operating standard office equipment including using pertinent software applications
-9 preparing and maintaining accurate records
-9 Ability to...
|-4 schedule activities, meetings, and/or events
|—4 gather, collate, and/or classify data

use basic, job-related equipment

Flexibility is required to independently work with others in a wide variety of
circumstances
analyze data utilizing defined but different processes

!
|
l
r

work with a significant diversity of individuals and/or groups

| follow prescribed guidelines

assisting students to develop and appropriate work behaviors (e.g. attendance,
timeliness, attitude, etc.) to succeed in a work experience program

-9 problem solving is required to identify issues and create action plans.

learning the methods, procedures, functions and limitations of assigned duties

—

maintaining simple records

—
-

9
9
-9 work with data of varied types and/or purposes

— s e [

N DA BRI S AR S SN S

- printing and writing legibly
-9 making arithmetic calculations quickly and accurately
|-9 understanding and following oral and written directions
communicating effectively orally and in writing with students and adults of varied
| ’ﬁf cultural and educational backgrounds
[~ (f reading, interpreting and following rules, regulations, policies and procedures
a (-9 establishing and maintaining effective working relationships with others
N [—9 maintaining confidentiality

List any skills or abilities not provided above that you feel are required to perform the tasks of the assignment:

Ability to -

° Create and modify curriculum

e Advise students, |A’s, support staff, parents .
Train IA’s as Job Coaches in work place eéxpectations and student guidance (e.g. how to track goals, foster indepandence, work place

guidelines) .
o Respond quickly to adverse situations using appropriate conflict resolution techniques
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Policies and Procedures
What policies and procedures do you refer to for direction and guidance as part of your duties? (For example: Board

policies, manuals, federal or state regulations) LA
Examples

Policies (District, State, or Federal Agency): L — Work ,'H-,nl,]./ { Conbrach
¢  Knowledge only for application to assigne Dol — TP Contract
duties /" 'm Dept of- Laks wnd 0/ Lobos mavidforce Deae ’-'/’rL-;..-r'r%Q' te
= L "'

S Lt ) Fubicies

e Referred to frequently in the course of work’

and/or explained to others SpEQ folitieés
Procedures (Work Site Manual, Desk Manual): Bk G5 Kisve
¢  Knowledge only for application to assigned
duties

e Referred to frequently in the course of work
and/or explained to others

Tools
What tasks require a knowledge of a particular electronic device, software(s), office equipment, or maintenance

equipment? List the tool and examples of tasks that would require this tool knowledge below.

Tools Example(s) of Task(s) Performed -
(]Ul“f’]ﬂu&f 2y Envieu 15, Aubm en Iy . umﬁhwv:/n Finterne b seorcihe 5 Lower ,t’(),;,# ‘/,‘,'-;:4
? lwﬂﬁ, {"mnhu L dron \m]f.] :?ue{mfs JerentSs, (pse menagers ( - Acm,ww,.ﬁ
L I"\lf U“Lfl"ﬁ Reconc *l"lﬁ g sheels ﬂ'uf(m l‘?’.u(.(/mc\ , Nal ((’;-:/»; - i
Coe -WorkAbility 1 10w Tradedng  decumenting  recorel Ledniaa 7
ETS T”!”/w*jmf’ ;UIHI() _,Jh fer 198 ‘.J-lezlf'g)?(((‘hF‘I(( Ifcn).

ryn veports tor ri(“f« collechion P

Jiy

sched wling, ¢ onkeriag witl shudents, d b collech 0Ny receivin

Lol b Ao e
H f,!\_H/S B Nvée \/“‘;(/) |r\|\‘1 1V\(l;h‘, | +
N =4 ; P 7 ¢ temery u)
DATA TRACLING { erente doctLl
|2 WliEl - = e Nes, W rhsneets, pr } Y ocudvien ig s als u..fu:;
- 1= -2 (¢ SuiV
MICAOSOFT OFFILE— : 'S‘_‘ L\ : ki g )I( Dvres ndence ; sche ‘J“l’) by euning plans, ¢ f(
‘ o trackus o :
C

wWOorD oy = g ol wh o
—— (o mna v HCA hon 1o Lonvey deas, schedules, contlick resclufied,
e : A1 o n
F-}HHL 2oy B8 {*“Ikﬂtl‘”[ "‘j"(‘ §
lorpt70Nn, CELLY )
(GO0 LE ra llabors ) v ”{i

L‘(”i,lulilf(t‘“;“-,/'s ;(/(vffnr)} Conay

; ’f;
( [fent (ase 1o :
LINE (l“!ﬂj ( “L(h'"{) documen s

Cutr r,(.’_‘“d/?

(ro06-LE DoCS —

proguni e

& [; )
aAid shouria { atn coflecher, ¢
1 DAV doc LUMH\-“: resvmte 5 ‘ J
‘ Pt o e e j AL f{ 1 s pandesicd
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Part b ettty
Types of contacts (supervisor, staff, vendors, and community members) are listed below. In the second column, indicate
the frequency that you have contact with this contact type In the third column, provide an example of the interaction

you would have with this contact.

CONTACTS FREQUENCY EXAMPLE OF INTERACTION
{Minimal, Cccasional,
Frequently) e
Supervisor . . Mot d eadleFnen F mce [ 68 ol addafa s oA Goed AIE . pver
P ° ()ﬂ (A 5“"”5‘1 ,ﬂra;jre.y;’* L’LC'F arnd Dol Enfard Mee H-vg”g- Ahone & persespd
LA bty Jor e s e 88 pa be s greaed g as sz Frs.
Staff I3 i { offabberates i.;)rf'f;_ gase 3441.; 224, e;:s ALzt 5 rud eng- w»;;;/i—
=47 2 - i coted TEP? GuedS Fo of elrnar e, popBtresr e s e
ﬂé.?' v '::;5;"-'/4:- F:v&f—e i~ /:/ ¢z ds “ﬂzu s a.m-jfz: 57'-ur/.m;¢~fb/? 7
Vendors 7
Community . + Heety wifh Busingss pansinGerS 7o g anbfe Ty
e L en : i 135 FrieF poesrk. pmevefoans o seheded iog sPedirnf
Members r. i éz ”r‘qﬂﬁ?g‘brf;ﬂtn (i GBS 4 A L0ty o 1y sttt 22 ekt -5 {Fa
Other furints £ oc. s ona | Ernails or phenl £&US Adelress inﬁ ciid s Negd Fov’ WE fenyrioyvnl
srud ents Freg.uent Diaeuss il readinéss, crealefeqpued? resones, assisk w/ﬁw:am:;zy;rlgt

Progyram farthers Fredy we sk DO WE requeSIS; ehfinye o SIS 1y uo S75, pedy CSTAEAT 77 oves ,{5_.,4.5,;"
Bari 5 Décision Making/Complexity/Guidance Recsived ¢a85¢ closdrcs, cnllehorafion alpont el it

Check the ONE staterent that best applies to this positian.
Perform simple, routine tasks according to instructions provided. Work is closely supervised and checked by the

supervisor

Perform duties of moderate difficulty according to prescribed methods and written procedures. Requires
application of readily understood rules and procedures. Some judgment required in selection, priority and
sequence of work. Work is frequently checked by supervisar

Perform specialized or skilled duties that are varied and generally defined. Duties involve alternative actions
based on rules and regulations {employee decision), Judgment is required in determining work methods and the
application of established rules and procedures for the successful completion of the task, Work is periodically
checked by supervisor.

Performs complex/technical duties that are varied and generaily defined. Work requires analysis and judgment
% in finding approaches and techniques to solving problems for which policies and procedures may not be clearly
defined. Only direction and guidance are given by the supervisor.

Worl activities require establishing procedures for attaining specific goals and objectives in a broad area of
work. Incumbent typically develops procedures within the limits of established policy guidelines and only the
final results of work completed are typically reviewed.

Receives guidance in terms of broad goals and overall objectives and is responsible for establishing the methods
to attain them. Requires extensive policy considerations, decision making and problem solving. Incumbent
typically formulates new and amended policies and procedures for an area of responsibility but, does not
necessarily have final authority for policy approval.

sk This seckion was avest Cbm!:*ﬁccd’id for me., I ceun agree with certfan

stervientsframdhe last hree seleckens,
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favt & bnpact - the vesult of your actions ov decisivns; the probable effact of orvars

Check the ONE statement that best applies to this position.

Errors can be readily detected and corrected, usually by the employee and would result in minor expense for
correction

Errors are not easily detected and cause moderate operational delays and additional allocation of funds and
resources. Effect is usually within the immediate work unit,

v/

Errors are difficult to discover, normally involve decisions not subject to detailed review, resulting in excessive
delays. May have adverse effect on relationships outside the department. Could result in substantial monetary

affect.

¥Errors may cause a continuous adverse influence on future operations in matters involving important
commitments and other matters which may appreciably affect future operations costs/expenses. Actions would
affect highly critical programs or attainment of long-range goals or objectives. Will result in major monetary

affect,

%’r‘.‘qn\’_ vttt First senteine of fourHa g!af-,'c.ﬂ,

Part 7: Organization - Supervisory Responsibilities

Check the ONE staternent that best applies te this position.

No employees supervised

v

Provide direction and guidance to maintain work flow. Lead worker responsibilities

Plan, organize and contral the work of assigned employees. Counsel employees on position perfarmance and
usually conducts hiring and/or discharge interviews. First line supervisor

Directs and coordinates the operation of a program or programs of sufficient size to requira the yse of
subordinate supervisors

Directs and coordinates the operation of a sizable, diverse and for major function(s).

Employees Directly Supervised:
Name Classificatlon Title Regular (R) or Limited Term (LT)
by TH who hepeniis i Tstrue hongd Besiclant R
ol Copely? far siudenfe ad
Qo -site .
Supervision:
Check the statement(s) that describe the type of supervision you perform. Siudent
v/ | Train employees v
Interview applicants v
Make hiring recommendations vz
Make hiring decisions v
Plan and/or schedule work for others v
v~ | Assign or delegate work to others v
v~ | Monitor work of others v
v~ | Establish rules, procedures, and/or standards v
Discipline others
Recammend promotion
Make promotion, demotion or discharge decisions
Evaluate the work of others v
Conduct formal performance evaluations v
Resalve employee grievances in accordance with organizational policy
Other {specify)
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Fart 8 Mivinsuss Qualifications {from description)
Below are requirements listed in the job description:

EDUCATION
Targeted job related education that meets organization’s prerequisite requirements.

EXPERIENCE
Job related experience is required.

REQUIRED TESTING
Pre-employment Proficiency Test

CERTIFICATES
Possession of a valid Class C California Driver’s License

CONTINUING EDUCATION/TRAINING
None Specified

List below what vou believe should be required if different from above:

Licenses/Certificates;

Education: { 1 Less than High School diploma or equivalent

[ ] High School diploma or equivalent

[ 1 Certificate/License:

[ ] Trade/vocational school, formal apprenticeship

[v] Associate’s Degree or ™
Major:

[ ] Bachelor’s Degree
Major:

[ ] Graduate work or advanced degree
Major:

Program: . .
: pmu fad Y eews of eetleye (olready requicement 'P)

Years of Experience: | [ ] No previous experience
[ 1One yesrorless
A"Over one year and up to 2 years
[ ] Over two up to and including 4 years
[ ] Over four years up to and including & years
[ 1 CQver six years

Other Language: Are you required to use a foreign language? NO
Which one(s)? Sﬁaax'!:}f’l wawold bl helafud.

v Speak; (/] Read; v} Write

Please indicate your reason(s) for the different requirements that you have listed above:
s - ] 4 P . . N l = qu I }
Tosition reguins Cr Head Thinking, e Femnsive cbeclSion maks
sLillg. Mask bf alele i
oteesionas oy
devilop a grove s
cowfisdiﬂg +p sthud s qu,u.w y

s pxpedl ent Co mmusicalis

#o; Wid eus und Individuad shud it peeds,
gort with shud en fg} pro ;'{dc,gw'd ANLL AN



Part & Physical Requirements/Worll Envirenment

The fob description describes the physical requirements/work environment as;

The usual and customary methads of performing the job's functions requires the following physicai demands: some
fifting, carrying, pushing, and/or pulling; some climbing and balancing; some stooping, kneeling, crouching, and/or

crawling; and significant reaching. Generally the job requires 50% sitting, 30% walking and 20% standing. The jobis
performed under minimal temperature vasiations, a generally hazard free environment, and in a clean atmosphere,

Check all that apply regarding your physical activity:

Crawling Lifting Sitting v/| Pushing
v Standing || Reaching /1 Finger Dexterity |v/] Pulling

Kneeling Climbing |/| Seeing | Squatting
V| Grasping || Carrying | ] Hearing | Walking
/| Balancing [v/| Bending  |,/| Speaking v | Writing
v | Twisting |\~ | briving |,/ | Keyboarding

Check all that apply regarding elements you may be exposed to on the job:

v | Noise Heat Wetness Poor Ventilation
v“| Vibrations  |.] Dust v | Humidity Toxic Chemicals
Gases Pirt Height Solvents
tlectric Shock || Odors Fumes Heavy Machinery
v | Cold Outdoors Confined Areas Biohazards
Other Factors: mold

In general, what would you estimate is the percentage of time you spend sitting, standing, and walking during your work

day?

List any abilitles needed to push, pull or Iift objects:

500 %sitting; __ 3D % standing; _Z.0 % walking (total of 100%)

Weight in pounds Distance {in Example
feet)/Height
Push Agorow 150 300 feek (Dist)] Laphp fthrome Pooll. rarts sn_miesH
Pull fhaprox 150 300 feet (OKEN Laptnd/Chrome Aool. fasts nn wheels
Lift ID-15 000 feet (0icH] L({;o%g’o and work. maberials
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San Dieguito Union High School District
Personnel Commission

Classification Review

Merit System Rule 3.12 Review of Positions
Job analysis studies may be performedfor such purposes as examination development, establishmentof a new position(s),

updating class specification for legal requirements or other changes, considering an employee, Association, or District-
initiated request for reclassification, and/or conducting a Commission authorized review of a job family or families.

Such studies may involve position questionnaires, de sk audits, groupinterviews, supervisory interviews, and/or such other
methods as the Director or designee may determine.

A classification review typically results in one of the following actions:

e lItisdeterminedthereare no changes necessary to the classification, or only minor editing of the description is
needed, forexample, to remove antiquated wording or to clarify duties.

e Itisdeterminedthe employeeis performing duties outside of the classificationthat must be removed and assigned
to the appropriate employee in another classification.

e Itisdeterminedthereisjustificationforareclassification based on a gradual accretion of duties over at least two
years (EC45285). Reclassification may resultinupward, lateral, or downward change to the position. The effects of
such changes are outlined in Personnel Commission Rule Chapter 3.

POSITION TITLE Joh Placement Assistant

Employee Mary Courtney

Date of Request 3/20/17

Supervisor Nathan Molina

School/Department Torrey Pines HS/SpED (WorkAbility, TPP)

Hours Worked Day/Work Year | 8 hrs/day/10monthyear

Date of Hire 10/2014

Date in Classification 2/28/2016

Education/Training/Certificates | BA, Public Administration, CA Multiple Subject Teaching Credential
Held

Classification Revew Questionnaire — TEMPLATE pagel
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Part 1: Typical Duties Task List (from description)

Belowisa list of tasks from the job description. Pleaseindicate whethereach task s still relevant (R) or, ifyouare no
longerperformingthe task(N). Alsoindicate the frequency that the task is performed.

Relevant

(R) OR Frequency:

No Longer | Hourly/

Performing | Daily/Mont

(N) hly/Yearly Tasks

R D 1. Promotes the program to the business community, students, participants, teachers,
parents, etc. for the purpose of defining the program objectives and opportunities for
participation.

R D 2. Participatesin meetings, trainingand/or workshops (e.g. IEP, conferences, staffing,
business community, State, etc.) forthe purpose of receiving and/or conveying information,

R D 3. Prepares program packets and documents, progress reports, letters of recommendation,
certificates, displays, correspondence, etc. forthe purpose of communicating information
and/oracknowledging contributions of staff, students, employers and/or community
organizations.

R D 4. Schedules and assesses participants forthe purpose of matching themwithemployers
and withinappropriate programas defined in the IEP/ITP.

R D 5. Confers with student participants, parents, teachers, and job site supervisors forthe
purpose of assistingin the development of the Individualized Transition Program and/or
facilitating students’ transition within the work program.

R D 6. Monitors students performancein a variety of work sites according to program guidelines
for the purpose of identifying areas requiring additional training ontechniques and
methods for maintaining solid work habits.

R D 7. Compiles program data (e.g. student service, job types, paytype, grade, etc.) forthe
purpose of complying with District and State require ments.

R D 8. Performsclerical support duties and record keepingactivities (e.g. scheduling meetings,
copying materials, posting information, issuing work permits, distri buting reports,
documentinginformation, data processing, etc.) forthe purpose of addressing program
requirements.

R D 9. Assistsin the performance of other related duties as assigned for the purpose of

accomplishing organizationalgoals.

List any additional task(s) you performthat are not listed on the current job description:

Createsand conducts student workshops in academicsupport classes.

* Creates curriculum, program packets, documentation forms, and data tracking logs for the purpose of
monitoring and achieving programs goals.

e Initiatesand coordinates meetings with appropriate school staff, parents and program partners forthe purpose
of developing students’ vocationalgoals based on ITP - applies to both Community Based Vocational Education
(supported) as well asindependent employment subsidized through the Transition Partne rship Program .

* Oversee Transition Partnership Program at school site in order to meet prod uctivity and program goals.

* Trainsand supports Instructional Assistants for CBVE with respect to monitoring student progress/goals, data
collectionand work-site expectations in accordance with programgoals.

¢ Initiatesand responds to parent, student and employe r communications during non-contracted days/hours.

e Develop, scheduleand lead Vocational Exploration Tours in the local community.

* Reconciles monthly student timesheets and submits to payroll.

Classification Review Questionnaire — TEMPLATE

page 2
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Which task(s) or project(s) would you say is your most challenging in terms of the level of responsibility, the time it takes
to complete it, and the consequence forerror?

Identifying, matching and supporting students in community-based work experience aswell asindependent work
experience (TPP) is one of the most challengingin terms of responsibility. Itrequires assessing students’ interests,
capabilities and limitations/deficits in order to match themto the appropriate jobdutiesand work-site. Monitoring
student performance and progress, as well as resolving issues and/or conflicts that arise in the workplace, istime
consumingand presents the risk of error. Consequencescould resultin work injury, product damage and/or loss of
work site continuingas a business partner.

Part 2: Knowledge of (from description)

The table below lists the knowledge required to perform the numbered "Tasks" listed on B2

1) Inthe firstcolumn, indicate if this knowledgeis no longerrequired (NA), somewhat usefulto have this knowledge (S),
important to have this knowledge (1), oressential to have this knowledge (E).

2) Inthe second column, indicate the numbered task(s) on page 2 that require this knowledge.

Importance | Task # associated
Rating: with the knowledge
requirementinthe
NA,S, | or E third column.
(see numbered
"Tasks"p. 2) Knowledge Required
E 6-8 basic math, including calculations using fractions, percents, and/or ratios
S 289 review and interpret highly technical information
S 7 write technical materials
E 1-6,9 speak persuasively toimplement desired actions
E 1-9 analyze situationstodefine issuesand draw conclusions
E 1-9 child guidance principlesand practices, especially as they relate to studen ts
with learning disabilities
E 1-9 basicsubjectstaughtinthe District schools, including arithmetic, grammar,
spelling language and reading
E 1,2, 4-6 safe practicesinwork sitesand otheractivities
E 1-9 correct English usage, grammar, spelling, punctuation andvocabulary
E 1-9 oral and written communication skills
E 1-9 record keepingtechnigues
E 1-9 modern office practicesand procedures
E 1-9 pertinent federal/state labor laws and/or program requirements
E 1-9 Iocaiempioyersandemploymentopportunitiesforprogramparticipants

List any knowledge not provided above that youfeelis required to perform the tasks of the assignment:

* Guidance/counseling techniques to assist studentsin the workplace
o Employmentandlabormarkettrends

Classification Review Questionnaire — TEMPLATE page 3
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Policies and Procedures
What policies and procedures do you referto fordirection and guidance as part of yourduties? (Forexample: Board

policies, manuals, federal orstate regulations)

Examples
Policies (District, State, or Federal Agency): SDUHSD policies
e Knowledge onlyfor applicationtoassigned SpED policies
duties CDE (WA1 contract)
e Referred to frequently inthe courseof work DOR (TPP contract)
and/or explainedto others US Dept. of Labor, CA Labor Workforce Development Agency
Procedures (Work Site Manual, Desk Manual): (same as above)
e Knowledge onlyfor applicationtoassigned
duties
e Referred to frequently inthe courseof work
and/or explainedto others

Tools
What tasks require a knowledge of a particular electronic device, software(s), office equipment, ormaintenance

equipment? Listthe tool and examples of tasks that would require this tool knowledge below.

Tools Example(s) of Task(s) Performed

Computer Email, data entry, employmentsites, searches, record keeping, curriculum
Phone Communication with students, staff, employers, parents

Calculator Reconcilingtimesheets, data/goal tracking, mileage reimbursement

CDE/WA1 site Record keeping, documenting

SEIS Accessing IEPs, determine program qualification, run reports, data collection
AERIES Scheduling, conferring with students, data collection

Naviance Assessments, careerexploration

MS Office Data tracking (documentcreation), creating resumes, worksheets,

program documents, correspondence, schedules, training plans
Email Essential, daily communication

Google DOCS Client case notes, vocational consults, reporting, compiling and organizing data,
documentcreation

Google Calendar Scheduling with staff (meetings, workshops, conferences, appointments)
Google Sites Access districtand program information, reporting
Scanner/printer/copier Program documents

Classification Revew Questionnaire — TEMPLATE page 4
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Part 3: Skills and Abilities (from description)
Belowisalist of the skills and abilities required to perform the numbered "Tasks" listed on p.2.

1) Inthe firstcolumn, indicate if the skill or ability is no longer required (NA), somewhat useful (S), important to have (1),
or essential to have (E).

2) Inthe second column, indicate the numbered task(s) on page 2 that require this skill orability.

Task #
associated
with the skill
or ahility
requirement
Importance | listedinthe
Rating: third column,
(see numbered
NA,S,lorE | "Tasks"p. 2) Skill
E 1-9 operate instructional and office equipment;
E 1-9 applying assessmentinstrume nts;
E 1-9 operating standard office equipmentincluding using pertinent software applications
E 1-9 preparing and maintaining accurate records
E 1-9 Ability to...
E 1-9 schedule activities, meetings, and/orevents
E 1-9 gather, collate, and/or classify data
E 1-9 use basic, job-related equipment
E 1-9 Flexibility is required toindependently work with othersinawide variety of
circumstances
E 1-9 analyze data utilizing defined but different processes
E 1-9 work with a significant diversity of individuals and/or groups
E 1-9 work with data of varied typesand/or purposes
E 1-9 problemsolvingis required toidentify issues and create action plans.
E 1-9 follow prescribed guidelines
E 1-9 assisting studentstodevelopand appropriate work behaviors (e.g. attendance,
timeliness, attitude, etc.) tosucceed inawork experience program
r 1-9 learning the methods, procedures, functions and limitations of assigned duties
E 1-9 maintaining simple records
E 1-9 printingand writing legibly
E 1-9 making arithmeticcalculations quickly and accurately
E 1-9 understanding and following oral and written directions
E 1-9 communicating effectively orally and in writing with students and adults of varied
cultural and educational backgrounds
E 1-9 reading, interpreting and following rules, regulations, policies and procedures
E 1-9 establishing and maintaining effective working relationships with others
E 1-9 maintaining confidentiality

List any skills orabilities not provided above thatyou feel are required to perform the tasks of the assignment:

e Createand modify curriculum

o Advise students, IAs, support staff and parents

* TrainlAsas Job Coacheswithrespectto workplace expectations, independence, goal tracking, and guidance
o Respondinatimely mannertoadverse situations using conflict resolution techniques

Classification Review Questionnaire — TEMPLATE page 5

Page 40




Classification Review Questionnaire — TEMPLATE page b
Page 41



Part 4: Contacts
Types of contacts (supervisor, staff, vendors, and community members) are listed below. In the second column, indicate
the frequency that you have contact with this contact type In the third column, provide an example of the interaction

youwould have with this contact.

CONTACTS FREQUENCY EXAMPLE OF INTERACTION

(Minimal, Occasional,
Frequently)

Supervisor Occasional Monthly department meetings, updates on program
goalsand progress, program curriculum and services.

Staff Frequent Collaborates with case managers with respect to student
transition, vocational goals, work experience, etc.

Vendors n/a

Community Members Frequent Meets with business managers/community employers to
promote and implementdistrict work programs,
scheduling students, and monitoring student
progress/performance.

students/parents/partners | Frequent/occasional/frequent | Communication relevant to work experience, transition,
etc.

Documented requests regarding WE hours/funding,
change of status, adjustmentin hours, case closures,

collaboration.

Part 5: Decision Making/Complexity/Guidance Received

Check the ONE statement that bestapplies to this position.

Performsimple, routine tasks according toinstructions provided. Work s closely supervised and checked by the
supervisor

Perform duties of moderate difficulty according to prescribed methods and written procedures. Requires
application of readily understood rules and procedures. Some judgment requiredin selection, priority and
sequence of work. Workis frequently checked by supervisor

Performspecialized orskilled duties that are varied and generally defined. Duties involve alternative actions
based on rules and regulations (employee decision). Judgment is required in determining work methods and the
application of established rules and procedures for the successful completion of the task. Work is periodically
checked by supervisor.

Performs complex/technical duties that are varied and generally defined, Work requiresanalysisand judgment
infinding approaches and technigues to solving problems for which policies and procedures may not be clearly
defined. Onlydirectionand guidance are given by the supervisor.

Work activities require establishing procedures forattaining specific goalsand objectivesinabroad areaof
work. Incumbenttypically develops procedures within the limits of established policy guidelines and only the
final results of work completed are typically reviewed.

Receivesguidanceintermsofbroad goals and overall objectives and is responsible forestablishing the methods
to attainthem. Requiresextensive policy considerations, decision making and problem solving. Incumbent
typically formulates new and amended policies and procedures foran area of responsibility but, does not
necessarily have final authority for policy approval.

(I can’t select one single statement that best applies to the position — it could be an yof the last 3 to varying degrees)

Classificaion Review Questionnaire — TEMPLATE page 7
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Part 6: Impact - the result of your actions or decisions; the probable effect of errors
Check the ONE statement that bestapplies to this position.

Errors can be readily detected and corrected, usually by the employee and would resultin minorexpense for
correction

Errors are not easily detected and cause moderate operational delaysand additional allocation of funds and
resources. Effectisusuallywithinthe immediate work unit.

X Errors are difficultto discover, normally involve decisions not subject to detailed review, resultingin excessive
delays. May have adverse effect on relationships outside the department. Could resultin substantial monetary

affect.

Errors may cause a continuous adverse influence on future operations in matters involvingim portant

affect highly critical programs orattainment of long-range goals orobjectives. Will resultin major monetary
affect.

commitments and othermatters which may appreciably affect future operations costs/expenses. Actions would

Part 7: Organization - Supervisory Responsibilities
Check the ONE statement that best applies to this position.

No employees supervised

X Provide direction and guidance to maintain work flow. Lead worker responsibilities

Plan, organize and control the work of assigned e mployees. Counselemployees on position performance and
usually conducts hiring and/or discharge interviews. First line supervisor

Directsand coordinates the operation of a program or programs of sufficient size to requirethe use of
subordinate supervisors

Directs and coordinates the operation of asizable, diverse and /or major function(s).

Employees Directly Supervised:

Name Classification Title Regular (R) or Limited Term (LT)
IAs functioningasJob Coaches Instructional Assistant R

Supervision:

Check the statement(s) that describe the type of supervision you perform.

X Train employees

Interview applicants

Make hiring recommendations

Make hiring decisions

Planand/orschedule work for others

Assignordelegate workto others

Monitorwork of others

Establishrules, procedures, and/or standards

Discipline others

Recommend promotion

Make promotion, demotion ordischarge decisions

Evaluate the work of others

Conduct formal performance evaluations

Resolve employee grievancesin accordance with organizational policy

Other(specify)

(Several of these apply with respect to the supervision of students but | have based the criteria on district staffonly)

Classification Review Questionnaire — TEMPLATE page 8
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Part 8: Minimum Qualifications (from description)
Below are requirements listed in the job description:

EDUCATION
Targeted job related education that meets organization’s prerequisite requirements.

EXPERIENCE
Job related experience is required.

REQUIRED TESTING
Pre-employment Proficiency Test

CERTIFICATES
Possession of a valid Class C California Driver's License

CONTINUING EDUCATION/TRAINING
None Specified

List below what you believe should be required if different from above:

Licenses/Certificates:

Education: [ ] Lessthan High School diplomaorequivalent
[ ] HighSchool diploma orequivalent
[ ] Certificate/License:
[ ] Trade/vocational school, formal apprenticeship
Program:
[ x ] Associate’s Degree
Major:
[ ] Bachelor's Degree
Major:
[ 1 Graduate work or advanced degree
Major:

Years of Experience: | [ ] No previousexperience

[ ]Oneyearor less

[x]Overonevyearand upto 2 years

[ ] Overtwoup toand including4years

[ ] Overfouryears upto and including 6years
[ ] Oversixyears

Otherlanguage: Are you required to use a foreign language?
Which one(s)?
[ x ] Speak; [x ] Read; [ x ] Write

Please indicate yourreason(s) forthe different require ments that you have listed above:

Position requires, judgment, problem solving, decision making and excellent communication skills. Must be ableto
understand individual student needs, develop rapport, and frequently provide guidance and vocational counseling to

students.
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Part 9: Physical Requirements/Work Environment

The job description describes the physical requirements/work environment as:

The usualand customary methods of performing the job's functions requires the following physical demands: some
lifting, carrying, pushing, and/or pulling; some climbing and balancing; some stooping, kneeling, crouching, and/or

crawling; and significant reaching. Generally the job requires 50% sitting, 30% walking and 20% standing. The jobis
performed under minimal temperature variations, agenerally hazard free environment, andinacleanatmosphere.

Check all that apply regarding your physical activity:

Crawling Lifting Sitting Pushing
X | Standing | X | Reaching | X | FingerDexterity | X | Pulling
X | Kneeling | X | Climbing | X | Seeing X | Squatting
X | Grasping | X | Carrying X | Hearing X | Walking
X | Balancing | X | Bending X | Speaking X | Writing
X | Twisting X | Driving X | Keyboarding
Checkall that apply regarding elements you may be exposed to on the job:
X | Noise X | Heat X | Wetness PoorVentilation
X | Vibrations X | Dust X | Humidity Toxic Chemicals
Gases Dirt Height Solvents
X | Odors Fumes Heavy Machinery
X | Cold X | Outdoors Confined Areas Biohazards
Other Factors:

In general, what would you estimateis the percentage of time y ou spend sitting, standing, and walking during yourwork
day? _ 50 % sitting; _30 % standing; __ 20 % walking (total of 100%)

List any abilities needed to push, pull orlift objects:

Weightin pounds Distance (in Example
feet)/Height
Push 150 (approx.) 500 feet Chromebook cart
Pull 150 (approx.) 500 feet Chromebook cart
Lift 15 (approx..) 500 feet Laptop/work materials
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San Dieguito Union High School District
Personnel Commission

Classification Review

Merit System Rule 3.12 Review of Positions

Job analysis studies may be performed for such purposes as examination development, establishment of a new position(s),
updating class specification for legal requirements or other changes, considering an employee, Association, or District-
initiated request for reclassification, and/or conducting a Commission authorized review of a job family or families.

Such studies may involve position questionnaires, desk audits, group interviews, supervisory interviews, and/or such other
methods as the Director or designee may determine.

A classification review typically results in one of the following actions:
e Itis determined there are no changes necessary to the classification, or only minor editing of the description is

needed, for example, to remove antiquated wording or to clarify duties.

e Itis determined the employee is performing duties outside of the classification that must be removed and assigned
to the appropriate employee in another classification.

e It is determined there is justification for a reclassification based on a gradual accretion of duties over at least two
years (EC 45285). Reclassification may result in upward, lateral, or downward change to the position. The effects of

such changes are outlined in Personnel Commission Rule Chapter 3.

POSITION TITLE Job Placement Assistant

Employee Mary-Ellen Cummings

Date of Request 2/28/17

Supervisor Charles Adams

School/Department District Office/Special Education, WorkAbility Program

Hours Worked Day/Work Year | 8:0 hours/day

Date of Hire 8/29/01

Date in Classification 10/31/05 to present

Education/Training/Certificates | B.A., M.A., Ph.D.
Held
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Part 1: Typical Duties Task List (from description)

Below is a list of tasks from the job description. Please indicate whether each task is still relevant (R) or, if you are no
longer performing the task(N). Also indicate the frequency that the task is performed.

Relevant

(R) OR Frequency:

No Longer | Hourly/

Performing | Daily/Mont

(N) hly/Yearly Tasks

R Yearly 1. Promotes the program to the business community, students, participants, teachers,
parents, etc. for the purpose of defining the program objectives and opportunities for
participation.

R Monthly 2. Participates in meetings, training and/or workshops (e.g. IEP, conferences, staffing,
business community, State, etc.) for the purpose of receiving and/or conveying information.

R Monthly 3. Prepares program packets and documents, progress reports, letters of recommendation,
certificates, displays, correspondence, etc. for the purpose of communicating information
and/or acknowledging contributions of staff, students, employers and/or community
organizations.

N 4. Schedules participants for the purpose of matching them with employers and within
appropriate program as defined in the IEP/ITP.

N 5. Confers with student participants, parents, teachers, and job site supervisors for the
purpose of assisting in the development of the Individualized Transition Program and/or
facilitating students’ transition within the work program.

N 6. Monitors students performance in a variety of work sites according to program guidelines
for the purpose of identifying areas requiring additional training on techniques and
methods for maintaining solid work habits.

R Monthly 7. Compiles program data (e.g. student service, job types, pay type, grade, etc.) for the
purpose of complying with District and State requirements.

R Monthly 8. Performs clerical support duties and record keeping activities (e.g. scheduling meetings,
copying materials, posting information, issuing work permits, distributing reports,
documenting information, data processing, etc.) for the purpose of addressing program

| [yt reduirements.

R _Dm 9. Assists in the performance of other related duties as assigned for the purpose of

accomplishing organizational goals.

List any additional task(s) you perform that are not listed on the current job description: 7

Provides whole group and individual instruction to students in the absence of a supervisor and regularly without the

participation of the teacher of record

Writes curriculum: California Career Zone worksheets, career education trip activities, Naviance career research
assignments (essays, presentations); revises curriculum for different disability groups (for example, revises career
education trip worksheets for Transition Alternative Program and Functional Life Skills students)

Writes instructions for students, Instructional Aides, and teachers: Naviance Google presentation for use by students,
teachers, and counselors; teacher instructions for accessing teacher and student Naviance accounts and printing student
Naviance reports; field trip directions for teachers, Instructional Aides, and other chaperones; high school planning
directions for navigating district and high school websites (used by students, teachers, IAs, parents); WorkAbility

program information for case managers

Organizes career education trips, provides written and oral instructions to career education trip participants, oversees

career education trips
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Which task(s) or project(s) would you say is your most challenging in terms of the level of responsibility, the time it

takes to complete it, and the consequence for error?

Preparing for and providing instruction: writing curriculum; revising curriculum for student populations (such as
Functional Life Skills); finding published curriculum; requisitioning published curriculum; distributing curriculum via

Google Drive or by carrying workbooks to middle school sites; delivering instruction to students in all district special
education programs (Resource; Fundamental; Social, Emotional, Academic Support; Middle School Learning Academy;

Learning Center; Transition Alternative Program; Functional Life Skills)

Part 2: Knowledge of (from description)

The table below lists the knowledge required to perform the numbered "Tasks" listed on p.2.

1) In the first column, indicate if this knowledge is no longer required (NA), somewhat useful to have this knowledge (S)

’

important to have this knowledge (1), or essential to have this knowledge (E).

2) In the second column, indicate the numbered task(s) on page 2 that require this knowledge.

Task # associated

Importance
Rating: with the knowledge
requirement in the
NA, S, 1orE | third column,
(see numbered
"Tasks" p. 2) Knowledge Required
| 7,9 basic math, including calculations using fractions, percents, and/or ratios
E 1,2;3,7;8,9 review and interpret highly technical information
E 3,7,8 write technical materials
E 1,23 speak persuasively to implement desired actions
E 1, 2,3, 7,8 analyze situations to define issues and draw conclusions
E 3 child guidance principles and practices, especially as they relate to students
with learning disabilities
E 1,2, 3,7, 8,9 basic subjects taught in the District schools, including arithmetic, grammar,

spelling, language and reading

E 2,9 safe practices in work sites and other activities
E 1,2,3,7.8,9 correct English usage, grammar, spelling, punctuation and vocabulary
E 1.2,3.7,8.9 oral and written communication skills
E o 2378 ; 7rréco—rdEéping techniques
E 2,37,8,9 modern office practices and procedures
E 1,2,3,7,8 pertinent federal/state labor laws and‘/ioribiragram requirements
L| 1,2 local employers and employment opportunities for program participants

List any knowledge not provided above that you feel is required to perform the tasks of the assignment:

Write teaching materials
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Provide instruction, especially to students with learning disabllities (“child guidance principles and practices” doesn’t
really caver instruction)

Policies and Procedures
What palicies and procedures do you refer to for direction and guidance as part of your duties? {For example: Board

policies, manuals, federal or state regulations)

Examples

Policies {District, State, or Federal Agency):

Knowiedge only for application to assigned
duties

Referred to frequently In the course of work
and/or explained to athers

* Application to Assigned Duties: WorkAbility | Array of
Services

* Explained to Others: District policies for field trips,
including field trip contracts

Procedures {Work Site Manual, Desk Manual):

Knowledge cnly for application to assigned
duties

Referred to frequently in the course of work
and/or explained to others

| have not been provided with a work site manual or desk
manual
* Application to Assigned Duties: District Requisition
Procedures, Setting Up Teacher Computer Work Station
in Learning Commons and Connecting to a Projector,
Procedures (not written) for Organizing Field Trips

Tools

What tasks require a knowledge of a particular electronic device, software(s), office equipment, or maintenance
equipment? List the tool and examples of tasks that would require this tool knowledge below,

Tools Example(s) of Task(s) Performed

ELMO High school planning, COIN workbocks, Careers for Me workbooks and career
inventories

Projector Naviance training, California Career Zone activities, high schoo! planning, career

aducation trip worksheets

Photocopier

Prepare worksheets and directions for students; scan and email materials such as
requisitions, packing slips, signed field trip request forms, etc.

Aeries:
SEIs:
Google:

Run queries to gather information for WA1 data entry, scheduling student contact

Gather information for WA1 data entry
Gmail {communication with staff), Calendar (scheduling), Drive {compose and share
curriculum and instructions), Sites {referral system and scanned curriculum)
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Part 3: Skills and Abilities (from description)

Below is a list of the skills and abilities required to perform the numbered "Tasks" listed on p. 2.

1) In the first column, indicate if the skill or ability is no longer required (NA), somewhat useful (S), important to have (1),

or essential to have (E).

2) In the second column, indicate the numbered task(s) on page 2 that require this skill or ahility.

Task #
associated
with the skill
or ahility
requirement
Importance | listed in the
Rating: third column.
(see numbered
NA,S,lorE | "Tasks"p. 2) Skill
E 12,3 operate instructional and office equipment;
E 2,7,8 applying assessment instruments;
E 1,2:3,7,8 operating standard office equipment including using pertinent software applications
E 1,2,3,7,8 preparing and maintaining accurate records
Ability to...
E 1.2 schedule activities, meetings, and/or events
E 27,8 gather, collate, and/or classify data
E 1,2,3,7,8 use basic, job-related equipment
E 1,2,3,7,89 Flexibility is required to independently work with others in a wide variety of
circumstances
E 2, 3.7, 8 analyze data utilizing defined but different processes
E 1,2 work with a significant diversity of individuals and/or groups
E 2,3,7,8 work with data of varied types and/or purposes
E 1,2,3,7,8 problem solving is required to identify issues and create action plans.
E 7.8 follow prescribed guidelines T
E 1 assisting students to develop and appropriate work behaviors (e.g. attendance,
timeliness, attitude, etc.) to succeed in a work experience program
E 1,2.3.7,8 learning the methods, procedures, functions and limitations of assigned duties
E 7,8 maintaining simple records
S 2 printing and writing legibly
| 2,7 making arithmetic calculations quickly and accurately
E 2,7,8 understanding and following oral and written directions
E 1,2 communicating effectively orally and in writing with students and adults of varied
| cultural and educational backgrounds
E |12, 8.7 8 reading, interpreting and following rules, regulations, policies and procedures
E 1,2 establishing and maintaining effective working relationships with others
E 1,2,3,7,8 maintaining confidentiality

List any skills or abilities not provided above that you feel are required to perform the tasks of the assignment:

Writing curriculum for students with learning disabilities

Teaching: as far as | know, JPAs belong to an instructional class, but this questionnaire includes very few pedagogical
tasks, skills, and abilities. JPAs regularly work in classrooms without direct supervision and without the participation of
the teacher of record. The teacher of record (if present in the room) is responsible for classroom management, but not
for delivering career education. If Instructional Aides participate in assisting students with the career education
activities being led by the JPA, the IAs do so with the guidance of the JPA. JPAs must be able to provide (by creating or
selecting) and deliver (by teaching) career education activities to students.
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Part 4: Contacts

Types of contacts (supervisor, staff, vendors, and community members) are listed below. In the second column, indicate
the frequency that you have contact with this contact type. In the third column, provide an example of the interaction
you would have with this contact.

CONTACTS FREQUENCY EXAMPLE OF INTERACTION T
(Minimal, Occasional,
Frequently)
Supervisor minimal Meetings with Teacher on Special Assignment scheduled
monthly, meetings with supervisor not scheduled ann ually
Staff frequent Teachers: scheduling, student updates, curriculum review;
Instructional Aides: student instruction; Learning Commons
Technicians: scheduling, setting up technology for student
instruction; Health Technicians: share information for career
education trip preparation; Office Staff: share career education
trip information, P Drive access, requisitions, contracts
Vendors occasional
curriculum
Community occasional Arrange career education trips with local businesses
Members
Other
=

Part 5: Decision Making/Complexity/Guidance Received
Check the ONE statement that best applies to this position.

Perform simple, routine tasks according to instructions provided. Work is closely supervised and checked by the
supervisor

Perform duties of moderate difficulty according to prescribed methods and written procedures. Requires
application of readily understood rules and procedures. Some judgment required in selection, priority and
sequence of work. Work is frequently checked by supervisor

Perform specialized or skilled duties that are varied and generally defined. Duties involve alternative actions
based on rules and regulations (employee decision). Judgment is required in determining work methods and the
application of established rules and procedures for the successful completion of the task. Work is periodically

checked by supervisor.

Performs complex/technical duties that are varied and generally defined. Work requires analysis and judgment
in finding approaches and techniques to solving problems for which policies and procedures may not be clearly
defined. Only direction and guidance are given by the supervisor.

Work activities require establishing procedures for attaining specific goals and objectives in a broad area of
work. Incumbent typically develops procedures within the limits of established policy guidelines and only the
final results of work completed are typically reviewed.

Receives guidance in terms of broad goals and overall objectives and is responsible for establishing the methods
to attain them. Requires extensive policy considerations, decision making and prablem solving. Incumbent
typically formulates new and amended policies and procedures for an area of responsibility but, does not
necessarily have final authority for policy approval.
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Part 6: Impact - the result of your actions or decisions; the probable effect of errors

Check

the ONE statement that best applies to this position.

X

Errors can be readily detected and corrected, usually by the employee and would result in minor expense for

correction

Errors are not easily detected and cause moderate operational delays and additional allocation of funds and

resources. Effectis usually within the immediate work unit.

Errors are difficult to discover, normally involve decisions not subject to detailed review, resulting in excessive
delays. May have adverse effect on relationships outside the department. Could result in substantial monetary

affect.

Errors may cause a continuous adverse influence on future operations in matters involving important
commitments and other matters which may appreciably affect future operations costs/expenses. Actions would
affect highly critical programs or attainment of long-range goals or objectives. Will result in major monetary

affect.

Part
Check

7: Organization - Supervisory Responsibilities
the ONE statement that best applies to this position.

No employees supervised

X

Provide direction and guidance to maintain work flow. Lead worker responsibilities

Plan, organize and control the work of assigned employees. Counsel employees on position performance and
usually conducts hiring and/or discharge interviews. First line supervisor

Directs and coordinates the operation of a program or programs of sufficient size to require the use of

subordinate supervisors

Directs and coordinates the operation of a sizable, diverse and /or major function(s).

Employees Directly Supervised:

Name

Classification Title

Regular (R) or Limited Term (LT)

Supervision:

Check

the statement(s) that describe the type of supervision you perform.

Train employees

Interview applicants

Make hiring recommendations

Make hiring decisions

Plan and/or schedule work for others

Assign or delegate work to others

Monitor work of others

Establish rules, procedures, and/or standards

Discipline others

Recommend promotion

Make promotion, demotion or discharge decisions

Evaluate the work of others

Conduct formal performance evaluations

Resolve employee grievances in accordance with organizational policy

Other (specify)
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Part 8: Minimum Qualifications (from description)
Below are requirements listed in the job description:

EDUCATION
Targeted job related education that meets organization’s prerequisite requirements.

EXPERIENCE
Job related experience is required.

REQUIRED TESTING
Pre-employment Proficiency Test

CERTIFICATES
Possession of a valid Class C California Driver's License

CONTINUING EDUCATION/TRAINING
None Specified

List below what you believe should be required if different from above:

Licenses/Certificates:

Education: [ ] Less than High School diploma or equivalent
[ ] High School diploma or equivalent
[ ] Certificate/License:
[ ] Trade/vocational school, formal apprenticeship
Program:
[ x ] Associate’s Degree
Major:
[ ] Bachelor's Degree
Major:
[ ] Graduate work or advanced degree
Major:
Years of Experience: | [ ] No previous experience
[ ] One year or less
[x ] Over one year and up to 2 years
[ ] Over two up to and including 4 years
[ ] Over four years up to and including 6 years
[ ] Over six years

Other Language: Are you required to use a foreign language? No
Which one(s)?
[ ]1Speak; [ ] Read; [ ] Write

]

Please indicate your reason(s) for the different requirements that you have listed above:

Associate’s Degree: Written and oral communication, data collection and analysis, software applications

1-2 years of experience: Understanding disability categories and delivering instruction to students with disabilities
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Part 9: Physical Requirements/Work Environment
The job description describes the physical requirements/work environment as:

The usual and customary methads of performing the job's functions requires the following physical demands: some
lifting, carrying, pushing, and/or pulling; some climbing and balancing; some stooping, kneeling, crouching, and/or

crawling; and significant reaching. Generally the job requires 50% sitting, 30% walking and 20% standing. The job is
performed under minimal temperature variations, a generally hazard free environment, and in a clean atmosphere.

Check all that apply regarding your physical activity:

Crawling Lifting X | Sitting Pushing

X | Standing Reaching | x | Finger Dexterity Pulling
Kneeling Climbing X | Seeing Squatting
Grasping x | Carrying X | Hearing Walking
Balancing Bending X | Speaking Writing
Twisting X | Driving X | Keyboarding

Check all that apply regarding elements you may be exposed to on the job:

Noise x | Heat Wetness Poor Ventilation

Vibrations X | Dust Humidity Toxic Chemicals

Gases Dirt Height Solvents

Electric Shock Odors Fumes Heavy Machinery
x | Cold Outdoors Confined Areas Biohazards

Other Factors:

In general, what would you estimate is the percentage of time you spend sitting, standing, and walking during your work
day? __ 40_ %sitting; _ 20 % standing; __ 40__ % walking (total of 100%)

List any abilities needed to push, pull or lift objects:

Weight in pounds Distance (in Example
feet)/Height
Push
Pull
Lift
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San Dieguito Union High School District
Personnel Commission

Classification Review

Merit System Rule 3.12 Review of Positions

Job analysis studies may be performed for such purposes as examination development, establishment of a new
position(s), updating class specification for legal requirements or other changes, considering an employee, Association,
or District-initiated request for reclassification, and/or conducting a Commission authorized review of a job family or

families.

Such studies may involve position questionnaires, desk audits, group interviews, supervisory interviews, and/or such
other methods as the Director or designee may determine.

A classification review typically results in one of the following actions:

® Itis determined there are no changes necessary to the classification, or only minor editing of the description is
needed, for example, to remove antiquated wording or to clarify duties.

e |t is determined the employee is performing duties outside of the classification that must be removed and
assigned to the appropriate employee in another classification.

e It is determined there is justification for a reclassification based on a gradual accretion of duties over at least
two years (EC 45285). Reclassification may result in upward, lateral, or downward change to the position. The
effects of such changes are outlined in Personnel Commission Rule Chapter 3.

POSITION TITLE Job Placement Assistant

Employee Elizabeth Delval

Date of Request March 21, 2017

Supervisor Nathan Molina / Chuck Adams

School/Department WorkAbility/TPP La Costa Canyon & Sunset

Hours Worked Day/Work Year 8 hours per day/ 10 month employee

Date of Hire 9.7.1999 (original) or 8.27.2007 (rehire)

Date in Classification 2.1.2008 transfer from IA to WorkAbility

Education/Training/Certificate | Bachelor’s of Psychology, PREPaRE School Crisis Prevention and Intervention
s Held certified & CPI Non Violent Crisis Intervention certified
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e |

Part 1: Typical Duties Task List (from description)

Below is a list of tasks from the job description. Please indicate whether each task is still relevant (R) or, if you are no
longer performing the task(N). Also indicate the frequency that the task is performed.

Relevant

(R) OR Frequency:

No Longer | Hourly/

Performin | Daily/Mon

g(N) thly/Yearly Tasks

R Daily 1. Promotes the program to the business community, students, participants, teachers,
parents, etc. for the purpose of defining the program objectives and opportunities for
participation.

R Daily/Mont | 2. Participates in meetings, training and/or workshops (e.g. IEP, conferences, staffing,

hly business community, State, etc.) for the purpose of receiving and/or conveying
information.

R Daily/Mont | 3. Prepares program packets and documents, progress reports, letters of recommendation,

hly certificates, displays, correspondence, etc. for the purpose of communicating information
and/or acknowledging contributions of staff, students, employers and/or community
organizations.

R Daily/Mont | 4. Schedules participants for the purpose of matching them with employers and within

hly appropriate program as defined in the IEP/ITP.

R Daily 5. Confers with student participants, parents, teachers, and job site supervisors for the
purpose of assisting in the development of the Individualized Transition Program and/or
facilitating students’ transition within the work program.

R Daily 6. Monitors students performance in a variety of work sites according to program
guidelines for the purpose of identifying areas requiring additional training on techniques
and methods for maintaining solid work habits,

R Daily 7. Compiles program data (e.g. student service, job types, pay type, grade, etc.) for the
purpose of complying with District and State requirements.

R Daily 8. Performs clerical support duties and record keeping activities (e.g. scheduling meetings,
copying materials, posting information, issuing work permits, distributing reports,
documenting information, data processing, etc.) for the purpose of addressing program
requirements,

R Daily 9. Assists in the performance of other related duties as assigned for the purpose of

accomplishing organizational goals,

List any additional tasks) you perform that are not listed on the current job description:

® Quasi- on call status evenings, weekends, vacations, breaks. Must respond to employer/parent/student
concerns, emergencies, problems, ahsences etc. via phone/text/email. (R, Daily)

e Develop/create/modify curriculum/forms etc. for program and or student. (R, Daily/Monthly)

Meet increasing goals regarding procurement of new clients (TPP) and successful case closures (R, D/M/Y)

e Differentiating WorkAbility Program from Transition Partnership Program regarding; procurement of
clients/students and employers, tracking methods, data collection & tracking, case notes, curriculum, intake
meetings, requirements, goals, agency expectations/requirements, wotc tax credits, payroll and funding
requests, MOU’s , hours of operation (school year/year round), marketing strategies and techniques.
(Additionally, must maintain separate personal work related records such as mileage and hours spent working
for each program and method of documentation (PARS).

e Educate, inform and explain differences of WA and TPP to sduhsd staff, students and parents.
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Which task(s) or project(s) would you say is your most challenging in terms of the level of responsibility, the time it takes
to complete it, and the consequence for error?

® Wielding requests and pressure from SDUHSD staff, advocates and parents for student job/work placement
when student has profound barriers to employment either skill or behavior related. Consequences can result in
a loss of relationship with employer.

Part 2: Knowledge of (from description)

The table below lists the knowledge required to perform the numbered "Tasks" listed on p. 2.

1) In the first column, indicate if this knowledge is no longer required (NA), somewhat useful to have this knowledge (S),

important to have this knowledge (1), or essential to have this knowledge (E).

2) In the second column, indicate the numbered task(s) on page 2 that require this knowledge.

Importance | Task # associated
Rating: with the knowledge
requirement in the
NA, S, lorE | third column.
(see numbered
"Tasks" p. 2) Knowledge Required
I, E 6,7,8,9 basic math, including calculations using fractions, percents, and/or ratios
| 2,7,8,9 review and interpret highly technical information
IE 3,7,8 write technical materials
E 1,2,3,4,5,6,7,8,9 speak persuasively to implement desired actions
E 1,2,3,4,5,6,7,8,9 analyze situations to define issues and draw conclusions
E 1,2,3,4,5,6,7,8,9 child guidance principles and practices, especially as they relate to students
with learning disabilities
E 1,2,3,4,5,6,7,8,9 basic subjects taught in the District schools, including arithmetic, grammar,
spelling, language and reading
E 1,2,3,4,5,6,7,8,9 safe practices in work sites and other activities
E 1,2,3,4,5,6,7,8,9 correct English usage, grammar, spelling, punctuation and vocabulary
E 1,2,3,4,5,6,7,8,9 oral and written communication skills
E 1,2,3,4,5,6,7,8,9 record keeping techniques
E 1,2,3,4,5,6,7,8,9 modern office practices and procedures
E 1,2,3,4,5,6,7,8,9 pertinent federal/state labor laws and/or program requirements
E 1,2,3,4,5,6,7,8,9 local employers and employment opportunities for program participants

List any knowledge not provided above that you feel is required to perform the tasks of the assignment:

Overall disability awareness, |EP/ITP awareness.

e Techniques/strategies for addressing & counseling students with profound anxiety, depression, addiction & prior

legal involvement.
e Conflict resolution, negotiation, troubleshoaoting workplace issues, problems, accommodations, assignment
modifications with respect to student,employer & program goals and parameters.
Employment trends, vocational training & local community college offerings.
ED Code, IDEA knowledge, personal/sped boundary awareness for parent conversations
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Policies and Procedures
What policies and procedures do you refer to for direction and guidance as part of your duties? {For example: Board

palicies, manugls, federal or state reguiations}

Examples

Policies {District, State, or Federal Agency);
*  Knowledge only for application to assigned
duties
*»  Referred to frequently in the course of work
and/or explained to others

Californla Department of Labor RE: Laws & Work Permits
California Department of Rehabliitation

California Department of Education (ED Code) IEP & TP
District policies regarding Jssuing of work permits
California Community Colleges (CCCCO)

Federal Student Aid (FAFSA)

* * 8 & & W

Procedures {Work Site Manual, Desk Manual):
e Knowledge only for application ta assigned » California Department of Rehabilitation- Contract info
duties California Department of Education- WorkAbility contract

® Referred to frequently in the course of work MOU's- with specific companies and agencies
and/or explained to others

Tools
What tasks require a knowledge of a particular electronic device, software(s), office equipment, or maintenance
equipment? List the tool and examples of tasks that would require this tool knowledge below.

Tools Example(s) of Task{s) Performed

Computer data entry, case notes, email, creating worksheets/forms/instructing students

Phone-cell & landline parent, sduhsd staff, student, employer, IC, DOR, communication

SEIS- IEP Info qualifying program participants, accommodations & modifications for curriculum or
workplace, data entry, disability awereness, determining goals & present levels

Google documents, calendar, scheduling presentations, creating forms, worksheets,
presentations, resumes, letters of recommendation, job search

EXCEL data tracking & collecting, developing job boards

Copier/Scanner timecards, forms, worksheets

Classification Review Questionnaire — TEMPLATE page 4
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Part 3: Skills and Abilities (from description)
Below is a list of the skills and abilities required to perform the numbered "Tasks" listed on p. 2.

1) In the first column, indicate if the skill or ability is no longer required (NA), somewhat useful (S), important to have (1),

or essential to have (E).

2) In the second column, indicate the numbered task(s) on page 2 that require this skill or ability.

Task #
associated
with the skill
or ahility
requirement
Importance | listed in the
Rating: third column.
(see numbered
NA,S,lorE | "Tasks"p. 2) Skill
E/I 1 through 9 operate instructional and office equipment;
E/) 1 through 9 applying assessment instruments;
E/| 1 through 9 operating standard office equipment including using pertinent software applications
E/I 1 through 9 preparing and maintaining accurate records
E/I 1 through 9 Ahility to...
E/I 1 through 9 schedule activities, meetings, and/or events
E/I 1 through 9 gather, collate, and/or classify data
E/| 1 through 9 use basic, job-related equipment
E/I 1through 9 Flexibility is required to independently work with others in a wide va riety of
circumstances
E/| 1 through 9 analyze data utilizing defined but different processes
E/I 1 through 9 work with a significant diversity of individuals and/or groups
E/l 1 through 9 work with data of varied types and/or purposes
E/I 1through 9 problem solving is required to identify issues and create action plans.
E/I 1 through 9 follow prescribed guidelines
E/I 1 through 9 assisting students to develop and appropriate work behaviors (e.g. attendance,
timeliness, attitude, etc.) to succeed in a work experience program
E/I 1 through 9 learning the methods, procedures, functions and limitations of assigned duties
E/I 1 through 9 maintaining simple records
E/I 1through 9 printing and writing legibly
E/I 1 through 9 making arithmetic calculations quickly and accurately
E/I 1 through 9 understanding and following oral and written directions
E/| 1 through 9 communicating effectively orally and in writing with students and adults of varied
cultural and educational backgrounds
E/I 1 through 9 reading, interpreting and following rules, regulations, policies and procedures
E/I 1 through 9 establishing and maintaining effective working relationships with others
E/I 1through 9 maintaining confidentiality

List any skills or abilities not provided above that you feel are required to perform the tasks of the assignment:

e  (Skill) Modify/create curriculum, forms, instructions

e (Ability) Advise/ Counsel; students, parents, employers, case managers

e (Ability) Respond quickly and professionally to client/employer crisis

e (Ability) Train effectively job coaches (IA's), students, employers
Classification Review Questionnaire - TEMPLATE page 5
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Part 4: Contacts

Types of contacts (supervisor, staff, vendors, and community members) are listed below. In the second column, indicate
the frequency that you have contact with this contact type In the third column, provide an example of the interaction

you would have with this contact.

CONTACTS FREQUENCY EXAMPLE OF INTERACTION
(Minimal, Occasional,
Frequently)
Supervisor Occasional/frequently meeting, case/client conference, goal progress, provide update

Staff Frequently/ Occasional
provide feedback & updates, receive referral

Vendors/ Dept. of | Frequently/ Occasional

Rehabilitation meetings, requests, payraoll reconciliation, updates, intakes
Community Frequently/ Occasional

Members/ determine employment opportunities, market program, client
Employers updates, problem solve/troubleshoot,

Other/ Students Frequently/ Occasional advise about employment, post secondary options, counsel re:

anxiety or work related problems, teach,

Parents Frequently/ Occasional explain/sell program(s), deal with concerns regarding student,
explain, provide feedback or updates

Part 5: Decision Making/Complexity /Guidance Received

Check the ONE statement that best applies to this position.

Perform simple, routine tasks according to instructions provided. Work is closely supervised and checked by
the supervisor

Perform duties of moderate difficulty according to prescribed methods and written procedures. Requires
application of readily understood rules and procedures. Some judgment required in selection, priority and
sequence of work. Work is frequently checked by supervisor

Perform specialized or skilled duties that are varied and generally defined. Duties involve alternative actions
based on rules and regulations (employee decision). Judgment is required in determining work methods and
the application of established rules and procedures for the successful completion of the task. Work is
periodically checked by supervisor.

X Performs complex/technical duties that are varied and generally defined. Work requires analysis and judgment
in finding approaches and techniques to solving problems for which policies and procedures may not be clearly
defined. Only direction and guidance are given by the supervisor.

Work activities require establishing procedures for attaining specific goals and objectives in a broad area of
work. Incumbent typically develops procedures within the limits of established policy guidelines and only the
final results of work completed are typically reviewed.

Receives guidance in terms of broad goals and overall objectives and is responsible for establishing the methods
to attain them. Requires extensive policy considerations, decision making and problem solving. Incumbent
typically formulates new and amended policies and procedures for an area of responsibility but, does not
necessarily have final authority for policy approval.

Classification Review Questionnaire = TEMPLATE page 6

Page 61




Part

6: Impact - the result of your actions or decisions; the probable effect of errors

Check the ONE statement that best applies to this position,
Errors can be readily detected and corrected, usually by the employee and would result in minor expense for
correction

X Errors are not easily detected and cause moderate operational delays and additional allocation of funds and

12 | resources. Effect is usually within the immediate work unit.

X Errors are difficult to discover, normally involve decisions not subject to detailed review, resulting in excessive

12 | delays. May have adverse effect on relationships outside the department. Could result in substantial monetary
affect.
Errors may cause a continuous adverse influence on future operations in matters involving important
commitments and other matters which may appreciably affect future operations costs/expenses. Actions would
affect highly critical programs or attainment of long-range goals or objectives. Will result in major monetary
affect.

Part 7: Organization - Supervisory Responsibilities

Check the ONE statement that best applies to this position. What | am unsure of how to answer is in red.
No employees supervised
Provide direction and guidance to maintain work flow. Lead worker responsibilities

X Plan, organize and control the work of assigned employees(students or IA Job Coaches). Counsel student/client

employees on position performance and usually conducts hiring and/or discharge interviews often informs
student/client of termination of training/employment with employer. First line supervisor for school work
program(s) clients/students

Directs and coordinates the operation of a program or programs of sufficient size to require the use of
subordinate supervisors

Directs and coordinates the operation of a sizable, diverse and /or major function(s).

Employees Directly Supervised:

Name

Classification Title Regular (R) or Limited Term (LT)

Supervision: of students/clients or IA Job Coaches as part of TPP Program/ WorkAbility Program

Check the statement(s) that describe the type of supervision you perform.
X Train employees
X Interview applicants
X Make hiring recommendations
Make hiring decisions
X Plan and/or schedule work for others students/clients & IA Job Coaches @ worksites
X Assign or delegate work to others students/clients & IA Job Coaches @ worksites
X Monitor work of others students/clients & 1A Job Coaches @ worksites
X Establish rules, procedures, and/or standards
Discipline others
Recommend promotion
Make promotion, demotion or discharge decisions
X Evaluate the work of others
Conduct formal performance evaluations
Resolve employee grievances in accordance with organizational policy
Other (specify)
Classification Review Questionnaire — TEMPLATE page 7
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Part 8: Minimum Qualifications (from description)
Below are requirements listed in the job description:

EDUCATION
Targeted job related education that meets organization’s prerequisite requirements.

EXPERIENCE
Job related experience is required.

REQUIRED TESTING
Pre-employment Proficiency Test

CERTIFICATES
Possession of a valid Class C California Driver's License

CONTINUING EDUCATION/TRAINING
None Specified

List below what you believe should be required if different from above:  Fine with minimum qualifications as they
are currently.

Licenses/Certificates:

Education: [ ] Less than High School diploma or equivalent
[ ] High School diploma or equivalent
[ ] Certificate/License:
[ ] Trade/vocational school, formal apprenticeship
Program:
[ ] Associate’s Degree
Major:
[ ] Bachelor's Degree
Major:
[ ] Graduate work or advanced degree
Major:
Years of Experience: | [ ] No previous experience
[ ] One year or less
[ ] Over one year and up to 2 years
[ ] Overtwo up to and including 4 years
[ ] Over four years up to and including 6 years
[ ] Over six years
Other Language: Are you required to use a foreign language?
Which one(s)?
[ ]Speak; [ ] Read; [ ] Write

Please indicate your reason(s) for the different requirements that you have listed above:
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Part 9: Physical Requirements/Work Environment

The job description describes the physical requirements/work environment as:

The usual and customary methods of performing the job's functions requires the following physical demands: some
lifting, carrying, pushing, and/or pulling; some climbing and balancing; some stooping, kneeling, crouching, and/or

crawling; and significant reaching. Generally the job requires 50% sitting, 30% walking and 20% standing. The job is
performed under minimal temperature variations, a generally hazard free environment, and in a clean atmosphere.

Check all that apply regarding your physical activity:

Crawling X | Lifting X | Sitting Pushing
X | Standing X | Reaching | X | Finger Dexterity Pulling
X | Kneeling Climbing X | Seeing Squatting
X | Grasping X | Carrying X | Hearing X | Walking

Balancing | X | Bending X | Speaking X | Writing

Twisting X | Driving X | Keyboarding

Check all that apply regarding elements you may be exposed to on the job:

Noise Heat Wetness Poor Ventilation
Vibrations Dust Humidity Toxic Chemicals
Gases Dirt Height Solvents
Electric Odors Fumes Heavy

Shock Machinery
Cold Outdoors Confined Areas Biohazards

Other Factors:

In general, what would you estimate is the percentage of time you spend sitting, standing, and walking during your work
day? 50 % sitting; 30 % standing; 20 % walking (total of 100%)

List any abilities needed to push, pull or lift objects: may occasionally lift/push/pull boxes, laptops, chairs, desks, etc.
weight probably does not exceed 25 pounds.

Weight in pounds Distance (in Example
feet)/Height
Push
Pull
Lift
Classification Review Questionnaire — TEMPLATE page 9
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San Dieguito Union High School District
Personnel Commission

Classification Review

)

Merit System Rule 3.12 Review of Positions

Job analysis studies may be performed for such purposes as examination development, establishment of a new position(s),
updating class specification for legal requirements or other changes, considering an employee, Association, or District.
initiated request for reclassification, and/or conducting a Commission authorized review of a job family or families.

Such studies may involve position questionnaires, desk audits, group interviews, supervisory interviews, and/or such other
methods as the Director or designee may determine.

A classification review typically results in one of the following actions:
It is determined there are no changes necessary to the classification, or only minor editing of the description is

needed, for example, to remave antiquated wording or to clarify duties.

It is determined the employee is performing duties outside of the classification that must be removed and assigned

to the appropriate employee in another classification.

e Itis determined there is justification for a reclassification based on a gradual accretion of duties over at least two
years (EC 45285). Reclassification may result in upward, lateral, or downward change to the position. The effects of
such changes are outlined in Personnel Commission Rule Chapter 3.

Job Placement Assistant

POSITION TITLE e |
Employee Ka:H)eY.mE‘/ g]%tm%
Date of Request 3 /Z | /ZO] g ’

Supervisor NCt‘H’]M MO) l'ﬂ,L

School/Department 1 TOCA 5’)@(1 Depl’j ML'L%\L}J ATP @el«)l)

Hours Worked Day/Work Year S howr / 10 m(‘)nH’)
Date of Hire 9-1- 72000 |

Date in Classification H= = 2005 |
zilil;:ation/Tralning/’Certlﬁcates 66 S)Peuraf @u(Jth@n .\ ’VLC) Cwmr}dm, QMCAT
Professional Cerpihiinfe Adult frress and Hralth Education

e |

n
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I: Typical Duties Task List (from description)

Below is a list of tasks from the job description. Please indicate whether each task is still relevant (R) or, if you are no

Relevant |

(R) OR Frequency:

No Longer | Hourly/

Performing | Daily/Mont

(N) hly/Yearly Tasks

])M/ﬂ/

1. Promotes the program to the business community, students, participants, teachers,
parents, etc. for the purpose of defining the program objectives and opportunities for

participation.

D

2. Participates in meetings, training and/or workshops (e.g. IEP, conferences, staffing,
business community, State, etc.) for the purpose of receiving and/or conveying information.

3. Prepares program packets and documents, progress reports, letters of recommendation,
certificates, displays, correspondence, etc. for the purpose of communicating information
and/or acknowledging contributions of staff, students, employers and/or community
organizations.

Duuy

4. Schedules participants for the purpose of matching them with employers and within
appropriate program as defined in the IEP/ITP.

R_
R_
- i 5. Confers with student participants, parents, teachers, and job site supervisors for the
K D(ML purpose of assisting in the development of the Individualized Transition Program and/or
o \’l facilitating students’ transition within the work program.
) - 6. Monitors students performance in a variety of work sites according to program guidelines
Q DW&, for the purpose of identifying areas requiring additional training on techniques and
U" methods for maintaining solid work habits.
& :DM,U 7. Compiles program data (e.g. student service, job types, pay type, grade, etc.) for the
[M purpose of complying with District and State requirements.
J 8. Performs clerical support duties and record keeping activities (e.g. scheduling meetings,
R ) copying materials, posting information, issuing work permits, distributing reports,
M documenting information, data processing, etc.) for the purpose of addressing program
- u/\u requirements.

9, Assists in the performance of other related duties as assigned for the purpose of
accomplishing organizational goals.

longer performing thaJask(N). Also indicate the frequency that the task is performed.
List any additional task(s) you perform that are not listed on the current job description:

The abowe Usfed Jasks do met inebude UM e um rwt.{;}om_w{)- KA@“/L
0

iy and vmplemera
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Which task(s) or project(s} would you say is your most challenging in terms of the level of responsibility, the time it takes
to complete it, and the consequence for error?

Admin fltw‘éf fhﬂfqu {b au Sﬁ\ct(' \, wth 1€pP° o d
C\u"‘;’f}/ +O MM | [ Pm‘l}“ldmﬂ DIW{’(J’ ‘A’Nl(‘@“ Frmﬂ U\ﬂ

Recording didu_qu- Il sh,uu 5 th” WAl o '
‘fOYDOFz-S (tpppro o) n: "d’ﬁbﬂﬁc Ketfarnﬂ re covels

Providuia riair 5 > .
P 1\;01 2: Knmdwledge of{ffrom d(t:’fﬁ])llml E‘\F ,\gt‘hh\i 4o %—(gﬁéﬂ}%&iﬁ:\iﬂa SMW‘S

The table below lists the knowledge required to perform the numbered ' Tasks" listed on p. 2.

Y s

1) In the first column, indicate if this knowledge is no longer required (NA), somewhat useful to have this knowledge (S),
important to have this knowledge (1), or essential to have this knowledge (E).

2) In the second column, indicate the numbered task(s) on page 2 that require this knowledge.

Importance | Task # associated
Rating: with the knowledge
requirement in the
NA, S, 1orE | third column.
(see numbered
"Tasks" p. 2) s ~ Knowledge Required
1 - & basic math, including calculations using fractions, percents, and/or ratios
i — g : 9 review and interpret highly technical information
 NA write technical materials
& 1-9 oAA speak persuasively to implement desired actions
E |-9 analyze situations to define issues and draw conclusions
) Cf child guidance principles and practices, especially as they relate to students
& with learning disabilities
J. q basic subjects taught in the District schools, including arithmetic, grammar,
:t spelling, language and reading
4 /-9 safe practices in work sites and other activities
-~ _Q correct English usage, grammar, spelling, punctuation and vocabulary
€ 9
6 Ji~ AI oral and written communication skills
£ 1 record keeping techniques .
f i = rL modern office practices and procedures __
1 | - Cl pertinent federal/state labor laws and/or program requirements
E I 0[ W local employers and employment opportunities for program participants

List any knowledge not provided above that you feel is required to perform the tasks of the assignment:

Unders fuwhruﬁ of mp frack of 6;# wpafes, ferms. re«ada%wm
Cunseling frachees and. skills,

Behavior Moo )ChtLan And, Mfmd me

Teﬁtkmﬂ Pmd'u,eé and ‘fu%&u‘\?#v )Pecmﬁ Edu cAiI’LJh g’hdmﬁ's.

Policies and Pfocedures
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What policies and procedures do you refer to for direction and guidance as part of your duties? (For example: Board

policies, manuals, federal or state regulations) o

Exa;niple;si

Policies (District, State, or Federal Agency):
¢  Knowledge only for application to assigned
duties
e Referred to frequently in the course of work
and/or explained to others

Cha
DR

C]e dﬂhﬂfld | ransHum mgmw

5 fo WAI
H’L'ci‘ﬂb

\ations /e xpectifuins
linin 1o 17 o

Procedures (Work Site Manual, Desk Manual):
s  Knowledge only for application to assigned
duties
o Referred to frequently in the course of work
and/or explained to others

WAL Sendbook s, TP frocodines Lifo

*?,i‘&:m

Lfl

bic )

am f1
%mdb/mf u(waf‘? B ¥

Tools

Bovh WAl

‘ff’ F- ‘(’1 & Cheves

What tasks require a knowledge of a particular electronic device, software(s), office equipment, or maintenance
equipment? List the tool and examples of tasks that would require this tool knowledge below.

Tools

Example(s) of Task(s) Performed

A’ru]—; &

Dod Frdry  Studint Se

arch ede.

Meonitving and receyding studand
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Skil

Is and

Abilities

(lrom description)

Below is a list of the skills and abilities required to perform the numbered "Tasks" listed on p. 2.

1) In the first column, indicate if the skill or ability is no longer required (NA), somewhat useful ($), important to have (I},

or essential

to have (E).

2) In the second column, indicate the numbered task[s on page 2 that require this skill or ability.

-4

use basic, job-related equipment

Task #
associated
with the skill
or ability
requirement
Importance | listed in the
Rating: third column.
(see numbered
NA, S, lorE | "Tasks" p. 2) Skill -
l-9 operate instructional and office equipment;
FH ']Z(SK, applying assessment instruments; |
- | indy dpd operating standard office equipment including using pertinent software applications
| ~q preparing and maintaining accurate records
- -9 Ability to... N
=9 schedule activities, meetings, and/or events _ B
B |-9 gather, collate, and/or classify data

Flexibility is required to independently work with others in a wide variety of
circumstances

-

9
1

analyze data utilizing defined but different processes

work with a significant diversity of individuals and/or groups

|
1=
=

work with data of varied types and/or purposes

problem solving is required to identify issues and create action plans.

| follow prescribed guidelines

4
o
]-9
-
-1

assisting students to develop and appropriate work behaviors (e.g. attendance,
timeliness, attitude, etc.) to succeed in a work experience program

-9 learning the methods, procedures, functions and limitations of assigned duties
|-4 | maintaining simple records
-9 printing and writing legibly

making arithmetic calculations quickly and accurately

understanding and following oral and written directions

communicating effectively orally and in writing with students and adults of varied
cultural and educational backgrounds

m M [ EEeDEE o oEmmmm Y uliininiitlini

reading, interpreting and following rules, regulations, policies and procedures

establishing and maintaining effective working relationships with others

o

maintaining confidentiality

List any skills or abilities ot provided above that you feel are required to perform the tasks of the assignment:

j)%}{ ward o e €AL1OF The mnfﬁ wi+h
dm n g:& en defud ~ Wuj “
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Part 4;: Contacts

Types of contacts (supervisor, staff, vendors, and community members) are listed below. (n the second column, indicate

the frequency that you have contact with this contact type In the third column, provide an example of the interaction

you would have with this contact.

EXAMPLE OF INTERACTION

[ CONTACTS FREQUENCY
(Minimal, Occasional,
Frequently) T ‘TP e = &P ‘h,
Supervisor . 6l Al A S, LTe. ThRe ‘5
P Occestonad N, 1 KA ks cmﬂm);e, »mueu heed W
Staff PO I 1EPT W Provide Servies, %o%fkdldﬁ‘
EQ‘(}{“'Q“’\‘Q"J ETM avu.cbmf U | aﬁddwdmn £ wvnui
Vendors do e Rm Y Ma‘—
| N piupl | Tdsiecelve g kel
| Pty St At Pt et
7 L g & i
Other ’FMWH PW'J&A C&{'NLQ/, (P Wi oo )

Part 5
Check the ONE statement that best applies to this position.

: Decision ‘Vldlung_,/( omplexity/Guidance Rec eived

supervisor

Perform simple, routine tasks according to instructions provided. Work is closely supervised and checked by the

sequence of work. Work is frequently checked by supervisor

Perform duties of moderate difficulty according to prescribed methods and written procedures. Requires
application of readily understood rules and procedures. Some judgment required in selection, priority and

checked by supervisor.

Perform specialized or skilled duties that are varied and generally defined. Duties involve alternative actions
based on rules and regulations (employee decision). Judgment is required in determining work methods and the
application of established rules and procedures for the successful completion of the task. Work is periodically

Performs complex/technical duties that are varied and generally defined. Work requires analysis and judgment
in finding approaches and techniques to solving problems for which policies and procedures may not be clearly
defined. Only direction and guidance are given by the supervisor.

final results of work completed are typically reviewed.

Work activities require establishing procedures for attaining specific goals and objectives in a broad area of
work. Incumbent typically develops procedures within the limits of established policy guidelines and only the

necessarily have final authority for policy approval.

Receives guidance in terms of broad goals and overall objectives and is responsible for establishing the methods
to attain them. Requires extensive policy considerations, decision making and problem solving. Incumbent
typically formulates new and amended policies and procedures for an area of responsibility but, does not

Hg@ﬂ, Cg’wd' ij@mf’ ‘Fﬂ’ d*ff)(MS%{/m and c.‘pMAéI'C_D«{/ b'(m .
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Parl 6: Impact - the result of your actions or decistons; the probable effect of errors
|

Check the ONE statement that best applies to this position.

Errors can be readily detected and corrected, usually by the employee and would result in minor expense for
correction

Errors are not easily detected and cause moderate operational délgvs and édditionaI allocation of funds and
resources. Effect is usually within the immediate work unit.

Errors are difficult to discover, normally involve decisions not subject to detailed review, resulting in excessive ]

delays. May have adverse effect on relationships outside the department. Could result in substantial monetary
affect.

Errors may cause a continuous adverse influence on future operations in matters involving important
commitments and other matters which may appreciably affect future operations costs/expenses. Actions would
affect highly critical programs or attainment of long-range goals or objectives. Will result in major monetary
affect.

Part 7: Organization - Supervisory Responsibilities
Check the ONE statement that best applies to this position.

No employees supervised .

Y

Provide direction and guidance to maintain work flow. Lead worker responsibilities

Plan, organize and control the work of assigned employees. Counsel employees on position performance and
usually conducts hiring and/or discharge interviews. First line supervisor

Directs and coordinates the operation of a program or programs of sufficient size to require the use of
subordinate supervisors

Directs and coordinates the operation of a sizable, diverse and /or major function(s).

Employees Directly Supervised:

Name Classification Title Regular (R) or Limited Term (LT)

Pny

[l <erving, 05 A — | Qo LT

,Umn r‘md\ﬂbbwé- o

Supervision:
Check the statement(s) that describe the type of supervision you perform.

v

Train employees o

Interview applicants

Make hiring recommendations

Make hiring decisions B N

Plan and/or schedule work for others

Assign or delegate work to others B

Monitor work of others o

474l

Establish rules, procedures, and/or standards
— N

Discipline others ~ TR T <

Recommend promotion Jg ! ' J -

Make promotion, demotion or discharge decisions -

7

Evaluate the work of others  [ollow  Sfudent™ we umrjm& undﬁc mads ACCAYdAnL L. -

Conduct formal performance evaluations

Resolve employee grievances in accordance with organizational policy

Other (specify)
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Part 8: Minimum Qualifications (from description)
Below are requirements listed in the job description:

EDUCATION
Targeted job related education that meets organization’s prerequisite requirements.

EXPERIENCE
lob related experience is required.

REQUIRED TESTING
Pre-employment Proficiency Test

CERTIFICATES
Possession of a valid Class C California Driver's License

CONTINUING EDUCATION/TRAINING
None Specified

List below what you believe should be required if different from above:

Licenses/Certificates:

“Education: [ ] Less than High School diploma or equivalent

{ | High School diploma or equivalent

[ ] Certificate/License:

[ ] Trade/vocational school, formal apprenticeship
Program:

] Associate’s Degree
Major:

[ ] Bachelor's Degree
Major:

[ ] Graduate work or advanced degree

- Major:
Years of Experience: [ ] No previous experience
[ ] Oneyearorless
W] Over one year and up to 2 years
[ ] Over two up to and including 4 years
[ ] Over four years up to and including 6 years
[ ] Over six years i

Other Language: Are you required to use a foreign language? “N({

Which one(s)? DpAnsh wiwid bt o spreid pchutlo
“fv] Speak; [ ] Read; [ ] Write

Please indicate your reason(s) for the different requirements that you have listed above:

ﬂ'u-ﬁéhb leLF demanis H") Pﬂ‘ﬁt’ﬂw, ma{—w' and &OMn{l-hL?mzn:}'
1o FH) W e ‘j—‘t 5k,{/U5 ‘H]Cd" Cme erJ ﬁz_ a,er €A'oer|en(341
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Part 9: Physical Requirements/Work Environment

The job description describes the physical requirements/work environment as:
The usual and customary methods of performing the job's functions requires the following physical demands: some
lifting, carrying, pushing, and/or pulling; some climbing and balancing; some stooping, kneeling, crouching, and/or

crawling; and significant reaching. Generally the job requires 50% sitting, 30% walking and 20% standing. The jobh is
performed under minimal temperature variations, a generally hazard free environment, and in a clean atmasphere.

Check all that apply regarding your physical activity:

Crawling | v | Lifting v | Sitting v | Pushing
v | Standing |\ | Reaching | | Finger Dexterity | \ | Pulling
v | Kneeling Climbing |\ | Seeing N | Squatting
‘v| Grasping v | Carrying v | Hearing AV Walking |
| Balancing |\ | Bending | v | Speaking N | Writing
| Twisting |\ | Driving v | Keyboarding

Check all that apply re§arding elements you may be exposed to on the job:

~v | Noise v | Heat | Wetness Poor Ventilation
Vibrations |V | Dust Humidity Toxic Chemicals
Gases v | Dirt Height Solvents
Electric Shock | | Odors Fumes Heavy Machinery
~ | Cold . | Outdoors | v | Confined Areas Biohazards

Other Factors:

In general, what would you estimate is the percentage of time you spend sitting, standing, and walking during your work
day? 50 %sitting; =155 % standing; <5 % walking (total of 100%)

List any abilities needed to push, pull or lift objects:

7Weight in pounds Distance (in Example .
N feet)/Height
Push S
Pull
Lift

AT belirve ﬁ@u\ v Mk SM:‘LXUN“?’ "93“4&"‘6' M%‘*dﬁ(@%f’) _
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12 current

SAN DIEGUITO UNION HIGH SCHOOL DISTRICT

VACANCY REPORT 7/09/18

ending vacancies in 8 different job classifications

Classified Personnel

LCC AA4TY | Theater Technician 40 1.00 |Selection interview late July, 2018
EW AA129 (Custodian 490 1.00 iSelection interview July 19, 2018
oc AL585 [Nutrition Services Assistant | 10 0.25 |Continuous recruitment
TRANS | AAS06 |School Bus Driver 20 0.50 !Continuous recruitment

Do AL594 iOccupational Therapist 40 1.00  |Selection interview fate July 2018
FAC AJ703 iGrounds Maintenance Worker || 40 1.00 |Selection interview 7/11/18

FAC AA197 |Grounds Maintenance Worker Il 40 1.00 {Selection interview 7/11/18

EW ALS59 {Instructional Assistant SpEd(Behaviar Intervention} 30 0.75 |Selection interview early August
PT AJ222 {Instructional Assistant SpEd {Severe) 30 0.75 iSelection interview July 2018

PT AJZ?Q Instructional Assistant SpEd (Severe) 30 0.75 Selection interview July 2018

PT AJ179 jInstructional Assistant SpEd (Severe) 30 0.75 iSelection interview July 2018
ATP Al375 instructional Assistant SpEd (Severe) 27.5 0.89 |Selection interview July 2018
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PERSONNEL LIST

CLASSIFIED PERSONNEL

Employment

1. Classified Substitutes, employment for the 2017-18 school year, effective 05/29/18 through
06/30/18, per attached schedule.

Change in Assignment

1. Nelms, Marley, from Nutrition Program Supervisor/Registered Dietician, Supervisory SR6, 100%
FTE, Nutrition Services Department to Director of Nutrition, Management G5, R4, 100% FTE,
Nutrition Services Department, effective 07/01/18.

Resignation

1. Dudgeon, Michael, School Bus Driver, SR38, 59.37% FTE, Transportation Department,
resignation for the purpose of retirement, effective 06/15/18.

2. Trejo, Pedro, Grounds Maintenance Worker ll, SR39, 100.00% FTE, Facilities Department,
effective 06/29/18.

sj
06/21/18
classbdagenda

Page 75



Classified Personnel Supplement, June 21, 2018

Classified Substitutes
Carrillo, Xavier, effective 5/29/2018
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