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Thursday, July 23, 2020, 4:00 p.m. 
 

Pursuant to Governor Newsom’s Executive Order N-71-20, the Personnel Commission’s regular 
meeting will be held virtually, and all Commissioners will attend the meeting via teleconference.  
Members of the public may participate in the meeting via Zoom, as follows: 

 
https://cajonvalley.zoom.us/j/91794268582?pwd=dHEzQUg0aTU5SEwvck1JUDZHcVRLZz09 
Dial in: 1-669-900-9128 
Meeting ID: 917 9426 8582 
Password: 696508 
 
Employees and the public may comment regarding items on this agenda or matters related to 
Commission business. Please email comments to bishopa@cajonvalley.net no later than 10:00 a.m. on 
July 23, 2020.  Comments will be read aloud to the Personnel Commission during the Public Comment 
section of the agenda. 
 
The Personnel Commission will accommodate individuals with disabilities who wish to submit public 
comments.  If you require accommodation, please contact Maritza Diaz at (619) 588-3050. 

 
REGULAR MEETING  

AGENDA 
 

1. REGULAR MEETING OPEN SESSION 

a. Call to Order/Pledge of Allegiance 

b. Roll Call/Establishment of Quorum 

Virginia Levenson, Chairperson     present    absent 

Victor Garcia, Co-Chairperson  present absent 

Timothy McKay, Member  present  absent 
 

2. PUBLIC COMMENT – Members of the public shall have the opportunity to address the 
Personnel Commission regarding items on the agenda or matters directly related to the 
Commission’s business. In accordance with the Brown Act, the Commissioners may not act 
upon, or engage in a discussion of, non-agenda items or issues raised during public comment 
except to: 1) acknowledge receipt of the information, 2) refer to staff for further study, or 3) refer 
the matter to the next agenda. 

 
3. APPROVAL OF PROPOSED AGENDA 

a. Approve the agenda of the Regular Meeting on July 23, 2020 

Motion by:_____, Seconded by______. Vote:_____ 
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4. APPROVAL OF MINUTES 

a. Approve the unadopted minutes of the Regular Meeting on June 25, 2020 

Motion by:_____, Seconded by______. Vote:_____  
 

5. ACTION ITEMS 

a. Approval of Organizational Memberships 

1.  California Schools Personnel Commissioners Association – San Diego 
Chapter 

Motion by:_____, Seconded by______. Vote:_____  

b. Reinstate and Reallocate Grounds Supervisor Classification and Approve 
Revised Job Description 

 Motion by:_____, Seconded by______. Vote:_____  

c. Approval of Reclassification Recommendations 

1. Reclassify Mental Health Clinician I to Mental Health Clinician II, positions 
# and # .  employees # and # , respectively, effective July 24, 2020 

Motion by:_____, Seconded by______. Vote:_____ 
 

2.  Reclassify Special Education Classroom Assistant-Trainee, 25 positions 
along with the incumbents, to Special Education Classroom Assistant, 
effective August 19, 2020  

     Motion by:_____, Seconded by______. Vote:_____ 
 
d.  Consideration and Action on Salary Study Request, Child Nutrition Services Lead – 

Serving Kitchen 

 Motion by:_____, Seconded by______. Vote:_____ 
 
e. Second Reading of Proposed Revision to Rule 10.100, Definitions, General 

(Probationary Period) and Rule 60.100.1, Duration of Probation 
 
f.  Consideration and Action on Proposed Revision to Rule 10.100, Definitions, 

General (Probationary Period) and Rule 60.100.1, Duration of Probation 
  
 Motion by:_____, Seconded by______. Vote:_____ 

 
6. INFORMATION/DISCUSSION ITEMS 

a. Recruitment Plan for Director-Classified Personnel 

b. Requests for New/Revised/Reclassification of Positions 

1. Status Update:  Manager-Extended Day Program and Instructional 
Assistant/Special Education Classroom Assistant 

2. Counseling Technician – Los Coches Creek Middle School 
3. Administrative Assistant I – Long Range Planning Department 
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c. Vacancies/Recruitments/Personnel Activity 

1. Staff will provide information on current vacancies, ongoing recruitment, and 
establishment and status of eligibility lists 

2. Classified Bumping/Layoff 

i. The Personnel Director will provide information to the Commission 
regarding the layoffs approved by the Governing Board on May 12, 2020 
and the bumping that occurred as a result 

d. Communications 

1. The Personnel Director will provide information to the Commission 
regarding correspondence related to Commission matters 

e. Personnel Commission Rules and Regulations Revisions – Project Timeline 

f. Negotiations Activity 

1. Staff will provide information on current negotiations with CSEA and its 
Chapter 179 

i. Staff will review Memorandum of Understanding – Summer Enrichment 
Program and Opening of the 2020-2021 School Year, dated June 16, 
2020  

7. REPORTS/COMMUNICATION 

a. Commission Members’ Report(s) 

b. Personnel Director Report 

c. Cajon Valley Union School District Report(s) 

d. CSEA 

8. NEXT PERSONNEL COMMISSION MEETING 

a. August 27, 2020 

9. ADJOURNMENT 
 
 
 
 
 



 

 

CAJON VALLEY UNION SCHOOL DISTRICT 
      

Minutes of the Regular Meeting 
 

P E R S O N N E L   C O M M I S S I O N 
 

Date: June 25, 2020  Zoom Meeting    

MEMBERS PRESENT: Virginia Levenson, Commission Chair 
Victor Garcia, Vice Chair 
Timothy McKay, Member 

 
STAFF REPORTING: Michelle Hayes, Assistant Superintendent/Director 
 Angela Bishop, Director 
 Maritza Diaz, Personnel Specialist-Classified 

Kerrie E. McNally, Attorney, Adams Silva & McNally, Counsel to the 
Commission 

 
 
1. REGULAR MEETING OPEN SESSION: 
 
The June 25, 2020 Personnel Commission meeting was called to order at 4:05 p.m., by Virginia 
Levenson, Chair. She welcomed the audience.  
 
a. Tim McKay led the salute to the flag. 
 
b. Roll Call/Establishment of Quorum 
 Virginia Levenson, Chairperson – Present  

Victor Garcia, Co-Chairperson – Present 
Timothy McKay, Member - Present 

 
2. PUBLIC COMMENTS: 
 
No comments.  
 
3. APPROVAL OF PROPOSED AGENDA: 
 
Motion was made to approve proposed agenda for the June 25, 2020 Personnel Commission meeting.  
 
Motion: Tim McKay  
Second: Victor Garcia  
Vote: Unanimous  
 
4. APPROVAL OF MINUTES: 
The minutes of the meeting for May 28, 2020 were presented for approval.  
 
Motion was made to approve minutes for May 28, 2020 
 
Motion: Victor Garcia  
Second: Tim McKay 



 

 

Vote: Unanimous  
 
5. ACTION ITEMS 
 
a.  Consideration and Approval of Professional Services Contracts. 
 
 1.  Adams, Silva & McNally – Counsel to the Commission. 
 
No comments. 
 
Motion to approve Adams, Silva & McNally – Counsel to the Commission.  
 
Motion: Tim McKay  
Second: Victor Garcia  
Vote: Unanimous  
 

2.  Eric Hall & Associates – Classification Study of Administrative Assistant I – Long Range 
Planning Department. 

 
Kerrie McNally, Counsel to the Commission, explained this study was brought to the Commission for 
discussion at the previous meeting. A formal proposal was requested from Eric Hall & Associates,  which 
has been included in the attached documents on this agenda.  This request is for a single-incumbent 
study; cost proposed is not to exceed $975.00.  
 
Motion to approve Eric Hall & Associates – Classification Study of Administrative Assistant I – Long 
Range Planning Department. 
 
Motion: Tim McKay  
Second: Victor Garcia  
Vote: Unanimous  
 
b. Consideration and Approval of Classification Study Recommendation. 
 

1.  Retitle/Reallocate School Office Manager to School Administrative Assistant, effective July 1, 
2019. 

 
2. Retitle/Reallocate School Office Manager-Bilingual to School Administrative Assistant-

Bilingual, effective July 1, 2019. 
 

Ms. McNally explained the study conducted by Eric Hall & Associates for both School Office Manager 
and School Office Manager-Bilingual recommended the reclassification of all positions and incumbents. 
Recommended changes to the job description, title and salary schedule were presented. CSEA and the 
District have completed negotiations on this reclassification. The recommendation is that the Commission 
reclassify School Office Manager to School Administrative Assistant and School Office Manager-Bilingual 
to School Administrative Assistant-Bilingual, effective July 1, 2019, and waive Commission rule 30.300.2.  
 
Mrs. Levenson stated the motion to approve the reclassifications as presented, effective July 1, 2019, 
should approve the waiver of the rule.  
 
Motion to approve the retitle and reallocation of School Office Manager to School Administrative 
Assistant, effective July 1, 2019.  



 

 

 
Motion: Tim McKay 
Second: Victor Garcia 
Vote: Unanimous  
 
Motion to approve the retitle and reallocation School Office Manager Bilingual to School Administrative 
Assistant-Bilingual, effective July 1, 2019.  
 
Motion: Tim McKay 
Second: Victor Garcia 
Vote: Unanimous  
 
6. DISCUSSION/INFORMATION ITEMS:  
 
a. Rules and Regulations Update/Revision 

 
1.  First Reading of Proposed Revision to Rule 10.100, Definitions, General (Probationary Period) 

and Rule 60.100.1, Duration of Probation.  
 
Ms. McNally explained the District brought forward this issue regarding probationary periods at the 
previous meeting. The District and CSEA would like to allow the modification of the probationary period, 
in circumstances where the employee is not performing regular duties due to COVID-19 facility and 
school shutdowns. In this case, some employees received modifications to their regular assigned duties. 
CSEA and the District negotiated a Memorandum of Understanding (MOU) on this issue; however, it is 
required of the Commission to modify two rules, 10.100 and 60.100.1. Ms. McNally identified in rule 
10.100 the recommendations of adding to the probation period definition is less related to COVID-19, but 
to bring the rule up to code. The second recommendation is to modify rule 61.100.1.  Whereby, Education 
Code states that a leave of absence can be excluded from a probation period, this modification allows 
for an employee not working in their regular assignment to be deemed to be on a leave of absence. The 
intent is to allow employees to demonstrate their abilities in the positions for which they were hired, and 
to avoid being released because the District did not have an opportunity to evaluate because of COVID-
19 school closures. This item is presented for Commission discussion.  
 
Victor Garcia, Co-Chair, asked if the modifications to employee assignments were temporary through the 
end of COVID-19 period, or if these changes would be permanent. Ms. McNally stated the modifications 
to the rules would be retroactive effective to March 2020, when schools closed. The rule changes do not 
have an end date, as it is a possibility that during the 2020-2021 school year school closures may occur 
again. Ms. McNally stated she intentionally did not provide an end date to these rules because of that 
possibility; however, Education Code allows for leaves of absences to be excluded from probationary 
periods and these modifications identify school facility closures as a type of leave of absence.  
 
Tim McKay, Member, stated if there could be a paragraph added stating both the District and CSEA 
realize this is temporary language. Ms. McNally responded the intent of MOU was to extend the 
probationary period for a limited time period; however, the Commission may sunset this provision to the 
rules to set end dates. Mr. Garcia and Mrs. Levenson stated there should be an end date, if the need to 
extend past the end date then the Commission would discuss again. Angela Bishop, Director-Classified 
Personnel, asked if it would be helpful to have the COVID-19 reason for closures defined in the rules. 
Ms. McNally stated that can be defined.  
 
Mark Reagles, CSEA Chapter 179 President, shared the MOU stays in effect as long as State and County 
officials have schools shutdown. Once the State allows reopening, then employees would be able to 



 

 

perform duties and continue to work regularly through probation. The MOU states as long as COVID-19 
is in effect. Mr. Reagles shared the MOU has been ratified through CSEA and that this is fair to 
employees, to avoid probationary employees from being released.  
 
Mr. McKay stated he wants all parties involved be aware of the rule changes and impacts.  
 
Ms. McNally stated the end date and reason could be included in the rule changes.  She suggested the 
end date could be December 2020 or for the entirety of the 2020-2021 school year.   
 
Mr. McKay and Mrs. Levenson agreed the end date of December 2021, and the language to reflect health 
orders school closures.  
 
Ms. Bishop stated she will present language for rule changes at next month’s meeting.  
 
Ms. McNally stated her concern is to clearly define a leave of absence; she asked to clarify if an out-of-
classification assignments would considered leave of absences or if remote work be considered a leave 
of absence. Ms. Bishop and Mrs. Levenson agreed that if an employee is performing remote work, they 
are being supervised and, therefore, should be evaluated.  
 
b.  Request for New/Revision/Reinstatement of Position Classifications. 
 

1. Grounds Supervisor 
2. Manager – Extended Day 
3. Instructional Assistant/Special Education Classroom Assistant 

 
Ms. Bishop shared the District has identified these positions as priorities and she is currently working on 
them. The first two listed will be presented at next month’s meeting.  
 
c. Vacancies/Recruitments/Personnel Activity 
 

1. Staff will provide information on current vacancies, ongoing recruitment, and establishment 
and status of eligibility lists. 

 
Maritza Diaz, Personnel Specialist-Classified, reported that there were several changes in vacancies 
reported from the previous month. In-person testing will take place soon and will be the first exam 
proctored following social distancing protocols. No current recruitments or new eligibility lists were 
established; eligibility list information reflected removal of any expired lists.  
  

2. Classified Personnel Report 
 

No comments.  
 
d. Negotiations Activity 
 

1.  Staff will provide information on current negotiations with CSEA. 
 
Michelle Hayes, Assistant Superintendent-Personnel Services, shared an MOU has been established 
and has completed the 610 review process; it is currently pending ratification by the bargaining unit 
members. The MOU provides safety protocols for all Classified employees starting the school year and 
those working the Summer Enrichment Program, as well as those employees at the District Office 
returning July 6, 2020. The MOU also provides information and procedures to follow the Families First 



 

 

Coronavirus Response Act, grating leave available to staff.  Ms. Hayes reported an agreement was 
reached to provide employees working in the Summer Enrichment, Summer Camp - Extended Day 
Program and Extended School Year (ESY) with a five (5) percent differential pay due to the added risk 
of working. 
 
7. REPORTS/COMMUNICATION 
 

a. Commission Members’ Report(s) – No comments. 
 
b. Personnel Director Report  
 

Ms. Bishop reported she worked on seniority lists for positions affected by layoff or bumping and 
notificaations to affected employees.  The response deadline from those employees is June 26, 2020. 
Ms. Bishop also shared she requested plexiglass dividers to be installed by Maintenance in the computer 
lab to allow more candidates to be tested at once.  James Beard, Director-Facilities, Maintenance & 
Operations, will evaluate the project. 

 
c. Cajon Valley Union School District Report(s). 

 
Ms. Hayes shared that sites will begin a Summer Enrichment Program for four weeks starting July 13, 
2020. This program will operate similar to the Chase Extended Day Program shared with Commission in 
last meeting. This program will also include an instructional program with certificated teachers.  Ms. 
Hayes also shared on the TedXKids@ElCajon event that recently took place. She reported she is working 
with CSEA and CVEA to discuss the school reopening plan. The District will also start a summer reading 
program for students and the Cajon Valley flash mob video planning has begun; social distancing will be 
in place for the video. 
 
Ms. Hayes stated there will be several employee trainings on new safety procedures to take place for 
reopening of schools when students return, including temperature checks. Health Services School Nurse, 
Jennifer Shultz, has recorded a safety compliance video.  All employees will be required to watch this 
video prior to returning to work.  
 
Ms. Hayes also introduced Amanda Silva, Certificated Personnel Director.  

 
d. CSEA 
 

Mark Regales thanked Commissioners on the approval of the consultant for Administrative Assistant I – 
Long Range planning position.  
 
8. ADJOURN TO EXECTUIVE SESSION 

 
The Commission adjourned to Executive Session at 4:46 p.m. 
 
9. RECONVINE OPEN SESSION 
 
The meeting was reconvened to Open Session at 5:04 p.m., by Mrs. Levenson. 
 
10. REPORT OUT OF EXECUTIVE SESSION 
 
Mrs. Levenson asked Ms. McNally to report out the Executive Session.  
 



 

 

Ms. McNally reported the Personnel Commission unanimously voted with Commissioners Levenson, 
McKay and Garcia voting in favor to approve a settlement agreement with the District effective 
immediately.  
 
11. NEXT PERSONNEL COMMISSION MEETING:  
 
July 23, 2020 
 
123 ADJOURNMENT: 
 
The meeting was adjourned at 5:07 p.m. 
 
Respectfully submitted, 

 
Angela Bishop, Director-Classified Personnel 
 

 
Virginia Levenson, Commission Chair 

 
Maritza Diaz, Recording Secretary 
 



 

San Diego County School Personnel 

Commissioners Association 

Website: http://sd.pcasc.us 

 

 

 

 

 
 

INVOICE 
 
July 1, 2020 

 

Dear Member District: 
 
Effective 2007, representatives from member districts approved a $50 annual membership. The 
annual membership due shall be paid by the end of the first quarter of each year, September 30.  
This letter serves as the reminder and the invoice for you to submit the payment.    
 
 
2020-2021 SDCSPCA Membership   $50 
 
 
Please make checks payable to SDCSPCA and mailed to: 
(Purchase orders are not accepted.) 
 
SDCSPCA 
C/O, Angela Bishop, Personnel Director 
Cajon Valley Union School District  
P.O. Box 1007 
El Cajon, CA 92022-1007 
 
Sincerely,  
 
Victor Garcia, Treasurer  
619-248-6591 
vicgarcia41@yahoo.com 
 
 
 
 
 
  
 
 

 

http://sd.pcasc.us/
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REINSTATE AND REALLOCATE CLASSIFICATION 
 

GROUNDS SUPERVISOR 
 
Past budget reductions necessitated the reorganization of Maintenance and Operations 
Department, which resulted in the elimination of some positions and the reinstatement of others 
to support combined service areas.  Most recently, in March 2018, the reinstatement of the 
Operations Supervisor position was approved to provide supervision of the District’s custodial 
and groundskeeping functions.   
 
With the recent retirement of the Operations Supervisor, the organizational effectiveness of the 
operations functions and efficiency of services has been reevaluated.  Given that the majority of 
custodial oversight is needed in the evening hours and groundskeeping oversight during 
daytime hours, one supervisor assigned two functional areas was ineffective.  Employees 
working day and night shifts are better supported, work is effectively coordinated, and 
department standards are improved when there is leadership immediately available during the 
assigned work shift.   
 
To that end, two Custodial Crew Leads will continue to support evening custodial activities and it 
will be necessary to reinstate the Grounds Supervisor position to provide leadership of the 
District’s groundskeeping department.   
 
The Grounds Supervisor will plan, coordinate and supervise the day-to-day operations of the 
District’s grounds maintenance operations; conduct inspections and walk-throughs to assure 
quality standards and time schedules are met; perform technical or specialized grounds 
maintenance and landscaping activities at various sites; maintain a variety of records and 
prepare reports related to assigned activities; train, supervise and evaluate the performance of 
assigned staff. 
 
Based on the analysis of data gathered by surveying comparison districts, as well as conducting 
an internal alignment review, reallocating the reinstated position at Range 5 on the Supervisory 
Salary Schedule (CVSA) is the appropriate. 
 
Additionally, based on the foregoing, a recommendation to reinstate the position and approve 
the revised duties of the Grounds Supervisor will be submitted to the Governing Board for action 
at their meeting on July 28, 2020. 
 
The job description and salary reallocation for the reinstated classification are pending 
negotiations with the Cajon Valley Supervisory Association (CVSA).   
 
The proposed revised job description is attached for your review and approval. 
 
 
DIRECTOR'S RECOMMENDATION 
 
In accordance with Commission Rule 30.200.9, the following recommendations are submitted 
for your consideration: 
 
1] Reinstate Grounds Supervisor classification; 
2] Approve revised job description, as submitted; and, 
3] Reallocate the classification to Range 4 on the Cajon Valley Supervisory Association 

salary schedule. 



Supervisory Salary Schedule:  Range 5  Approved:  03/02/93; 08/01 reinstated with new title & salary 
placement; 04/05 reallocated from Range 4 to Range 6; 
07/20 reinstated w/ new title & reallocated from Range 6 to 
Range 5 

 
 

CAJON VALLEY UNION SCHOOL DISTRICT 
 
CLASS TITLE:  GROUNDS FOREMAN SUPERVISOR 
 
BASIC FUNCTION: 
 
Under direction of the Director-Facilities, Maintenance and Operations department 
Administrator, plan, organize coordinate and supervise of the day-to-day operations of the 
District’s grounds maintenance operations; conduct inspections and walk-throughs to assure 
quality standards and time schedules are met; perform technical or specialized grounds 
maintenance and landscaping activities at various sites; maintain a variety of records and prepare 
reports related to assigned activities; train, supervise and evaluate the performance of assigned 
staff. 
 
REPRESENTATIVE DUTIES: 
 
ESSENTIAL DUTIES: 
Plan, organize, and supervise all areas related to the district’s grounds maintenance operations. 
Train, supervise, and evaluate the performance of assigned staff. Plan, schedule, and coordinate 
work and assignments. Order and purchase supplies and equipment and maintain adequate 
inventory to meet all needs. Estimate time and cost to complete grounds maintenance and/or new 
grounds projects. Independently perform functions which are of a technical or specialized nature 
in site construction or maintenance. Maintain vehicle service and operating records, mix and apply 
chemicals for fertilization, insect, and weed killers. Assure proper chemical usage management 
and maintain required documentation. Install, maintain, and repair irrigation systems. Program 
irrigation controllers. Maintain appropriate records pertaining to grounds maintenance operations. 
Communication with school site administrators to assure that grounds maintenance requirements 
are being fulfilled. Review blueprints and designs for grounds maintenance projects. Work with 
outside contractors as required. Perform other related duties as assigned. 
 
Plan, coordinate and supervise all areas related to the day-to-day operations of District’s 
grounds maintenance operations. 
 
Train, supervise and evaluate the performance of assigned staff; interview and select staff, as 
assigned. 
 
Plan, prioritize, and schedule department activities and work assignments; adjust work schedules 
and priorities, as necessary; conduct inspections and walk-throughs to assure quality standards 
and time schedules are met. 
 
Determine grounds maintenance needs; develop, prepare and/or review plans, design 
specifications and bids for grounds maintenance activities and/or new landscaping projects; 
prepare cost, time and labor estimates; prepare materials lists to effectively schedule and 
complete projects.  
 
Independently perform functions of a technical or specialized nature in grounds maintenance or 
landscaping; supervise or install, maintain and repair irrigation systems; program irrigation 
controllers; perform maintenance of landscaped areas and sport fields, including mowing, 
pruning, watering, planting, irrigation services and pest management. 
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Assure proper chemical usage management in accordance with Integrated Pest Management 
(IPM) requirements and maintain required documentation; mix and apply chemicals for 
fertilization, insect and weed killers. 
 
Develop and implement safety standards and procedures; instruct staff in safe work practices; 
assure compliance with applicable local, state, and federal rules, regulations and laws as well as 
policies, procedures, and objectives of the District related to assigned activities. 
 
Establish and maintain effective working relationships with District and site administrators, 
personnel, vendors, contractors, the general public and others to coordinate services, supplies 
and materials; work with site administrators to schedule and outside contractors to assure 
grounds maintenance requirements are being fulfilled.  
 
Respond to routine and emergency calls districtwide during and after regular hours. 
 
Maintain a variety of records and prepare reports related to assigned activities; determine 
supply and equipment needs; order or purchase supplies and materials, as needed; 
maintain adequate inventory to meet department needs; generate purchase requisitions 
and work orders, etc., as needed. 
 
Operate a variety of grounds maintenance tools, equipment and standard office 
equipment, including computer and assigned software; drive a vehicle to various sites 
throughout the workday conduct work, as necessary. 
 
Attend and conduct a variety of meetings and trainings, including ongoing employee 
training to ensure proper techniques, injury prevention and efficiency.  
 
OTHER DUTIES: 
Perform related duties as assigned. 
 
KNOWLEDGE AND ABILITIES 
 
KNOWLEDGE OF: 
Tools, equipment, materials, chemicals, and methods used in grounds maintenance work. 
Principles and techniques of gardening and landscaping. Good mechanical aptitude. Operation 
of grounds maintenance equipment, including earth movers. Principles and practices of 
supervision, planning, scheduling, and coordinating work of a crew. 
 
Technical aspects of field of specialty. 
Tools, equipment, materials, chemicals and methods used in grounds maintenance work. 
Applicable laws, codes, rules, regulations, policies and procedures related to assigned activities. 
Methods, techniques and quality standards, supplies, tools and equipment applicable to 

grounds maintenance and landscaping. 
Principles and practices of supervision, training, scheduling and coordinating the work of a crew. 
Safe operation of related tools, grounds equipment, including earth movers.  
Health standards, hazards and safety regulations.  
Safe driving practices. 
Proper lifting techniques. 
Oral and written communication skills.  
Interpersonal skills using tact, patience and courtesy.  
Operation of a computer and assigned software. 
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ABILITY TO: 
Plan, organize, and supervise district grounds maintenance operations. Train, supervise, and 
evaluate the performance of assigned staff. Plan, schedule, and coordinate work and 
assignments. Work independently with initiative. Carry out written and oral directions. Establish 
and maintain effective and cooperative working relationships with administrators, subordinates, 
and the public. Maintain accurate records. 
 
Plan, organize and supervise District grounds maintenance operations. 
Train, supervise and evaluate the performance of assigned staff. 
Plan, schedule and coordinate work assignments to meet schedules and timelines. 
Interpret, explain and apply applicable laws, codes, rules, regulations, policies and 

procedures related to assigned activities.  
Read plans and design specifications and prepare cost estimates. 
Operate tools, equipment and vehicles skillfully and safely. 
Observe health and safety regulations. 
Understand and follow oral and written instructions. 
Communicate effectively both orally and in writing.  
Establish and maintain cooperative and effective working relationships with others.  
Analyze situations accurately and adopt an effective course of action.  
Work independently with initiative.  
Maintain a physically rigorous work schedule. 
Estimate materials and supply needs accurately. 
Prepare and maintain accurate records and reports related to assigned activities. 
Operate a computer, assigned software and standard office equipment. 
 
EDUCATION AND EXPERIENCE: 
Any combination equivalent to: graduation from high school, or equivalent, supplemented by 
training in landscaping and gardening, and three years’ recent increasingly responsible grounds 
maintenance experience, including at least one year in a lead or supervisory capacity 
responsibility.   
 
LICENSES AND OTHER REQUIREMENTS: 
 
Valid Class B C California driver’s license. 
Ability to qualify and maintain qualification for District vehicle insurance coverage. 
Possession of a current, valid, Pesticide Applicator’s Certificate or ability to qualify during the 

probationary period. 
 
WORKING CONDITIONS: 
 
ENVIRONMENT: 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. While performing the duties of this 
job, the employee regularly works near moving mechanical parts and in outside weather 
conditions and is regularly exposed to risk of electrical shock. The employee frequently works in 
high, precarious places and is frequently exposed to toxic or caustic chemicals. The employee is 
occasionally exposed to wet and/or humid conditions and vibration.  
 
Indoor and outdoor work environment. 
Driving a vehicle to conduct work. 
Regular exposure to adverse weather conditions.  
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PHYSICAL DEMANDS: 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. While performing the duties 
of this job, the employee is regularly required to stand; walk; use  hands to finger, handle, or feel 
objects, tools, or controls; talk or hear; and taste or smell. The employee is occasionally required 
to reach with hands and arms; climb or balance; and stoop, kneel, crouch, or crawl.  
 
The employee must regularly lift and/or move up to 25 pounds and occasionally lift and/or move 
up to 50 pounds. Specific vision abilities required by this job include close vision, color vision, 
peripheral vision, depth perception, and the ability to adjust focus. The selected candidate must 
be able to perform the duties of a rigorous work schedule which includes lifting, loading, and 
unloading, and pass a physical examination and drug screen certifying this ability. 
 
Dexterity of hands and fingers to operate power tools, computer and a variety of equipment. 
Visual acuity to observe and perform repair, read fine print, see up close and distances, color and 

peripheral vision, depth perception and the ability to adjust focus. 
Hearing and speaking to exchange information. 
Sense of smell sufficient to recognize and distinguish chemical fumes and odors.  
Stand, sit, climb, kneel, crawl, crouch, squat, balance and bend at the waist for extended periods 

of time. 
Walking over rough or uneven surfaces to conduct work and/or inspections. 
Reaching overhead, above the shoulders and horizontally. 
Regularly pull, push, lift and carry heavy objects weighing up to 50 pounds, frequently lift 

and/or move up to 75 pounds, and occasionally lift and/or move more than 100 pounds 
with assistance. 

Physical stamina sufficient to perform heavy manual labor. 
 
HAZARDS: 
Exposure to dust, gas, fumes, chemicals, loud noise and vibration from equipment, extreme 
temperatures and humidity, biohazardous materials such as sewage. 
Operating heavy equipment and machinery with moving parts. 
Occasional need to work at heights. 
Traffic hazards. 

NOTE:  
Safety-sensitive job class. Employees in this job class will be subject to random selection for 

alcohol or controlled substance testing. 
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 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. 

 
CLEARANCES:  
 
Criminal Justice Fingerprint /Background 
Tuberculosis 
Pre-placement Physical and Drug Screen 
 



 

Cajon Valley Union School District Personnel Commission Agenda 
 July 23, 2020 

 
RECLASSIFICATION OF POSITION 

 
Mental Health Clinician I (Three Positions) 

 
In June 2019, the Mental Health Clinician I (MHC I) and Mental Health Clinician II (MHC II) 
classifications were established to provide a variety of mental health services to qualifying 
students, including screening and assessments, diagnosis, treatment planning, crisis 
intervention, as well as individual, family and group counseling in school, home and/or 
community settings.   
 
Incumbents in the MHC I and MHC II classifications perform the same mental health services; 
however, the level of the classification is distinguished by licensure requirements by the State of 
California as a Licensed Marriage Family Therapist (LMFT), Licensed Clinical Social Worker 
(LCSW), Marriage Family Child Counselor (MFCC), or Licensed Professional Clinical Counselor 
(LPCC).  To that end, a provision of the MHC I classification included promotion of an 
incumbent to the MHC II classification upon becoming fully licensed. 
  
Proof of licensure was submitted by three incumbents in the MHC I classification. Therefore, the 
incumbents meet the requirements for MHC II and are deemed qualified without further 
examination as is required by the Education Code and Merit System Rules and Regulations. 
 
Consistent with District payroll practices, it is recommended that reclassification take effect on 
the first of the month following the incumbent’s submission of licensure.  Therefore, action to 
waive Personnel Commission Rule 30.300.2, must be taken:  
 

30.300.2 Effective Date of Reclassification  
Reclassification of a position shall be effective on the date prescribed by the 
Commission and shall not have retroactive effect. Effective dates may be set sufficiently 
in the future to allow time for examinations to be completed, but for not more than three 
months. 

 
Based on the above, the following recommendations are submitted for your 
consideration. 
 
DIRECTOR'S RECOMMENDATION 
In accordance with Commission Rule 30.300.1 and 30.300.2, the following recommendation is 
submitted for Personnel Commission approval: 

1. Waive Rule 30.300.2 of the Personnel Commission Rules and Regulations; and, 
2. Reclassify positions, along with incumbents, from Mental Health Clinician I (Range 40) to 

Mental Health Clinician II (Range 46), effective the first of the month following 
submission of licensure, as follows: 

 

POS ID# EMPL ID# RECOMMENDED JOB CLASS EFFECTIVE DATE 
5703 631788 Mental Health Clinician II July 1, 2020 
5710 631463 Mental Health Clinician II July 1, 2020 
5706 631828 Mental Health Clinician II August 1, 2020 



CAJON VALLEY UNION SCHOOL DISTRICT 

PERSONNEL COMMISSION 

 
 

Classified Employees’ Salary Schedule:  Range 40  G.B. 06/25-19; P.C. (New) 

CLASS TITLE: MENTAL HEALTH CLINICIAN I 

  

BASIC FUNCTION: 

  

Under the direction of the Manager, Mental Health Services or designee, provide direct mental 

health services for assigned eligible students at various school sites within the district; provide 

assessment, intervention and ongoing therapeutic services, including individual, group and parent 

counseling; perform case management, and treatment coordination and collaboration;  support 

the therapeutic milieu in specialized behavioral programs. 

  

DISTINGUISHING CHARACTERISTICS: 

 

Mental Health Clinician (MHC) I classification is license-eligible and working under the 

supervision and close review of the licensed, certified Manager, Mental Health Services to gain 

clinical experience required to qualify for licensure. Incumbents perform the same mental health 

services as a MHC-II; however, incumbents are not fully licensed and require mandated 

supervision. Mental Health Clinician (MHC) II classification provides a variety of mental health 

services for eligible students. Incumbents are fully licensed by the State of California as a 

Licensed Marriage Family Therapist (LMFT), Licensed Clinical Social Worker (LCSW), Marriage 

Family Child Counselor (MFCC), or Licensed Professional Clinical Counselor (LPCC).  MHC-II is 

not mandated to receive supervision; however, minimal supervision support is provided for the 

purposes of accountability and to ensure optimal mental health services for students. 

 

REPRESENTATIVE DUTIES:  

 

ESSENTIAL DUTIES: 

 

In consultation and collaboration with the licensed, certified Manager, Mental Health Services, 

provide direct mental health services including, but not limited to, consultation; assessment; 

observation; individual, group and parent counseling; treatment coordination and case 

management for eligible students. 

 

Perform clinical assessments, conduct interviews and make observations, and recommend 

diagnosis; use psychosocial case histories, psychological test results and educational 

assessment tools to evaluate and assess the nature and extent of an individual’s condition; 

develop and implement treatment plans under the supervision and approval of the Manager, 

Mental Health Services; complete related reports, as needed.  

 

Plan, prepare, and conduct individual and group counseling designed to make progress on IEP 

goals and improve social and emotional functioning and development; provide service in the 

milieu, educational, home or community settings.
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Implement IEP goals related to counseling, counseling and guidance, and/or parent counseling, 

as written; collect data and document progress on goals. 

 

Meet with students, family members and school staff to interpret and explain the social and 

emotional factors pertaining to mental illness and the methods of alleviating emotional and 

environmental problems. 

 

Provide crisis support through behavioral interventions, assisting students to 

maintain/obtain/regain success in their academic and social environments.  

 

Maintain consistent collateral contact, collaboration, case management, and consultation with the 

student’s IEP team members, including family members, external service providers and 

school/district officials regarding the student’s needs, goals and progress.  

 

Provide consultative and collaborative support a subject matter expert to administrators, teachers, 

parents, related service providers and/or other interested parties regarding mental health or 

behavioral issues during the treatment process of students; ensure sensitivity to student privacy. 

 

Participate in individual student Individualized Education Plan (IEP) meetings; collaborate with 

the Education Specialist to prepare and present appropriate IEP goals and objectives related to 

counseling, counseling and guidance, and/or parent counseling; make recommendations to 

district personnel for mental health services and/or level of services, as necessary. 

 

Participate in special assessments, individual counseling plans and other student progress 

meetings. 

 

Collaborate with Education Specialist to monitor student progress towards IEP goals related to 

counseling, counseling and guidance, and/or parent counseling; alert Education Specialist when 

student is not making progress and/or not participating in services. 

 

Collaborate with Education Specialist on reporting progress on goals at progress reporting periods 

and for IEP reviews, as necessary. 

 

Under the supervision and review of the Manager, Mental Health Services and with signed 

consent through a Release of Information, coordinate and collaborate on treatment with student’s 

private therapist and/or psychiatrist on a regular basis. 

 

Communicate via phone or in person with family, as required, to offer and encourage parent/family 

counseling, when stated as a service on the IEP. 

Plan, prepare, and conduct in-service and community resources that provide services for students 

and parents in therapeutic, psychiatric and/or other needs. 

 

Develop, coordinate, implement, and evaluate the progress of intervention plans utilized to 

address the student’s goals, with accompanying documentation of progress. 
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Demonstrate cultural sensitivity in relationships with students, families, and school/district officials 

within the academic setting by communicating with students and parents in an interpersonally 

skilled manner using courtesy, tact, diplomacy, sensitivity, patience and professionalism.  

 

Ensure the proper prioritization, timely completion, and meeting of deadlines for any required 

reports, documentation and/or assigned projects and tasks, as directed. 

 

May participate in the district crisis intervention team. 

 

Make referrals to appropriate resources in the community.  

 

Maintain confidentiality of student records and information. 

 

Consult with community agencies on the identification and management of social and mental 

health issues. 

 

Participate in the development of any district or school-wide initiative or policy related to the 

promotion of student well-being and mental health. 

 

May work a flexible schedule to meet with families and provide family counseling sessions per 

IEP and/or other identified services.  

 

Under the supervision and review of Manager, Mental Health Services, provide all related services 

for identified students per the IEP. 

 

Prepare and present oral and/or written reports; maintain records related to assigned functions, 

i.e., document all Special Education services provided in the Special Education Information 

System (SEIS) Service Tracker, complete Medical billing, etc. 

 

Operate a variety of office equipment, including computer and assigned software; drive a vehicle 

to conduct work. 

 

Participate in ongoing weekly clinical supervision, monthly staff or other meetings and 

professional learning, as assigned. 

 

Adhere to the legal and ethical requirements and standards of the individual’s licensing board, 

Health Insurance Portability and Accountability Act (HIPAA), and Federal Educational Rights and 

Privacy Act (FERPA). 

 

OTHER DUTIES: 

Performs related duties as assigned. 
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KNOWLEDGE AND ABILITIES: 

  

KNOWLEDGE OF: 

Current professional clinical management techniques. 

Interventions for special populations such as, but not limited to, Cognitive Behavioral Therapy 

(CBT), Motivational Interviewing (MI), Emotionally Focused Therapy (EFT), Dialectical 

Behavioral Therapy (DBT). 

Individualized Education Plan (IEP) process. 

Psychological and behavioral dysfunctions. 

Marriage and family relationships and theory. 

Group dynamics. 

Treatment modalities, consultation methods and techniques. 

Evidence Based Practices.  

Crisis intervention techniques and theory. 

State child and adult abuse reporting laws. 

Cultural and socio-economic factors impacting mental health. 

Trauma-Informed Care. 

State and federal laws, and regulations related to Individuals with Disabilities Education Act 

(IDEA), and Accountability Act (HIPPA) and Family Educational Rights and Privacy Act 

(FERPA). 
 

ABILITY TO: 

Evaluate a complex psycho-social history, conduct assessments, make diagnoses and develop 

an appropriate treatment plan under the supervision and review of Manager, Mental Health 

Services. 

Monitor, evaluate, and adjust individual treatment plans, programs, and therapy interventions in 

response to student needs and progress.  

Decrease impairing symptomology and increase functioning in the home, school and community 

settings under the supervision and review of the Manager, Mental Health Services. 

Perform crisis intervention.  

Facilitate individual, family, and group counseling under the supervision and review of the 

Manager, Mental Health Services. 

Facilitate support groups under the supervision and review of the Manager, Mental Health 

Services. 

Maintain records and prepare reports electronically under the supervision and review of the 

Manager, Mental Health Services. 

Communicate effectively orally and in writing. 

Establish and maintain effective working relationships.  

Work collaboratively with students, parents, administrators, employees, private health providers 

and the public representing diverse cultures and backgrounds.  

Interpersonal skills that demonstrate tact, patience, courtesy, and empathy. 

Treat fellow employees, representatives of outside agencies and members of the public with 

courtesy and respect. 



Mental Health Clinician I – Continued  Page 5 

 

Work effectively with diverse groups of students and families possessing diverse socio-economic 

and multicultural backgrounds. 

Provide services to students, parents and school staff that support Positive Interventions and 

Supports (PBIS) and a Trauma Informed Care (TIC) school culture.  

Maintain service logs for treatment plans and services as stated in the IEP. 

Exercise appropriate judgment in answering questions and releasing information. 

Analyze and project consequences of decisions and/or recommendations. 

Function calmly in situations that are emotionally and behaviorally escalated.  

Schedule a number of activities, meetings, and/or events. 

Demonstrate flexibility when working with a wide variety of circumstances and environments. 

Adapt to changing work priorities. 

Maintain regular and consistent attendance. 

Work a flexible schedule. 

Develop and present training programs. 

Plan, organize and prioritize work effectively. 

Meet schedules and time lines. 

Prepare effective oral and written reports, and maintain various records and files. 

Operate a variety of office equipment, including a computer and assigned software. 

 

EDUCATION AND EXPERIENCE: 

  

Any combination of training, experience and/or education equivalent to Master’s degree or higher 

in psychology, social work, or mental health counseling; and a minimum of two (2) years post-

masters experience providing mental health treatment services to children, adolescents, and their 

families. Experience with K-12 students in a public school setting receiving special education 

services preferred. Bilingual (Spanish or Arabic) desirable. 

LICENSES AND OTHER REQUIREMENTS: 

  

Must be license-eligible or working towards licensure by the State of California as a Marriage 

Family Therapist (MFT), Marriage Family Child Counselor (MFCC), Licensed Professional 

Clinical Counselor (LPCC), or Licensed Clinical Social Worker (LCSW). 

Valid California driver’s license. 

Ability to qualify for and maintain qualification for District automobile insurance coverage. 

Possession of current certification in infant, child, and adult cardiopulmonary resuscitation (CPR) 

and certified Multimedia First Aid Card is required from an EMSA certified provider.  Online 

certifications are not accepted. 

Maintain certification and training in Pro-Act.   

Subject to a flexible work schedule, including nights, weekends and holidays. 

 

WORKING CONDITIONS: 

  

ENVIRONMENT: 

Indoor office, classroom, school milieu setting, community, or home environments. 
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Driving a personal vehicle to consult with clients or provide services. 

 

PHYSICAL DEMANDS: 

Hearing and speaking to exchange information in person and on the telephone. 

Seeing to perform assigned duties. 

Sitting or standing for extended periods of time.  

Dexterity of hands and fingers to operate a computer keyboard and other office equipment.  

Keeling, bending at the waist, and reaching overhead, above the shoulders and horizontally, to 

retrieve and store files and supplies. 

Frequently lift and/or move up to 25 pounds. 

Physical ability to act swiftly in an emergency situation. 

 

HAZARDS: 

Contact with dissatisfied or verbally escalated individuals. 

 

CLEARANCES: 

 

Criminal Justice Fingerprint /Background 

Tuberculosis 

Pre-placement Physical and Drug Screen 

 

NOTE: An incumbent in the job class of Mental Health Clinician I may be promoted to Mental 

Health Clinician II upon becoming fully licensed by the State of California and with 

approval of the Personnel Commission that the incumbent meets the minimum 

qualifications listed on the current class description of the higher job class. 

 



CAJON VALLEY UNION SCHOOL DISTRICT 

PERSONNEL COMMISSION 

 

 

Classified Employees’ Salary Schedule:  Range 46  G.B. 06/25/19; P.C.  (New) 

CLASS TITLE: MENTAL HEALTH CLINICIAN II 

  

BASIC FUNCTION: 

  

Under the direction of the Manager, Mental Health Services and/or designee, provide direct 

mental health services for assigned eligible students at various school sites within the district; 

provide assessment, intervention and ongoing therapeutic services, including individual, group 

and parent counseling; perform case management, and treatment coordination and collaboration; 

support the therapeutic milieu in specialized behavioral programs. 

  

DISTINGUISHING CHARACTERISTICS: 

 

Mental Health Clinician (MHC) II classification provides a variety of mental health services for 

eligible students. Incumbents are fully licensed per California Board of Behavioral Sciences (BBS) 

as a Licensed Marriage Family Therapist (LMFT), Licensed Clinical Social Worker (LCSW), 

Marriage Family Child Counselor (MFCC) or Licensed Professional Clinical Counselor (LPCC). 

MHC-II is not mandated to receive supervision; however, minimal supervisory support is provided 

for the purposes of accountability and to ensure optimal mental health services for students.  

Mental Health Clinician (MHC) I classification is license-eligible and working under the 

supervision and close review of the licensed, certified Manager, Mental Health Services to gain 

clinical experience required to qualify for licensure. Incumbents perform the same mental health 

services for eligible students as a MHC-II; however, incumbents are not fully licensed and require 

mandated supervision. 

 

REPRESENTATIVE DUTIES:  

 

ESSENTIAL DUTIES: 

Provide direct mental health services including, but not limited to, consultation; assessment; 

observation; individual, group and parent counseling; treatment coordination and case 

management for eligible students. 

 

Perform clinical assessments, conduct interviews, and make observations, and recommend 

diagnosis; use psychosocial case histories, psychological test results and educational 

assessment tools to evaluate and assess the nature and extent of an individual’s condition; 

develop and implement treatment plans; complete related reports, as needed. 

 

Plan, prepare, and conduct individual and group counseling designed to make progress on 

Individual Education Plan (IEP) goals and improve social and emotional functioning and 

development; provide service in the milieu, educational, home or community settings. 

 

Implement IEP goals related to counseling, counseling and guidance and/or parent counseling, 

as written; collect data and document progress on goals. 
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Meet with students, family members and school staff to interpret and explain the social and 

emotional factors pertaining to mental illness and the methods of alleviating emotional and 

environmental problems. 

 

Provide crisis support through behavioral interventions, assisting students to maintain/ 

obtain/regain success in their academic and social environments.  

 

Maintain consistent collateral contact, collaboration, case management, and consultation with the 

student’s IEP team members, including family members, external service providers and 

school/district officials regarding the student’s needs and goals as well as progress on goals.  

 

Provide consultative and collaborative support as a subject matter expert to administrators, 

teachers, parents, related service providers and/or other interested parties regarding mental 

health or behavioral issues during the treatment process of students; ensure sensitivity to student 

privacy. 

 

Participate in individual student IEP meetings; collaborate with the Education Specialist to prepare 

and present appropriate IEP goals and objectives related to counseling, counseling and guidance 

and/or parent counseling and make recommendations to district personnel for mental health 

services and/or level of services as necessary. 

 

Participate in special assessments, individual counseling plans and other student progress 

meetings. 

 

Collaborate with Education Specialist to monitor student progress towards goals related to 

counseling, counseling and guidance and/or parent counseling and alert Education Specialist 

when student is not making progress and/or not participating in services.  

 

Collaborate with Education Specialist on reporting progress on goals at progress reporting periods 

and for annual IEP reviews. 

 

Coordinate and collaborate on treatment with student’s private therapist and/or psychiatrist on a 

regular basis, with signed consent through a Release of Information. 

 

Communicate via phone or in person with family, as required, to offer and encourage parent/family 

counseling when stated as a service on the IEP. 

 

Plan, prepare, and conduct in-service and community resources that provide services for students 

and parents in therapeutic, psychiatric and/or other needs. 

 

Develop, coordinate, implement, and evaluate the progress of intervention plans utilized to 

address the student’s goals, with accompanying documentation of progress. 
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Demonstrate cultural competency in relationships with students, families, and school/district 

officials within the academic setting by communicating with students and parents in an  

interpersonally skilled manner using courtesy, tact, diplomacy, sensitivity, patience and 

professionalism.  

 

Ensure the proper prioritization, timely completion, and meeting of deadlines for any required 

reports, documentation and/or assigned projects and tasks, as directed. 

 

May participate in the district crisis intervention team. 

 

Make referrals to appropriate resources in the community.  

 

Maintain confidentiality of student records and information. 

 

Consult with community agencies on the identification and management of social and mental 

health issues. 

 

Participate in the development of any district or school-wide initiative or policy related to the 

promotion of student well-being and mental health. 

 

May work a flexible schedule to meet with families and provide family counseling sessions per 

IEP and/or other identified services.  

 

Provide all related services for identified students per the IEP. 

 

Prepare and present oral and/or written reports; maintain records related to assigned functions, 

i.e., document all Special Education services provided in the Special Education Information 

System (SEIS); Service Tracker, complete Medical billing, etc. 

 

Operate a variety of office equipment, including a computer and assigned software; drive a vehicle 

to conduct work. 

 

Participate in ongoing weekly clinical supervision, monthly staff or other meetings and 

professional learning, as assigned. 

 

Adhere to the legal and ethical requirements and standards of the individual’s licensing board, 

Health Insurance Portability and Accountability Act (HIPAA), and Federal Educational Rights and 

Privacy Act (FERPA). 

 

OTHER DUTIES: 

Performs related duties as assigned. 
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KNOWLEDGE AND ABILITIES: 

  

KNOWLEDGE OF: 

Current ad professional clinical management techniques. 

Interventions for special populations such as, but not limited to; Cognitive Behavioral Therapy 

(CBT), Motivational Interviewing (MI), Emotionally Focused Therapy (EFT), Dialectical 

Behavioral Therapy (DBT). 

Individualized Education Plan (IEP) process. 

Psychological and behavioral dysfunctions. 

Marriage and family relationships and theory. 

Group dynamics. 

Treatment modalities, consultation methods and techniques. 

Evidence-based Practices. 

Crisis intervention techniques and theory. 

State child and adult abuse reporting laws. 

Cultural and socio-economic factors impacting mental health. 

Trauma-Informed Care. 

State and federal laws, and regulations related to Individuals with Disabilities Education Act 

(IDEA), Health Insurance Portability and Accountability Act (HIPPA) and Family Educational 

Rights and Privacy Act (FERPA). 

 

ABILITY TO: 

Evaluate a complex psycho-social history, conduct assessments, make diagnoses and develop 

an appropriate treatment plan 

Monitor, evaluate, and adjust individual treatment plans, programs, and therapy interventions in 

response to student needs and progress; decrease impairing symptomology and increase 

functioning in the home, school and community settings. 

Perform crisis intervention.  

Facilitate individual, family, and group counseling. 

Facilitate support groups. 

Maintain records and prepare reports electronically. 

Communicate effectively orally and in writing. 

Establish effective working relationships with those contacted in the course of work. 

Work collaboratively with students, parents, administrators, employees, private health providers 

and the public representing diverse cultures and backgrounds. 

Interpersonal skills that demonstrate tact, patience, courtesy and empathy. 

Treat fellow employees, representatives of outside agencies and members of the public with 

courtesy and respect. 

Work effectively with diverse groups of students and families possessing diverse socio-

economic and multicultural backgrounds. 

Provide services to students, parents and school staff who support Positive Interventions and 

Supports (PBIS) and a Trauma-Informed Care (TIC) school culture.  

Maintain service logs for treatment plans and services as stated in the IEP.  

Exercise appropriate judgment in answering questions and releasing information. 
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Analyze and project consequences of decisions and/or recommendations. 

Function calmly in situations that are emotionally and behaviorally escalated  

Develop and present training programs. 

Work independently with limited supervision. 

Plan, organize and prioritize work effectively. 

Schedule a number of activities, meetings, and/or events 

Demonstrate flexibility when working with a wide variety of circumstances and environments. 

Adapt to changing work priorities. 

Maintain regular and consistent attendance. 

Work a flexible schedule. 

 

EDUCATION AND EXPERIENCE: 

  

Any combination of training, experience and/or education equivalent to master’s degree or higher 

in psychology, social work, or mental health counseling; and a minimum two years post-masters 

experience in providing mental health treatment services to children, adolescents, and their 

families. Experience with students in K-12 in a public school setting receiving special education 

services desirable. Bilingual (Spanish/Arabic) desirable.  

LICENSES AND OTHER REQUIREMENTS: 

  

Current licensure by the State of California as a Marriage Family Therapist (MFT), Marriage 

Family Child Counselor (MFCC), Licensed Professional Clinical Counselor (LPCC), or Licensed 

Clinical Social Worker (LCSW). 

Current registration with the California Board of Behavioral Science Examiners. 

Valid California driver’s license. 

Ability to qualify for and maintain qualification for automobile insurance coverage. 

Possession of current certification in infant, child, and adult cardiopulmonary resuscitation (CPR) 

and certified Multimedia First Aid Card is required from an EMSA certified provider. Online 

certifications are not accepted. 

Maintain certification and training in Pro-Act.   

Subject to a flexible work schedule, including nights, weekends and holidays. 

 

WORKING CONDITIONS: 

  

ENVIRONMENT: 

Indoor office, classroom, school milieu setting, community, and home environments.  

Driving to personal vehicle to consult with clients or provide services. 

 

 PHYSICAL DEMANDS: 

Hearing and speaking to exchange information in person and on the telephone. 

Seeing to perform assigned duties. 

Sitting or standing for extended periods of time.  

Dexterity of hands and fingers to operate a computer keyboard and other office equipment.  
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Keeling, bending at the waist, and reaching overhead, above the shoulders and horizontally, to 

retrieve and store files and supplies. 

Frequently lift and/or move up to 25 pounds. 

Physical ability to act swiftly in an emergency situation. 

 

HAZARDS: 

Contact with dissatisfied or verbally escalated individuals. 

 

CLEARANCES: 

  

Criminal Justice Fingerprint /Background 

Tuberculosis 

Pre-placement Physical and Drug Screen 
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RECLASSIFICATION OF POSITIONS 

 
Special Education Classroom Assistant-Trainee (25 Positions) 

 
Under the direction of a certificated teacher, classified paraprofessional staff assist in the 
instructional program and behavioral management of students with physical, emotional and/or 
learning disabilities in a special education and/or general education classroom.   
 
Past practice has been to hire new paraprofessionals as Special Education Classroom 
Assistant-Trainee (SECA-Trainee), range 9, and after successful completion of the required six-
month probationary period, which included the completion of a training manual/binder, 
employees “graduated” to Special Education Classroom Assistant (SECA), range 16.   
 
Several years ago, the Assistant Superintendent-Student Services evaluated the training 
manual/binder and determined the information was very outdated. As a result, approximately 
two years ago an online training program, Insights to Behavior, was implemented for all 
paraprofessional staff.  During the first school year of their employment, new paraprofessional 
staff are required to complete the Introductory Course, consisting of 5 modules.  Once 
completed, staff move on to the Intermediate Course and have additional optional advanced 
courses available to them.  
 
With this new training model in place, incumbents in both the SECA- Trainee and SECA 
positions are performing the same instructional support and classroom assistant activities, 
which includes assisting with individual and small group instruction, administering academic 
assessment tests, supervising students on the playground, performing a variety of medically 
related duties, and providing clerical support for the teacher.  Additionally, eliminating the 
Trainee level will allow for an initial salary for new paraprofessional that is more competitive and 
will allow the District to attract more experienced and better-qualified candidates. 
 
To address these issues, the District negotiated with CSEA to the eliminate the Trainee position 
and transition current SECA Trainees to SECA, effective the first working day of the 2020-2021 
school year.   A Memorandum of Understanding related to this matter was reached on April 29, 
2020 and has been ratified by bargaining unit members. 
 
Currently, there are approximately 25 incumbents in the SECA-Trainee classification.  In 
accordance with the Every Student Succeeds Act (ESSA), all instructional support applicants 
must meet the professional standards for paraprofessionals, including passing a rigorous 
assessment demonstrating knowledge of, and the ability to assist in instructing, reading, writing 
and mathematics in order rank on the eligibility list.  As such, incumbents also meet the 
requirements for SECA and are deemed qualified without further examination as is required by 
the Education Code and Merit System Rules and Regulations. 
 
Based on the information outlined above, recommendation for the reclassification of current 
SECA Trainees to SECA is submitted for your approval. 
 
DIRECTOR'S RECOMMENDATION 
 
In accordance with Commission 30.300.3(A), the following recommendation is submitted for 
your consideration: 
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Reclassify positions, along with incumbents, effective August 19, 2020, as follows: 
 

POS ID# EMPL ID# RECOMMENDED JOB CLASS 
7744 500600 Special Education Classroom Assistant 
7002 603724 Special Education Classroom Assistant 
7260 634653 Special Education Classroom Assistant 
9254 634693 Special Education Classroom Assistant 
7104 634892 Special Education Classroom Assistant 
7244 549287 Special Education Classroom Assistant 
7947 479385 Special Education Classroom Assistant 
9253 626446 Special Education Classroom Assistant 
7684 602907 Special Education Classroom Assistant 
9262 634230 Special Education Classroom Assistant 
5725 171961 Special Education Classroom Assistant 
7942 604225 Special Education Classroom Assistant 
7697 631204 Special Education Classroom Assistant 
7366 627167 Special Education Classroom Assistant 
9633 635696 Special Education Classroom Assistant 
7700 634461 Special Education Classroom Assistant 
9581 635965 Special Education Classroom Assistant 
6205 625612 Special Education Classroom Assistant 
7769 618771 Special Education Classroom Assistant 
7367 612913 Special Education Classroom Assistant 
7730 636358 Special Education Classroom Assistant 
7121 636058 Special Education Classroom Assistant 
7491 602219 Special Education Classroom Assistant 
2180 636508 Special Education Classroom Assistant 
5682 604433 Special Education Classroom Assistant 
7038 636561 Special Education Classroom Assistant 

 



 

CAJON VALLEY UNION SCHOOL DISTRICT 

PERSONNEL COMMISSION 

 

 

CLASS TITLE:  SPECIAL EDUCATION CLASSROOM ASSISTANT -TRAINEE 

 

BASIC FUNCTION: 

 

Under the direction of a Special Education teacher or other assigned administrator, learn to assist in 

the instructional program and behavioral management of physically, emotionally and learning 

disabled students in Special Day Class, Resource Specialist Programs and/or any other regular 

education of special education program; learn to provide instruction and a positive role model to 

students in basic living skills, social interactions and academic development. 

 

REPRESENTATIVE DUTIES: 

 

ESSENTIAL DUTIES: 

Learn, apply and refine skills required to instruct and assist special education students and small 

groups in academic activities, basic living skills and other learning activities using a variety of 

alternative programs under the direction of the teacher, applying and refining skills learned as a 

Special Education Classroom Assistant Trainee; assist the teacher in modifying curriculum and 

instruction to meet the special needs of individual students. 

 

Assist in implementing Individualized Education Plan (IEP) objectives by utilizing the Sequential 

Tasks for Education Planning (STEP) system. 

 

Assist in administering academic assessment tests; work with classroom teachers and other 

instructional personnel in assisting special education students mainstreamed in a regular classroom; 

assist special education students in regular education classrooms as assigned. 

 

Assist in organization and preparation of instructional materials; correct student work; record 

appropriate data. 

 

Assist teachers with supervision of pupils in the classroom and on the playground; participate in 

physical education activities and swimming as assigned; assist students in getting on and off school 

buses; supervise students in the absence of the teacher; use behavior management skills in 

implementing behavioral strategies; take children on community vocational training trips. 

 

Lift and assist students in the use of wheelchairs, classroom and playground equipment, bathrooms 

and other school facilities. 

 

Under the training of the Special Education nurse, perform a variety of medically related duties 

including administering medications, tube feeding, oral and tracheal suctioning, catherization and 

changing colostomy bags as required by individual students; apply feeding techniques as prescribed 

by the teacher, assist students with toileting as assigned; assist students with orthopedic and other 

adaptive devices.  

 



Special Education Classroom Assistant (Trainee) - Continued Page 2 
 

Classified Employee’s Salary Schedule: Range 9         Approved: 1992; Rev 03/02/93; 7/96; Revised (Ewing) 6/12 

Provide in-home instruction to parents and students in assigned program, such as the infant/toddler 

program under the direction of the supervising teacher. 

 

Operate audio-visual, classroom and office equipment in support of learning activities. 

 

Assist in scheduling students for pullout instruction and with in-service programs as assigned; 

provide guidance and support to "At Risk" students in assigned learning environment as appropriate.  

 

Assist in implementing physical therapy, speech and language, and sex education techniques. 

 

Administer first aid and CPR as required. 

 

Assist in maintaining a clean and safe environment for students and staff. 

 

OTHER DUTIES: 

Perform related duties as assigned. 

 

KNOWLEDGE AND ABILITIES: 

 

KNOWLEDGE OF: 

Interpersonal skills including tact, patience and courtesy. 

Oral and written communication skills. 

Basic record keeping methods. 

 

ABILITY TO: 

Learn and apply child guidance principles and practices. 

Learn and apply basic subjects taught in District schools. 

Learn and apply ABA/Discrete trial, pivotal response, and sensory strategies. 

Learn and apply behavior management and positive reinforcement. 

Learn classroom procedures and appropriate student conduct. 

Learn to tutor individual and small groups of special education students in academic subjects, 

physical education, basic living skills and other assigned instructional areas. 

Learn to provide support and assistance to a teacher in implementing IEP objectives for individual 

students. 

Learn to provide medically related assistance to students with special physical needs. 

Learn to answer questions and assist students in a variety of academic subjects. 

Maintain up-to-date CPR and first aid certificates. 

Learn and apply behavior management techniques according to established guidelines. 

Maintain confidentiality. 

Communicate effectively with students, staff and parents. 

Establish rapport with physically, emotionally and learning disabled students. 

 



Special Education Classroom Assistant (Trainee) - Continued Page 3 
 

Classified Employee’s Salary Schedule: Range 9         Approved: 1992; Rev 03/02/93; 7/96; Revised (Ewing) 6/12 

EDUCATION AND EXPERIENCE: 

 

Any combination equivalent to:  graduation from high school and some experience working with 

disabled children in an organized setting.   

 

LICENSES AND OTHER REQUIREMENTS: 

 

Possession of a current certificate in infant, child and adult cardio-pulmonary resuscitation (CPR) 

and a certified Multimedia First Aid Card is required. Online certificates are not accepted.  Maintain 

up-to-date certificates in first aid and CPR.    

Must successfully complete the District's competency-based program requirements as a Special 

Education Classroom Assistant Trainee within the probationary period. 

Valid California driver’s license and ability to qualify for District vehicle insurance. 

Some positions in this class may require employee to drive personal vehicle to assist students at more 

than one school during the workday. 

 

WORKING CONDITIONS: 

 

ENVIRONMENT: 

Classroom environment. 

Driving a vehicle to conduct work. 

 

PHYSICAL DEMANDS: 

Walking, sitting or standing for extended periods of time.  

Bending at the waist, kneeling or crouching to assist students.  

Restrain students who become physically aggressive.  

Hearing and speaking to exchange information and make presentations.  

Seeing to read assignments and to monitor student activities.  

Pushing, pulling, lifting and carrying supplies and equipment.  

Reaching overhead and above shoulders.  

Regularly lift and/or move up to 50 pounds and occasionally lift and/or move more than 50 pounds 

with assistance. 

Specific vision abilities required by this job include close vision, distance vision, color vision, 

peripheral vision, depth perception, and the ability to adjust focus.  

 

HAZARDS: 

Potential exposure to communicable diseases and contact with blood and other body fluids. 

Potential exposure to physical injury from aggressive behavior. 

Potential exposure to duplication equipment chemicals. 



 

CAJON VALLEY UNION SCHOOL DISTRICT 

PERSONNEL COMMISSION 

 

 

CLASS TITLE:  SPECIAL EDUCATION CLASSROOM ASSISTANT 

 

 

BASIC FUNCTION: 

 

Under the direction of a Special Education teacher or other assigned administrator, assist in the 

instructional program and behavioral management of physically, emotionally and learning disabled 

students in Special Day Class, Resource Specialist Programs and/or any other regular education of 

special education program; learn to provide instruction and a positive role model to students in basic 

living skills, social interactions and academic development. 

 

REPRESENTATIVE DUTIES: 

 

ESSENTIAL DUTIES: 

Apply and refine skills required to instruct and assist special education students and small groups in 

academic activities, basic living skills and other learning activities using a variety of alternative 

programs under the direction of the teacher, applying and refining skills learned as a Special 

Education Classroom Assistant Trainee; assist the teacher in modifying curriculum and instruction to 

meet the special needs of individual students. 

 

Assist in implementing Individualized Education Plan (IEP) objectives by utilizing the Sequential 

Tasks for Education Planning (STEP) system. 

 

Assist in administering academic assessment tests; work with classroom teachers and other 

instructional personnel in assisting special education students mainstreamed in a regular classroom; 

assist special education students in regular education classrooms as assigned. 

 

Assist in organization and preparation of instructional materials; correct student work; record 

appropriate data. 

 

Assist teachers with supervision of pupils in the classroom and on the playground; participate in 

physical education activities and swimming as assigned; assist students in getting on and off school 

buses; supervise students in the absence of the teacher; use behavior management skills in 

implementing behavioral strategies; take children on community vocational training trips. 

 

Lift and assist students in the use of wheelchairs, classroom and playground equipment, bathrooms 

and other school facilities. 

 

Under the training of the Special Education nurse, perform a variety of medically related duties 

including administering medications, tube feeding, oral and tracheal suctioning, catherization and 

changing colostomy bags as required by individual students; apply feeding techniques as prescribed 

by the teacher, assist students with toileting as assigned; assist students with orthopedic and other 

adaptive devices.  
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Classified Employee’s Salary Schedule: Range 16       Approved: 1992; Rev 03/02/93; 7/96; Revised (Ewing) 6/12 

Provide in-home instruction to parents and students in assigned program, such as the infant/toddler 

program under the direction of the supervising teacher. 

 

Operate audio-visual, classroom and office equipment in support of learning activities. 

 

Assist in scheduling students for pullout instruction and with in-service programs as assigned; 

provide guidance and support to "At Risk" students in assigned learning environment as appropriate.  

 

Assist in implementing physical therapy, speech and language, and sex education techniques. 

 

Use sign language as required; administer first aid and CPR as required. 

 

Assist in maintaining a clean and safe environment for students and staff. 

 

OTHER DUTIES: 

Perform related duties as assigned. 

 

KNOWLEDGE AND ABILITIES: 

 

KNOWLEDGE OF: 

Child guidance principles and practices. 

Basic subjects taught in District schools. 

ABA/Discrete trial, pivotal response, and sensory strategies. 

Interpersonal skills including tact, patience and courtesy. 

Oral and written communication skills. 

Behavior management and positive reinforcement. 

Classroom procedures and appropriate conduct. 

Basic record keeping methods. 

 

ABILITY TO: 

Tutor individual and small groups of special education students in academic subjects, physical 

education, basic living skills and other assigned instructional areas. 

Provide support and assistance to a teacher in implementing IEP objectives for individual students. 

Provide medically related assistance to students with special physical needs. 

Answer questions and assist students in a variety of academic subjects. 

Maintain up-to-date CPR and first aid certificates. 

Utilize behavior management techniques according to established guidelines. 

Maintain confidentiality. 

Communicate effectively with students, staff and parents. 

Establish rapport with physically, emotionally and learning disabled students. 

 

EDUCATION AND EXPERIENCE: 

 

Any combination equivalent to:  graduation from high school and some experience working with 

disabled children in an organized setting.   
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Classified Employee’s Salary Schedule: Range 16       Approved: 1992; Rev 03/02/93; 7/96; Revised (Ewing) 6/12 

LICENSES AND OTHER REQUIREMENTS: 

 

Possession of a current certificate in infant, child and adult cardio-pulmonary resuscitation (CPR) 

and a certified Multimedia First Aid Card is required. Online certificates are not accepted.  Maintain 

up-to-date certificates in first aid and CPR.    

Must have successfully completed the District's competency-based program requirements as a 

Special Education Classroom Assistant Trainee within the probationary period. 

Valid California driver’s license and ability to qualify for District vehicle insurance. 

Some positions in this class may require employee to drive personal vehicle to assist students at more 

than one school during the workday. 

 

WORKING CONDITIONS: 

 

ENVIRONMENT: 

Classroom environment. 

Driving a vehicle to conduct work. 

 

PHYSICAL DEMANDS: 

Walking, sitting or standing for extended periods of time.  

Bending at the waist, kneeling or crouching to assist students.  

Restrain students who become physically aggressive.  

Hearing and speaking to exchange information and make presentations.  

Seeing to read assignments and to monitor student activities.  

Pushing, pulling, lifting and carrying supplies and equipment.  

Reaching overhead and above shoulders.  

Regularly lift and/or move up to 50 pounds and occasionally lift and/or move more than 50 pounds 

with assistance. 

Specific vision abilities required by this job include close vision, distance vision, color vision, 

peripheral vision, depth perception, and the ability to adjust focus.  

 

HAZARDS: 

Potential exposure to communicable diseases and contact with blood and other body fluids. 

Potential exposure to physical injury from aggressive behavior. 

Potential exposure to duplication equipment chemicals. 







 INDIVIDUAL REQUEST FOR CLASSIFICATION REVIEW 
 Employee Form 
 

 

The Personnel Commission is responsible for the periodic review of classifications.  Personnel Commission staff may review 
classifications as part of a Classification Review Cycle, in preparation for recruitment, or as a result of department 
reorganization.  In addition, individuals may also submit a request for review of their classification.  Requests will be reviewed 
if the classification has not been reviewed in the past two years, will not be reviewed in the next two years, or the individual 
demonstrates significant changes in duties in comparison to the current job description.  Please submit completed forms to 
the Personnel Commission, attention Michelle Hayes hayesm@cajonvalley.net.  
 Name 
 

 

Date of Request  
 

 

Job Title 
 

 

Work Location 
 

 

Phone Number/Email 
 

 

Length of Time in Present 
Position 
 

 

Immediate Supervisor (Name, 
Title) 
 

 

 
Does your current job title accurately describe your position?  ☐  Yes  ☐  No  Please explain. 
 
 
 
 
 
 
 
 
 
 
 
 



Individual Request for Classification Review (Employee Form) – Continued Page 2 

 

After reviewing your classification description, please list any job duties that are no longer required for the position, or how the 
statement should be modified to reflect current duties/tasks/functions, if applicable.  You may include a copy of the job description with 
your edits to provide additional information to Personnel Commission staff.  Current classification descriptions can be found at 
Personnel Services Job Descriptions.  
 

ESSENTIAL JOB FUNCTIONS OF CLASSIFICATION REMOVE? REVISE? RECOMMENDATION FOR REVISION 
    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

NOTE:  You may attach additional pages if there isn’t sufficient space to list all job functions. 
  

https://www.cajonvalley.net/Page/11462
https://www.cajonvalley.net/Page/11462


Individual Request for Classification Review (Employee Form) – Continued Page 3 

 

ADDITIONAL RESPONSIBILITIES 
List any job duties/tasks that you are currently doing that are not reflected in the classification description.  State how long you have 
been performing the task and whether the task is performed on a daily (D), weekly (W), monthly (M), or annual (A) basis.   What would 
happen if you no longer performed this task (i.e. another employee would be assigned the task, there would be fiscal consequences, 
students would be affected, etc.)? 

 

RESPONSIBILITY Duration Frequency 
(D,W,M,A) 

Consequence of Removing 
Duty/Task/Function? 

    

    

    

    

    

    

    

    

    

    

    

    

NOTE:  You may attach additional pages if there isn’t sufficient space to list all additional responsibilities. 
 
I believe the information presented here is accurate and complete to the best of my knowledge.  I understand my classification may 
not be reviewed at this time based on the review criteria outlined above, and I further understand this information will be validated with 
my current supervisor. 

  

Signature of Employee Date 

 



Individual Request for Reclassification Review Employee Form Addition, 

 

As instructed, we are submitting this Reclassification form, but in reality, we actually are not 
disputing the job description per say. We are asking for equality in our pay range classification. 
As it stands the CNS Lead positions are all at Range 17 on the pay grade, all except tor the 
CNS Lead – Serving Kitchen which is a rated Range 15.  The job description and duties are 
very similar in the sense that we have/run our own dept/kitchen. We are merely separated by 
title, for instance: A La Carte, Bakery, Dispatch, CNS Lead – Serving Kitchen, etc, and the 
responsibilities are all equal. The Lead duties are still mandated with all the above departments. 
For some reason the Serving Kitchens request for reclassification to a Range 17 was denied in 
2012 when the CVUSD thought that this change was an error, resulting in no change in Range. 
This in turn does not allow us to transfer into any other Lead position. We contest this difference 
in Range, and are asking for this to be looked upon and corrected as soon as possible. 

Thank you for your consideration, 

Helen Hartwick  

 

Child Nutrition Lead 

Greenfield Middle School 

 

 



 INDIVIDUAL REQUEST FOR CLASSIFICATION REVIEW 
 Employee Form 
 

 

The Personnel Commission is responsible for the periodic review of classifications.  Personnel Commission staff may review 
classifications as part of a Classification Review Cycle, in preparation for recruitment, or as a result of department 
reorganization.  In addition, individuals may also submit a request for review of their classification.  Requests will be reviewed 
if the classification has not been reviewed in the past two years, will not be reviewed in the next two years, or the individual 
demonstrates significant changes in duties in comparison to the current job description.  Please submit completed forms to 
the Personnel Commission, attention Michelle Hayes hayesm@cajonvalley.net.  
 Name 
 

 

Date of Request  
 

 

Job Title 
 

 

Work Location 
 

 

Phone Number/Email 
 

 

Length of Time in Present 
Position 
 

 

Immediate Supervisor (Name, 
Title) 
 

 

 
Does your current job title accurately describe your position?  ☐  Yes  ☐  No  Please explain. 
 
 
 
 
 
 
 
 
 
 
 
 



Individual Request for Classification Review (Employee Form) – Continued Page 2 

 

After reviewing your classification description, please list any job duties that are no longer required for the position, or how the 
statement should be modified to reflect current duties/tasks/functions, if applicable.  You may include a copy of the job description with 
your edits to provide additional information to Personnel Commission staff.  Current classification descriptions can be found at 
Personnel Services Job Descriptions.  
 
ESSENTIAL JOB FUNCTIONS OF CLASSIFICATION REMOVE? REVISE? RECOMMENDATION FOR REVISION 
    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

NOTE:  You may attach additional pages if there isn’t sufficient space to list all job functions. 
  

https://www.cajonvalley.net/Page/11462
https://www.cajonvalley.net/Page/11462


Individual Request for Classification Review (Employee Form) – Continued Page 3 

 

ADDITIONAL RESPONSIBILITIES 
List any job duties/tasks that you are currently doing that are not reflected in the classification description.  State how long you have 
been performing the task and whether the task is performed on a daily (D), weekly (W), monthly (M), or annual (A) basis.   What would 
happen if you no longer performed this task (i.e. another employee would be assigned the task, there would be fiscal consequences, 
students would be affected, etc.)? 

 
RESPONSIBILITY Duration Frequency 

(D,W,M,A) 
Consequence of Removing 

Duty/Task/Function? 
    

    

    

    

    

    

    

    

    

    

    

    

NOTE:  You may attach additional pages if there isn’t sufficient space to list all additional responsibilities. 
 
I believe the information presented here is accurate and complete to the best of my knowledge.  I understand my classification may 
not be reviewed at this time based on the review criteria outlined above, and I further understand this information will be validated with 
my current supervisor. 

  

Signature of Employee Date 

 



 INDIVIDUAL REQUEST FOR CLASSIFICATION REVIEW 
 Employee Form 
 

 

The Personnel Commission is responsible for the periodic review of classifications.  Personnel Commission staff may review 
classifications as part of a Classification Review Cycle, in preparation for recruitment, or as a result of department 
reorganization.  In addition, individuals may also submit a request for review of their classification.  Requests will be reviewed 
if the classification has not been reviewed in the past two years, will not be reviewed in the next two years, or the individual 
demonstrates significant changes in duties in comparison to the current job description.  Please submit completed forms to 
the Personnel Commission, attention Michelle Hayes hayesm@cajonvalley.net.  
 Name 
 

 

Date of Request  
 

 

Job Title 
 

 

Work Location 
 

 

Phone Number/Email 
 

 

Length of Time in Present 
Position 
 

 

Immediate Supervisor (Name, 
Title) 
 

 

 
Does your current job title accurately describe your position?  ☐  Yes  ☐  No  Please explain. 
 
 
 
 
 
 
 
 
 
 
 
 



Individual Request for Classification Review (Employee Form) – Continued Page 2 

 

After reviewing your classification description, please list any job duties that are no longer required for the position, or how the 
statement should be modified to reflect current duties/tasks/functions, if applicable.  You may include a copy of the job description with 
your edits to provide additional information to Personnel Commission staff.  Current classification descriptions can be found at 
Personnel Services Job Descriptions.  
 

ESSENTIAL JOB FUNCTIONS OF CLASSIFICATION REMOVE? REVISE? RECOMMENDATION FOR REVISION 
    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

NOTE:  You may attach additional pages if there isn’t sufficient space to list all job functions. 
  

https://www.cajonvalley.net/Page/11462
https://www.cajonvalley.net/Page/11462


Individual Request for Classification Review (Employee Form) – Continued Page 3 

 

ADDITIONAL RESPONSIBILITIES 
List any job duties/tasks that you are currently doing that are not reflected in the classification description.  State how long you have 
been performing the task and whether the task is performed on a daily (D), weekly (W), monthly (M), or annual (A) basis.   What would 
happen if you no longer performed this task (i.e. another employee would be assigned the task, there would be fiscal consequences, 
students would be affected, etc.)? 

 

RESPONSIBILITY Duration Frequency 
(D,W,M,A) 

Consequence of Removing 
Duty/Task/Function? 

    

    

    

    

    

    

    

    

    

    

    

    

NOTE:  You may attach additional pages if there isn’t sufficient space to list all additional responsibilities. 
 
I believe the information presented here is accurate and complete to the best of my knowledge.  I understand my classification may 
not be reviewed at this time based on the review criteria outlined above, and I further understand this information will be validated with 
my current supervisor. 

  

Signature of Employee Date 

 



Individual	Request	For	Reclassification	Review	Employee	Form	Addition	
	
	
As	instructed,	we	are	submitting	this	Reclassification	form	but	in	reality	we	are	
actually	not	disputing	the	job	description	per	say.	We	are	asking	for	equality	in	pay	
range	classification.	Currently	the	CNS	Lead	positions	are	all	rated	Range	17	on	the	
pay	grade	except	for	the	CNS	Lead-	Serving	Kitchen,	which	is	rated	range	15.	We	
adamantly	contest	this	difference	and	wish	to	have	it	corrected.	We	feel	all	CNS	Lead	
positions	should	be	the	same	pay	range.	The	job	descriptions	and	duties	are	all	very	
much	patterned	after	each	other	and	become	similar	in	their	duties.	Each	one	also	
stands	alone	in	individuality,	which	separates	itself	by	its	nature	of	the	title.		For	
example,	the	bakery	department	specializes	in	the	actual	baking,	whereas	the	
alacarte	does	the	catering,	etc.	But	the	Lead	duties	are	still	mandated	to	be	in	the	
same	categories.	The	Serving	Kitchens	have	been	neglected	in	this	Lead	category	
since	the	reclassification	done	many	years	ago.	The	survey	done	actually	thought	
that	all	Leads	were	ranked	the	same	and	recommended	this	pay	change	in	2012,	but	
it	was	manually	over	ridden	at	that	time	by	CVUSD,	in	thinking	the	change	was	an	
error.	It	needs	to	be	corrected	at	this	time.	The	results	have	created	a	hardship	to	
the	Leads	in	Serving	Kitchens	and	also	have	prevented	transfer	opportunities	for	
them.		To	reinforce	our	point,	we	respectfully	request	the	CNS	Lead	–Serving	
Kitchens	be	included	in	the	pay	range	17	effective	beginning	the	school	year	2020-
2021.	
	
Thank	you	for	reviewing	this,	
	
Elizabeth	Whittier	
CNS	Lead-	Serving	Kitchen	
CVMS	
	
	



Individual	Request	For	Reclassification	Review	Employee	Form	Addition 
 
 

As	instructed,	we	are	submitting	this	Reclassification	form	but	in	reality	we	are	
actually	not	disputing	the	job	description	per	say.	We	are	asking	for	equality	in	pay	
range	classification.	I	started	talking	to	Mark	Mendoza	about	this	3	years	ago	and	he	
did	not	see	a	reason	for	the	difference	in	pay.		Unfortunately,	I	became	sick	and	did	
not	follow	up	until	now.	We	are	the	only	leads,	under	Child	Nutrition,	that	are	at	a	15	
while	the	others	are	at	a	17.	Just	because	it	has	been	like	this	a	long	time	is	not	a	
reason	for	it	to	still	be	continuing.			We	cannot	transfer	to	other	positions	and	if	they	
want	to	transfer	to	a	school	environment	they	would	have	to	take	a	pay	cut.		The	job	
descriptions	are	very	similar	with	a	few	minor	differences.	I	also	brought	this	up	in	
2012	but	was	told	by	people	at	the	time	that	it	has	been	this	way	for	a	long	time	so	
lets	keep	it	this	way.		The	survey	that	was	done	in	2012	put	us	at	the	same	pay	but	I	
was	told	that	was	a	mistake	(I	still	have	a	copy	of	this	survey).I	would	very	much	
like	for	this	“mistake”	to	be	corrected	ASAP.			
	
Thank	you	for	your	consideration	in	this	matter,	
	
Kathy	Phillips	
Child	Nutrition	Lead	
Hillsdale	Middle	School. 
 

	



RULES AND REGULATIONS UPDATE/REVISION 

 

Cajon Valley Union School District Personnel Commission Agenda 
July 23 2020 

In accordance with Commission Rule 20.200.5, the following change to Personnel Commission 
Rule was submitted for a First Reading on June 25, 2020. The recommended changes are being 
made to reflect the desire of the District, CSEA, and the Commission to provide probationary 
employees whose services were not observed and evaluated during the COVID-19 facility “shut 
down” additional time to demonstrate proficiency and obtain permanent employment status.    
 

DEFINITIONS AND PRELIMINARY STATEMENT 
 
10.100 DEFINITIONS, GENERAL 

 
PROBATIONARY PERIOD 
 
A trial period of six months or 130 days of paid service, whichever is 
longer, as determined by the Personnel Commission, immediately following 
an original or promotional appointment to a permanent position from an 
eligibility list. 

 
60.100 PROBATIONARY PERIOD 
 

60.100.1 Duration of Probation 
 

A. All appointments from open and/or promotional eligibility lists 
shall be for a probationary period of six months or 130 days 
of paid service, whichever is longer.  This probationary period 
shall not include all leaves of absence, paid or unpaid, time 
served under emergency appointment, provisional 
appointment, substitute status, or limited term status, but 
shall date from the beginning of service in a regular position.  
 
A leave of absence for the purposes of determining the 
probationary period shall include any leave from an 
employee’s regularly assigned duties caused by the 
temporary school facility closures due to a pandemic, 
including but not limited to COVID-19, which prevents the 
employee from performing his/her regular duties.  
Employees who work remotely (telecommute) and 
perform their regular duties and employees who work-out 
of-class during the temporary school facility closures 
shall not be deemed to be on a leave of absence.  This 
paragraph shall be effective March 13, 2020 through June 
30, 2021. 

 
B. A probationary employee assigned on a part-time, regular 

basis shall complete his probationary period upon serving six 
months of such part-time service and acquire permanent part-
time status thereby. 

 
 
RECOMMENDATION 

 
 It is recommended that the proposed changes to the Commission Rules and Regulations listed 

above be approved as the Second Reading. 
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 Administrative Assistant I (Long-Range Planning Dept.) 
 
 
 

ii 

 

 

 

Executive Summary 
Eric Hall and Associates (EH&A) is pleased to present this report of its classification study of the 

Administrative Assistant I position in the Long-Range Planning Department in the Cajon Valley Union 

School District. 

 

The Cajon Valley Union School District (CVUSD) serves a total of approximately 17,000 students from 

Preschool to 8th grade, as well as infants with special needs.  CVUSD encompasses the greater part of the 

City of El Cajon, in addition to San Diego County territory which reaches north to the Santee and Lakeside 

School Districts, east to Alpine School District, south to the Dehesa and Jamul-Dulzura School Districts 

and west to the La Mesa-Spring Valley School District. CVUSD is within the boundaries of the Grossmont 

Union High School District serving grades 9-12.  CVUSD covers an area of 66.3 square miles and is made 

up of 19 elementary and 6 middle school boundary areas.  

 

Named a 2019 Top Workplace in San Diego, CVUSD focuses on the positivity of each student's unique 

strengths, interests, and values. Serving San Diego's East County, the district offers personalized education, 

with programs that develop students into happy kids, healthy relationships, on a path to gainful 

employment; making El Cajon the best place to live, work, play and raise a family. 

 

The District’s Personnel Commission, has directed staff to provide a follow up study of an Administrative 

Assistant I position in the Long-Range Planning Department.  The position was first studied by Personnel 

Commission staff and the recommendation was for no change.  This report summarizes the results from the 

study.  

 

Appendix A shows the district’s represented job classifications and salary schedule for 2020-21. The 

position questionnaire used to obtain employee information is shown in Appendix B.  The remaining two 

appendices show the final and first drafts of the job description revisions. 

 

EH&A appreciates this opportunity to be of service to the Cajon Valley Union School District, its Personnel 

Commission and its classified collective bargaining unit and would especially like to extend thanks and 

recognition for the time, effort, and collaborative support from all those who have participated in this 

position review process. 
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Introduction 
In June 2020, the Cajon Valley Union School District (CVUSD) contracted with Eric Hall and Associates 

(EH&A) to provide a classification study of their Administrative Assistant I position in the Long-Range Planning 

Department (LRPD).  Associate Ross Hessler with EH&A conducted the study.  The decision to seek the 

assistance of a consultant came as a result of discussion by the district’s Personnel Commission at their meeting 

of May 28, 2020, and action at their June 25, 2020 meeting. 

 

Scope of Study 
To accomplish the goals of the study, EH&A undertook the following tasks: 

 

 Conducted a preliminary meeting over Zoom on June 30, 2020 with the incumbent, Victoria Hayman.  The 

steps and timeline of the study were introduced and questions were answered.  A Classification Study 

Questionnaire was sent out the same day for Ms. Hayman to complete. The approximate timeline for return 

was one week. 

 Conducted an interview with the incumbent, as well as her supervisor, Sharon Dobbins, Director – Long 

Range Planning Department.  

 Prepared a revised job description and sent out a first draft to the incumbent and her supervisor. 

 Reviewed and revised the first draft of the job description. 

 Drafted this Report for the District, the Personnel Commission and the bargaining unit for review, 

discussion and forwarding to the Board of Trustees for review and action. 

 

Information Reviewed and Research Conducted  
 Job descriptions 

 Employee Classification Study Questionnaire 

 District salary schedule 

 Personnel Commission Rules and Regulations 

 

Background and Analysis 
The Administrative Assistant I position studied is in the Long-Range Planning Department (LRPD).  It is one of 

only four positions in the department, including the department director.  The LRPD is responsible for facilities 

planning and financing, and for management of the district’s bond/capital improvement program.  The department 

is also responsible for demographics, enrollment projections, school boundary changes, school facility (developer) 

fees, and redevelopment agency agreements.  The enrollment piece includes handling and reviewing transfer 

requests.   

 

The incumbent has the main responsibility, working fairly independently, for handling the student transfer process 

in the district.  This involves meeting with, or discussing with by phone, parents who are considering a transfer of 

their child between schools within the district (intra-district) or to a school outside the district (inter-district).  The 

incumbent works with parents to answer questions and provide information on options available.  She will try to 

find the best fit, providing “school choice” as much as space allows.  The goal in the process is to get the best 

outcome for the student and parent, while keeping the student in the district if possible.  The supervisor is updated 

on activity in this primary area, and the Planning Technician provides input at times with difficult situations.  It is 

estimated that Ms. Hayman spends as much as 90% of her time on duties involving transfers and enrollment. 
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The increased responsibility for student transfers has been occurring over the last 12 years or so, with more duties 

moving from the Planning Technician position to the Administrative Assistant I position.  In fact, there are several 

other duties listed on the Planning Technician job description which are now performed, at least to a significant 

degree, by the incumbent.  These are shown on the attached revised job description, and include the following 

areas: working at a higher level with student data; planning and conducting research; and working more 

frequently with a higher level of contacts to perform these duties.  The position also has the duty of verifying and 

overseeing the processing of student transfers and overflow placement, as well as serving as the liaison between 

the District, school sites and parents regarding student transfers.  She runs daily enrollment reports to monitor 

enrollment, and works with the data including compiling, analyzing, interpreting, and reporting the information.  

So there are several elements which have moved over time to be the responsibility of the incumbent. 

 

There are also other, more minor, duties performed which include providing support in other areas of the 

department – assisting with planning and procedure revisions, involvement in marketing activities of the district, 

and working closely with the Family and Community Engagement Department to provide support for the 

department and the families it serves.  

 

The job description for Administrative Assistant I describes a secretarial position, supporting a district-level 

administrator, with specific department responsibilities varying, depending on the assignment.  This position no 

longer has secretarial responsibilities to a degree where the class fits.  The few clerical/ secretarial duties still 

being performed are minor and include opening and distributing mail, most of which is hers, ordering supplies 

each month which only takes a few minutes, and receiving visitors, though they are almost all there to see her.  So 

almost all ties to the former secretarial/administrative position no longer exist. 

 

Neither is this job a Planning Technician, which through the above described changes, is still a more technical 

job.  Per the job description, it requires the following: research, analysis, and interpretation of data related to 

school facilities planning; working with demographics and higher level computerized data functions such as 

creating queries and extracting and manipulating information to produce records, maps, presentations, and 

reports; and producing a variety of narrative and statistical reports in the various areas in long-range planning.   

 

In summary, the classification structure allows for variation in specific duties in classes which work across 

departments.  This generally accepted approach of using “broad” classes is preferable, avoiding creating too 

narrow of a structure where classes may vary only slightly.  However, when the differences are distinct, and relate 

to the essential functions of the class, as in this case, an adjustment is called for.  These factors lead to a 

recommendation for reclassification, as this position does not fit as an Administrative Assistant I in the 

clerical/administrative job family.   

 
Title Change 
The updated title should reflect the responsibilities specific to the position within the LRPD.  The duties fall 

within the general area of “planning” as the department title indicates.   There is a Planning Technician position in 

the department, and creating multiple levels of that title is a consideration, but this position is not at that level to 

warrant that option. A lower level title along those lines should be considered.  Also, a title specific to the 

significant transfer process responsibilities could be used, but that is somewhat limiting in describing the class.  A 

more general term is favored, in keeping with the department functions, which leads to using “Planning” in the 

title.  Two options which can be considered to capture the appropriate level are “specialist” and “assistant.”  

Specialist has merit, due to the responsibility level and independence of the position.  However, without the 

requirement of a technical background in this area, it is thought that the term assistant is more appropriate.  

Therefore, the title of Planning Assistant is recommended. 
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Salary Reallocation 
In reviewing the key classification factors, there appear to be increases in the following areas: scope and effect – 

greater impact of the various services provided; complexity – greater technical knowledge/skills required; 

supervision received – work is done more independently; contacts – more varied and include higher level, such as 

the superintendent. These increases are significant, warranting an increase in the salary range.  In consideration of 

these significant changes in the position over the past several years, an increase of from two to four ranges was 

considered.  The Administrative Assistant I class is at range 24.  The recommendation is in the middle of this 

range – for an increase of three ranges, to range 27.  

Additionally, there is a proposed move of the position/class from the Secretarial job family to the Technical/ 

Paraprofessional family.  This is necessary since the essential functions of the position no longer describe a 

secretarial position.   Lastly, it is important to note that the scope of this study and salary recommendation, does 

not include comparison of the internal relationship of this new class with the others in this job family.  The salary 

recommendation is based solely on the level of change in the position over time, with no comparisons made with 

any other current classifications in this job family.   

 

Recommendations 
1. Establish the proposed new classification of Planning Assistant and approve the draft new job description 

located in Appendix C. 

2. Allocate the proposed new class of Planning Assistant to salary range 27 on the Classified Employees 

Salary Schedule. 

3. Place the proposed new classification of Planning Assistant in the Technical/Paraprofessional job family. 

4. Reclassify one position of Administrative Assistant I, in the Long-Range Planning Department, to the 

proposed new class of Planning Assistant. 
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Appendix A:  Current Classified Bargaining Unit Job Classes &  

Salary Schedule 
 

 

../Downloads/2020-2021_Salary_Schedule_-_CL.pdf 
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Appendix B: Data Collection Questionnaire 
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CAJON VALLEY UNION SCHOOL DISTRICT 
CLASSIFICATION STUDY QUESTIONNAIRE 

 

INFORMATION (NOTE: if you need more space to respond, attach additional pages with the information) 

Name  Department  

Job Title    Work Phone & Email:  

Work Day Begins At:  Ends:  Total Hours Per Day:  10 / 11 / 12 Month Employee?  

How long have you been in your current position?    Years  Mos. 

How long altogether have you worked for Cajon Valley USD?  Years  Mos. 

Name and Title of Immediate Supervisor   

Does your immediate supervisor sign your 
evaluation? 

__Yes If No, who does sign your eval? (Name & Title in block below) 

__No  

Do you think your current job title fits the work you do?  Yes  No 

If not, please explain why it is not accurate and what job title would better fit your work. 

 

 

As you complete the sections below (A – J), add additional pages if you need more room to write your 
response.  You may find it helpful to write the information directly onto your current job class description 
that is attached.  Please use only one side of each sheet of paper and do not write information on the 
back side of any pages.   
A. PRIMARY PURPOSE OF YOUR WORK 
What are the main reasons for the work you do? How does your job support the work of your supervisor and 
department? How does your job support the students and their learning at Cajon Valley USD? 

 

 

 

B. JOB DUTIES AND RESPONSIBILITIES 
  1.  Major Duties and Responsibilities 

List below the duties and work you perform on a regular basis, either daily or weekly. Begin with those duties you 
consider to be most important.  For each, describe what you do, then indicate an approximate percent of total 
time you spend on the task and whether it is done daily or weekly.  You may instead write this information on your 
attached job description. 

# Representative Duties and Responsibilities % of My Time Daily (D) or Weekly 
(W) 

1) 1    

2) 2    

3) 3    

4) 4     

5) 5    
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  2. Do you use machinery or equipment to perform your major duties and responsibilities?   __Yes   __No 

Think about the kinds of machines, equipment, tools, or other work aides you regularly use to do your job. (e.g., 
motor vehicle, computer, copier, files, protective gear such as goggles, etc.).  List them in the space below: 

 

 

 

  3.  Please list other duties you perform less often such as monthly or annually. 

Other Duties Monthly (M) or Annually 
(A) 

 

 

 

C. WORK WITH OTHERS 
  1.  Working with others in Cajon Valley USD 

Does your job require that you work regularly with employees in other CVUSD departments? __Yes __No 

If yes, please complete the chart below. 

Department Reason Daily (D) or Weekly (W) 

   

   

  2.  Working with people in other organizations, agencies, and/or authorities 

Does your job require that you work regularly with other organizations, agencies or 
authorities outside of the Cajon Valley Union School District? 

__Yes __No 

If yes, please complete the chart below.  Attach additional pages if more space is needed. 

Organization, Agency, Authority Reason Daily (D) or Weekly 
(W) 

   

   

D. DOCUMENTS 
  1.  Records: Accounts, Registers, Minutes, Other  

Do you regularly maintain or prepare records such as accounts, registers, or minutes? __Yes __No 

If yes, please list them below. Be sure to add how frequently you prepare or update these records 

Type of Record Purpose Who Reviews It Daily (D) or Weekly (W) 

    

    

 

  2.  Reports 

Do you regularly prepare written or electronic reports? __Yes __No 

If yes, please list them on the lines below (see top of next page): 
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Type of Report Purpose Who Reviews It Daily (D) or Weekly (W) 

    

    

 
 

E. RESPONSIBILITIES 
  1.  Decisions 

What kinds of decisions do you make during the course of your work? How frequently do you make these 
decisions? 

I Decide My Decision is Reviewed By Daily (D) or Weekly (W) 

   

  2.  Budgetary Authority 

Do you have authorization authority for any spending? __Yes __No 

If yes, please complete the chart below: 

Type of Budget   Dollar Amount You May Authorize Who Reviews Your Authorization 

   

F. PERSONNEL OVERSIGHT 
  1.  Employee Supervision 

Are you responsible for supervising any other employees? That is, you assign them work to do and you complete 
their performance evaluations. If YES, please list their job titles and how many employees you supervise. Leave 
blank if NO. 

I supervise (attach additional pages if you supervise more than 2 Job classifications)  

Job Classification Title(s) of Employee(s) Supervised Number of Employees 

  

  

  2. Are you responsible for selecting the employees who work for you?   

 Yes  No 

If yes, please describe your role in the selection of employees: 

 

G. KNOWLEDGE AND ABILITIES 
  1.  Knowledge 

What does someone need to know to efficiently and effectively do your job? Consider areas such as: use of 
computer software, operating specific equipment, job specific terminology, office procedures, and pertinent laws, 
regulations, and codes or specialized knowledge of your field that others outside your field probably do not know. 

 

  2.  Abilities 

What abilities does someone need to be successful in your job? Think about abilities such as: creating 
spreadsheets, administering budgets, operating office equipment, planning events.  
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H. ESSENTIAL EDUCATION, TRAINING AND EXPERIENCE 
Think about the education, training and certifications you believe are essential for someone new to your job 
classification and list them below.  These minimum qualifications do not need to match your own. Please include 
the reasons you believe these are the minimum qualifications for success in your job. 

Minimum Formal Education (high school, AA Degree, BA Degree, etc.): 

 

 

Specialized Training (such as Excel, Access or another database; etc.): 

 

 

Licenses, Certifications or Registrations (e.g., Driver License, First Aid/CPR, LVN/RN, Credential, etc.): 

 

I. WORKING CONDITIONS AND OR PHYSICAL DEMANDS OF THE JOB 
What are the working conditions for your job? (Examples: office environment; outdoors year round and in all 
weather; indoors in a confined area/tight space; exposed to high heat or to cold temperatures such as walk in 
freezer; exposed to dust and/or hazardous materials, chemicals, pesticides; must work at night; heavy lifting; 
climbing ladders; operating specialized equipment (describe); prolonged standing, walking, sitting; working 
overhead with arms extended; frequent bending or stooping. Include any other information regarding your working 
conditions or the physical demands of the job.) 

 

J. OTHER FACTORS 
Is there anything else you would like us to know about your job? If yes, please list it here. (The block below 
expands automatically to make room for your response.) 

 

 

I HAVE PROVIDED THE INFORMATION IN THIS DOCUMENT AND ON THE ADDITIONAL PAGES AS 
NEEDED. TO THE BEST OF MY KNOWLEDGE, I BELIEVE THE INFORMATION IS ACCURATE AND 
COMPLETE. 

 

  

 

  Print or type your name on the line above 

                         

 

 

           Date (write the date above the line) 

  

PLEASE RETURN THIS COMPLETED QUESTIONNAIRE, YOUR JOB DESCRIPTION AND ANY ADDITIONAL 
PAGES TO ROSS HESSLER AT ROSS@EHANDA.COM NOT LATER THAN _ ____. 

IF YOU CHOOSE NOT TO WRITE ANY INFORMATION ON THE ATTACHED JOB DESCRIPTION, PLEASE 
STILL WRITE YOUR NAME ON IT AND RETURN IT WITH YOUR QUESTIONNAIRE. 

THANK YOU.  
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Appendix C: Planning Assistant Job Description –  
 Final Draft 

 (Retitled from Administrative Assistant I) 
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CLASS TITLE: PLANNING ADMINISTRATIVE ASSISTANT I 
 

 
BASIC FUNCTION:  
 
Under the direction of the Director - Long-Range Planning, perform responsible and specialized planning 
department duties related to student transfers, overflow placements, and school facility impact fees; 
resolve parent concerns involving student transfers; coordinate transfer information with various 
departments; and assist in marketing activities of the district to retain and recruit students  
 

DISTINGUISHING CHARACTERISTICS:  
 
The Planning Assistant position is the first lower level of the two planning-related classes in the Long-
Range Planning Department.  It has a primary responsibility for the inter-district transfer process for 
students and assists with the intra-district transfers, applying specific knowledge to ensure compliance 
with pertinent laws, regulations, and policies.  The Planning Technician is the journey-level class, with a 
wider scope of technical duties in the areas of school facilities planning, demographics, enrollment 
projections and related areas. 
 

REPRESENTATIVE DUTIES:  
 
ESSENTIAL DUTIES:  
 

 Process student transfers and overflow placement; coordinate related communications between 
Long-Range Planning, Pupil Services, Transportation, and other departments as needed; serve 
as liaison between the District school sites and parents and provide technical information and 
interpretation regarding student transfers and overflow placement. 

 Calculate, collect, process, and record school facility fees; process agency clearance certificates 
and monies; create bank accounts and make prepare, assemble, and reconcile bank deposits 
and balance related accounts; process and issue refunds as needed; monitor and provide 
interpretation of legislative issues related to school facility fees.  

 Receive visitors, including administrators, staff and the public and provide information or direct to 
appropriate personnel; exercise independent judgment in resolving a variety of issues and refer 
difficult issues to the administrator as necessary; provide technical information and assistance 
related to office or program operations, policies and procedures.  

 Provide technical assistance in the data gathering, statistical analyses, and displays of data, input, 
extract and update a variety of data into an assigned computer system; initiate queries and 
generate a variety of computerized reports as requested or required; establish and maintain 
automated records and files; assure accuracy of input and output data.  

 Communicate with parents, including those with grievances concerns who may be upset, and 
who are considering a transfer request, to evaluate their needs and offer guidance in determining 
enrollment options to inform and appropriately handle the situation; work and communicate with 
District personnel, administrators, and various outside agencies to exchange information and 
network to determine an appropriate resolution to issues or concerns. 

 Assist in planning and conducting research; compile and verify a variety of information; compute 
statistical information for a variety of reports and assist in developing enrollment projections; 
develop methods of data collection and analysis for assigned projects; process and evaluate a 
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variety of forms and applications related to assigned functions; duplicate and distribute materials 
as needed.  

 Prepare, print, distribute, collect, sort, file, process, evaluate, and maintain a variety of data, 
forms, records and reports related to student registration, enrollment, student transfers, overflow 
placements, facilities fees and other assigned duties; assure accuracy and completeness of data, 
records, and reports. 

 Review, interpret, evaluate and provide recommendations on guidelines, policies and procedures 
related to student registration, enrollment, student transfers, overflow placements, facilities fees 
and other assigned functions. 

 Assist in a variety of surveys and related research and data analysis activities; review, analyze, 
arrange, and report data as required. 

 Schedule and attend a variety of meetings; take meeting notes. 

 Operate a variety of office equipment including a calculator, copier, fax machine, multi-line 
telephone system, scanner, computer and assigned software. train users on District-wide 
computer software and hardware as assigned; support and troubleshoot software and hardware.  

 Receive, sort, and distribute mail; open mail and compose responses independently as 
appropriate.  

 Monitor inventory levels of office supplies; order, receive and maintaining inventory of office 
supplies.  

 
OTHER DUTIES:  
 
Perform related duties as assigned.  
 
 

KNOWLEDGE AND ABILITIES:  
 
KNOWLEDGE OF:  
 

 Current office practices, procedures, and equipment.  

 Telephone techniques and etiquette.  

 Policies and objectives of assigned program and activities.  

 Applicable laws, codes, regulations, policies, and procedures.  

 Record-keeping techniques.  

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

 Interpersonal skills using tact, patience, and courtesy.  

 Oral and written communication skills.  

 Operation of a computer and assigned software.  

 Methods of collecting and organizing data and information. 

 Business letter and report writing, editing, and proofreading.  

 Basic arithmetic and statistics.  
 
 
ABILITY TO:  
 

 Interpret, apply, and explain laws, codes, rules, and regulations related to assigned activities.  

 Analyze situations accurately and adopt an effective course of action. 
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 Work independently with little direction.  

 Type or input data at an acceptable rate of speed.  

 Understand and resolve issues, complaints, or problems.  

 Maintain confidentiality of sensitive and privileged information.  

 Determine appropriate action within general guidelines. 

 Exhibit empathy with parents when addressing their concerns 

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

 Maintain records and files.  

 Compile and verify data and prepare reports.  

 Operate a variety of office equipment including a computer and assigned software.  

 Complete work with many interruptions.  

 Plan and organize work.  

 Meet schedules and timelines.  

 Make arithmetical calculations with speed and accuracy.  

 
EDUCATION AND EXPERIENCE:  
 
Any combination equivalent to graduation from high school or equivalent supplemented by  related 
college-level coursework and two years increasingly responsible related experience in a large 
organization involving frequent public contact.  
 
 

WORKING CONDITIONS:  
 
ENVIRONMENT:  

 Office environment 

 Constant interruptions 
 
PHYSICAL DEMANDS:  

 Dexterity of hands and fingers to operate a computer keyboard. 

 Hearing and speaking to exchange information in person and on the telephone.  

 Sitting or standing for extended periods of time.  

 Seeing to read a variety of materials.  

 Bending at the waist, kneeling, or crouching to file materials. 
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Appendix D: Administrative Assistant I Job Description –  
 First Draft 
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CLASS TITLE: PLANNING ADMINISTRATIVE ASSISTANT I 
 

 
BASIC FUNCTION:  
 
Under the direction of the Director, Long-Range Planning, perform varied and responsible and 
specialized planning department secretarial and administrative assistant duties related to student 
transfers, overflow placements, and school facility impact fees; assist in marketing activities of the district 
to retain and recruit students.to relieve the administrator of administrative and clerical detail; plan, 
coordinate and organize office activities and coordinate flow of communications for the assigned 
supervisor.  
 

DISTINGUISHING CHARACTERISTICS:  
 
Administrative Assistant positions perform complex and responsible secretarial duties for a District-level 
administrator. Administrative Assistant I positions report to the Director of a District-wide program 
involving homogeneous functions related to the program. Administrative Assistant II positions report to a 
Director of a large District wide program of three or more unrelated programs.  The Planning Assistant 
position is the lower-level of the two planning-related classes in the Long-Range Planning Department.  
It has primary responsibility for the inter-district transfer process for students, and assists with the intra-
district transfers.  The Planning Technician is the journey-level class, with a wider scope of responsibilities 
in the  
 

REPRESENTATIVE DUTIES:  
 
ESSENTIAL DUTIES:  
 

 Perform varied and responsible secretarial and administrative assistant duties to relieve the 
administrator of administrative and clerical detail; plan, coordinate and organize office activities 
and coordinate flow of communications; assure smooth and efficient office operations.  

 Serve as secretary to the assigned administrator; perform public relations and communication 
services for the administrator; receive, screen and route telephone calls; take and relay messages 
as appropriate; schedule and arrange interviews, appointments, conferences, and other events.  

 Process student transfers and overflow placement; coordinate related communications between 
Long-Range Planning, Pupil Services and Transportation; serve as liaison between the District 
school sites and parents regarding student transfers and overflow placement. 

 Calculate, collect, and process school facility fees; process agency clearance certificates; create 
bank accounts and make deposits; issue refunds as needed.  

 Receive visitors, including administrators, staff and the public and provide information or direct to 
appropriate personnel; exercise independent judgment in resolving a variety of issues and refer 
difficult issues to the administrator as necessary; provide technical information and assistance 
related to office or program operations, policies and procedures.  

 Input, extract and update a variety of data into an assigned computer system; initiate queries and 
generate a variety of computerized reports as requested or required; establish and maintain 
automated records and files; assure accuracy of input and output data.  
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 Communicate with parents, including those with concerns who may be upset, and are considering 
a transfer request, to inform and appropriately handle the situation; work and communicate with 
District personnel, administrators, and various outside agencies to exchange information and 
resolve issues or concerns. 

 Assist in planning and conducting research; compile and verify a variety of information; compute 
statistical information for a variety of reports and developing enrollment projections; develop 
methods of data collection and analysis for assigned projects; process and evaluate a variety of 
forms and applications related to assigned functions; duplicate and distribute materials as 
needed.  

 Compose, independently or from oral instructions, note or rough draft, a variety of materials 
including inter-office communications, applications, requisitions, forms, contracts, letters, 
memoranda, bulletins, flyers, brochures, agenda items and other materials; review and proofread 
a variety of documents.  

 Prepare, print, distribute, collect, sort, file, process, evaluate, and maintain a variety of data, 
forms, records and reports related to office programs, financial activity, student registration, 
enrollment, student transfers, overflow placements, facilities fees information, personnel and 
other assigned duties; assure accuracy and completeness of data, records, and reports; establish 
and maintain filing systems. 

 Review, interpret, evaluate and provide recommendations on guidelines, policies and procedures 
related to student registration, enrollment, transfers, overflow placements, facilities fees and other 
assigned functions. 

 Assist in a variety of surveys and related research and data analysis activities; review, analyze, 
arrange, and report data as required. 

 Coordinate, Schedule and attend a variety of meetings; prepare and send out notices of meetings; 
maintain appointment and activity calendar; reserve facilities; collect and compile information for 
meetings, projects and workshops; take meeting notes, transcribe and distribute minutes as 
directed.  

 Operate a variety of office equipment including a calculator, copier, fax machine, multi-line 
telephone system, typewriter, scanner, computer and assigned software; train users on District-
wide computer software and hardware as assigned; support and troubleshoot software and 
hardware.  

 Prepare, process and code purchase orders and invoices for assigned office or program as 
directed; monitor office or program expenditures and budgets; reconcile assigned accounts; 
prepare and assure accuracy of bank deposits; maintain auditable records.  

 Receive, sort, and distribute mail; open mail and compose responses independently as 
appropriate; prepare and distribute informational packets and bulk mailings as directed.  

 Monitor inventory levels of office supplies; order, receive and maintaining inventory of office 
supplies.  

 Coordinate travel arrangements and hotel reservations as necessary; prepare and assure proper 
completion of reimbursement forms.  

 
OTHER DUTIES:  
 
Perform related duties as assigned.  
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KNOWLEDGE AND ABILITIES:  
 
KNOWLEDGE OF:  
 

 Current Modem office practices, procedures, and equipment.  

 Telephone techniques and etiquette.  

 Policies and objectives of assigned program and activities.  

 Applicable laws, codes, regulations, policies, and procedures.  

 Record-keeping techniques.  

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

 Interpersonal skills using tact, patience, and courtesy.  

 Oral and written communication skills.  

 Operation of a computer and assigned software.  

 Methods of collecting and organizing data and information. 

 Business letter and report writing, editing, and proofreading.  

 Basic arithmetic and statistics.  
 
ABILITY TO:  
 

 Perform varied and responsible secretarial and administrative assistant duties to relieve the 
administrator of administrative and clerical detail.  

 Serve as secretary to the administrator and coordinate communications between administrators, 
personnel, parents, students, and the public.  

 Assure smooth and efficient office operations.  

 Interpret, apply, and explain laws, codes, rules, and regulations related to assigned activities.  

 Analyze situations accurately and adopt an effective course of action. 

 Work independently with little direction.  

 Compose correspondence and written materials independently or from oral instructions.  

 Type or input data at an acceptable rate of speed  45 words per minute from clear copy.  

 Understand and resolve issues, complaints, or problems.  

 Maintain confidentiality of sensitive and privileged information.  

 Determine appropriate action within general clearly defined guidelines.  

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

 Maintain records and files.  

 Compile and verify data and prepare reports.  

 Operate a variety of office equipment including a computer and assigned software.  

 Complete work with many interruptions.  

 Plan and organize work.  

 Meet schedules and timelines.  

 Make arithmetical calculations with speed and accuracy.  

 
EDUCATION AND EXPERIENCE:  
 
Any combination equivalent to graduation from high school or equivalent supplemented by  related 
college-level coursework secretarial training and two years increasingly responsible related secretarial 
experience in a large organization involving frequent public contact.  
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WORKING CONDITIONS:  
 
ENVIRONMENT:  

 Office environment 

 Constant interruptions 
 
PHYSICAL DEMANDS:  

 Dexterity of hands and fingers to operate a computer keyboard. 

 Hearing and speaking to exchange information in person and on the telephone.  

 Sitting or standing for extended periods of time.  

 Seeing to read a variety of materials.  

 Bending at the waist, kneeling, or crouching to file materials. 

 



CURRENT VACANCIES 

Cajon Valley Union School District Personnel Commission Agenda 
  July 23, 2020 

Position Title: Number of Positions: Hours and Sites: 
Behavior Intervention Specialist 5 7.0-7.5 hours per day, Empower, 

Greenfield and Special Education 
Bus Attendant  4 5.0 hours per day. Transportation  
Campus Aide 16 .50-2.0 hours per day 

Anza, Bostonia, Crest, Cajon Valley, 
Emerald, Greenfield, Lexington, Los 
Coches Creek, Montgomery, Naranca and 
WD Hall 

Campus Safety Lead 2 8.0 hours per day, Emerald and Hillsdale 
Child Nutrition Worker I 9 2.5-3.5 hours per day, Child Nutrition, 

Greenfield, Hillsdale, Meridian, 
Montgomery and WD Hall 

Custodial Crew Leader 1 8.0 hours per day, Maintenance 
English Language Development 
Assistant Bilingual (Arabic) 

2 3.0 hours per day, Anza Preschool and 
Chase Preschool 

English Language Development 
Assistant Bilingual (Spanish) 

5 2.0-7.0 hours per day, Johnson Preschool 
Los Coches Creek, and Educational 
Services 

Extended Day Program Aide 13 1.5-3.2 hours per day, Blossom Valley, 
Flying Hills, Hillsdale, Lexington, Magnolia, 
Meridian, Naranca, and Vista Grande 

Extended Day Program Site Lead 1 4.2 hours per day, Los Coches Creek 
Extended Day Program Supervisor 1 8.0 hours per day, Extended Day Program 
Health Care Specialist 2 7.5 hours per day, Health Services 

(Special Education) 
Heavy Duty Mechanic 1 8.0 hours per day, Transportation 
Instructional Assistant 1 2.0 hours per day, Meridian Preschool 
Lead Heavy Duty Mechanic 1 8.0 hours per day, Transportation 
Mental Health Clinician I 1 8.0 hours per day, Special Education 
Mental Health Clinician II 1 8.0 hours per day, Special Education 
Occupational Therapist 2 8.0 hours per day, Special Education 
Office Assistant II Bilingual 
(Spanish) 

1 3.0 hours per day, Lexington 

School Bus Driver I 1 5.0 hours per day, Transportation 
Special Education Classroom 
Assistant / Trainee 

21 3.5-6.5 hours per day, Anza, Cajon Valley, 
Emerald, Flying Hills, Fuerte, Greenfield, 
Hillsdale, Jamacha, Johnson, Madison, 
Magnolia, Naranca, Rancho San Diego, 
Sevick, and WD Hall.  

Special Education Classroom 
Assistant / Trainee Bilingual (Arabic) 

1 6.0 hours per day, Sevick 

Special Education Classroom 
Assistant / Trainee Bilingual 
(Spanish) 

1 6.0 hours per day, Cajon Valley 

Special Education Classroom 
Assistant / Trainee Bilingual 
(American Sign Language) 

1 6.0 hours per day, Special Education 

Transportation Operations Assistant 1 8.0 hours per day, Transportation 
 



ELIGIBILITY LISTS 
 

Cajon Valley Union School District  Personnel Commission Agenda 
   July 23, 2020 
 

Position: Type of Recruitment: Expiration: 
Accounting Assistant I Promotional / Open  September 2020 
Accounting Assistant II  Promotional / Open August 2020 
Administrative Assistant I Bilingual 
(Spanish) 

Promotional / Open September 2020 

Administrative Assistant I Promotional / Open November 2020 
Alternative Learning Program 
Assistant 

Promotional / Open  October 2020 

Assistant Buyer Promotional / Open  February 2021 
Behavior Intervention Specialist Dual July 2020, August 2020, 

January 2021, March 2021   
Bilingual-Bicultural Interpreter 
(Spanish) 

Dual October 2020 

Bus Attendant Promotional / Open November 2020 
Campus Aide Open September 2020, October 2020, 

November 2020, December 
2020, January 2021, February 
2021, March 2021 

Campus Safety Lead Promotional / Open September 2020 , January 2021 
Child Nutrition Worker I Promotional / Open July 2020, August 2020, 

February 2021 
Community Liaison Bilingual (Arabic) Promotional / Open July 2020 
Community Liaison Bilingual 
(Spanish)  

Promotional / Open February 2021 

Computer Support Technician Promotional / Open September 2020 
Director of Transportation Dual July 2020 
District Receptionist Promotional / Open January 2021 
Early Childhood Program I Promotional / Open August 2020, September 2020 
Extended Day Program Aide Promotional / Open August 2020, November 2020, 

December 2020, January 2021, 
March 2021 

Extended Day Program Assistant Promotional / Open December 2020 
Extended Day Program Site Lead Promotional / Open January 2021, February 2021 
English Language Development 
Assistant (Arabic) 

Promotional / Open September 2020, October 2020 

English Language Development 
Assistant (Spanish) 

Promotional / Open February 2021 

Executive Assistant Dual July 2020 
Graphic Arts Technician Promotional / Open March 2021 
Health Assistant Promotional / Open  January 2021 
Health Care Specialist Promotional / Open  February 2021, March 2021 
Heavy Duty Mechanic Promotional / Open November 2021 
Instructional Assistant Promotional / Open September 2020 
Lead Heavy Duty Mechanic Promotional / Open January 2021 
Library Media Technician I Promotional / Open October 2020 



 

 

Position: Type of Recruitment:  Expiration: 
Mental Health Manager Dual July 2020 
Mental Health Clinician I Dual July 2020 
Mental Health Clinician II Dual July 2020 
Office Aide Promotional / Open October 2020 
Office Assistant II Promotional / Open September 2020, December 

2020 
Office Assistant II Bilingual (Arabic) Promotional / Open February 2021 
Office Assistant II Bilingual (Spanish) Promotional / Open February 2021 
Personnel Assistant II Promotional / Open January 2021 
School Bus Driver Promotional / Open November 2020 
Special Education Classroom 
Assistant Trainee 

Promotional / Open July 2020, August 2020, 
September 2020, November 
2020, December 2020, January 
2021, February 2021 

Special Education Classroom 
Assistant Trainee Bilingual (Arabic) 

Promotional / Open November 2020 

Special Education Classroom 
Assistant Trainee Bilingual (Spanish) 

Promotional / Open August 2020, January 2021 

Secretary Promotional / Open November 2020 
Speech-Language Pathology 
Assistant Bilingual (Spanish) 

Promotional  August 2020 

Transportation Operations Supervisor Promotional November 2020 
Transportation Operations Assistant Promotional / Open July 2020, July 2021 
Transportation Safety & Training 
Supervisor 

Promotional / Open December 2020, February 2021 

Van Driver – Student Transportation Promotional / Open September 2020 
 

Note: Several positions have multiple eligibility lists associated with the position because multiple 
recruitments were run to ensure that a complete eligibility list was established.   
    



Recruitments 
 

Cajon Valley Union School District  Personnel Commission Agenda 
  July 23, 2020 

Job Posting  Date Opened Date Closed 

Custodial Crew Leader July 14, 2020 July 27, 2020 

Heavy Duty Mechanic July 14, 2020 July 27, 2020 

Occupational Therapist  July 14, 2020 July 27, 2020 

 



 

 

 

  

 

 

 

 

PERSONNEL COMMISSION 
Victor Garcia ♦ Virginia Levenson ♦ Timothy McKay 

Office Address:   
750 E. Main Street, El Cajon, CA  92020 

 

Mailing Address:   
PO Box 1007, El Cajon, CA  92022-1007 

www.cajonvalley.net 

Angela Bishop, Director 
Personnel Commission 
 

Phone:  (619) 588-3050 
Fax:  (619) 588-3663 

E-mail: bishopa@cajonvalley.net 
 

 

 

June 29, 2020 
 
Dawn Landisi 
8945 Emerald Grove Ave 
Lakeside, CA 92040 
 
 
Dear Ms. Landisi, 
 
You are currently ranked on the eligibility list for Mechanic with the Cajon Valley Union School 
District.  On June 18, 2020, the Transportation department attempted to contact you by telephone 
and email to schedule an interview.  Mrs. Shabah, Administrative Assistant I, also left voicemails for 
you on June 23 and June 25, 2020.  You did not respond. 
 
In accordance with Personnel Commission Rules and Regulations for the Classified Service 
(PCR&Rs), 50.200.11 Duties of Eligible, “Eligibles will be contacted by telephone or mail and it 
shall be the duty of every eligible to respond within three workdays….Failure of the eligible to 
respond within the above-stated time will be deemed automatic waiver of certification…”.  
 
Additionally, and in accordance with the Personnel Commission Rules and Regulations for the 
Classified Service, 50.100.6 Removal of Names from Eligibility Lists, which state “…an eligible may 
be removed from an eligibility list by the Personnel Director, for any of the following reasons: (A) 
Failure to respond within ten days of an inquiry regarding availability for employment interview;” 
your name is being removed from the eligibility list.   
 
You may request to have your name restored to the eligibility list if you present “a good and valid 
reason and certify you are now willing and able to accept appointment,” by submitting a written 
request to the Personnel Commission within seven (7) calendar days of this notice.  
 
We wish you the best in your career advancement.  If you have any questions, please contact me. 
 
Sincerely, 
 
 
Angela Bishop 
Director-Classified Personnel 
 
\AB 
 
c:   File 
 Personnel Commission 

  
 

 



 

 

 

  

 

 

 

 

PERSONNEL COMMISSION 
Victor Garcia ♦ Virginia Levenson ♦ Timothy McKay 

Office Address:   
750 E. Main Street, El Cajon, CA  92020 

 

Mailing Address:   
PO Box 1007, El Cajon, CA  92022-1007 

www.cajonvalley.net 

Angela Bishop, Director 
Personnel Commission 
 

Phone:  (619) 588-3050 
Fax:  (619) 588-3663 

E-mail: bishopa@cajonvalley.net 
 

 

 

June 29, 2020 
 
Joseph Selis 
7178 South Tropico Drive 
La Mesa, CA 91941 
 
 
Dear Mr. Selis, 
 
You are currently ranked on the eligibility list for Mechanic with the Cajon Valley Union School 
District.  On June 18, 2020, the Transportation department attempted to contact you by telephone 
to schedule an interview.  Mrs. Shabah, Administrative Assistant I, also emailed you on June 23, 
2020.  You did not respond. 
 
In accordance with Personnel Commission Rules and Regulations for the Classified Service 
(PCR&Rs), 50.200.11 Duties of Eligible, “Eligibles will be contacted by telephone or mail and it 
shall be the duty of every eligible to respond within three workdays….Failure of the eligible to 
respond within the above-stated time will be deemed automatic waiver of certification…”.  
 
Additionally, and in accordance with the Personnel Commission Rules and Regulations for the 
Classified Service, 50.100.6 Removal of Names from Eligibility Lists, which state “…an eligible may 
be removed from an eligibility list by the Personnel Director, for any of the following reasons: (A) 
Failure to respond within ten days of an inquiry regarding availability for employment interview;” 
your name is being removed from the eligibility list.   
 
You may request to have your name restored to the eligibility list if you present “a good and valid 
reason and certify you are now willing and able to accept appointment,” by submitting a written 
request to the Personnel Commission within seven (7) calendar days of this notice.  
 
We wish you the best in your career advancement.  If you have any questions, please contact me. 
 
Sincerely, 
 
 
Angela Bishop 
Director-Classified Personnel 
 
\AB 
 
c:   File 
 Personnel Commission 

  
 

 



 

PERSONNEL COMMISSION 
Victor Garcia ♦ Virginia Levenson ♦ Timothy McKay  

Office Address:   
750 E. Main Street, El Cajon, CA  92020 

 

Mailing Address:   
PO Box 1007, El Cajon, CA  92022-1007 

www.cajonvalley.net 

Personnel Commission 
of Cajon Valley Union School District 

 
 

Phone:  (619) 588-3050 
Fax:  (619) 588-3663 

 

 

 

June 29, 2020 
 
 
Sabrina Copeland 
Principal 
Crest Elementary School 
 
Dear Sabrina: 
 
On behalf of the Personnel Commission and myself, congratulations on your promotion to 
Principal at Crest Elementary School.   
 
As you’re aware, Cajon Valley Union School District has been a Merit System district since 1967 
and since you have been working in the District for several years now, we know that you may 
already be aware of our responsibilities for administering and overseeing the activities related to 
the classified service.  We want to remind you that we are here to assist you with any needs you 
may have related to the classification, recruitment, selection, evaluation and retention of your 
classified staff. 
 
Additionally, we cordially invite you to attend a Personnel Commission meeting which are 
scheduled at 4:00 p.m. on the fourth Thursday of each month (except November and December).  
If you’re interested in sharing about the exciting activities happening at your site, the Commission 
would be pleased to have you give a presentation.  Please let me know and I’ll schedule you for 
an upcoming meeting. 
 
We celebrate your achievement and look forward to working with you in your new role. 
 
Sincerely, Personnel Commission, 

          
 
Angela Bishop Personnel Director  Virginia Levenson, Chair
     

Michelle Hayes, Assistant Superintendent  Victor Garcia, Vice Chair 
 
 
Maritza Diaz, Personnel Specialist-Classified Timothy McKay, Member 
 
/ab 
 
c:  Personnel Commission 
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Personnel Commission 
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Phone:  (619) 588-3050 
Fax:  (619) 588-3663 

 

 

 

June 29, 2020 
 
 
Roberta Ewing 
Principal 
Hillsdale Middle School 
 
Dear Roberta: 
 
On behalf of the Personnel Commission and myself, congratulations on your promotion to 
Principal at Hillsdale Middle School.   
 
As you’re aware, Cajon Valley Union School District has been a Merit System district since 1967 
and since you have been working in the District for several years now, we know that you may 
already be aware of our responsibilities for administering and overseeing the activities related to 
the classified service.  We want to remind you that we are here to assist you with any needs you 
may have related to the classification, recruitment, selection, evaluation and retention of your 
classified staff. 
 
Additionally, we cordially invite you to attend a Personnel Commission meeting which are 
scheduled at 4:00 p.m. on the fourth Thursday of each month (except November and December).  
If you’re interested in sharing about the exciting activities happening at your site, the Commission 
would be pleased to have you give a presentation.  Please let me know and I’ll schedule you for 
an upcoming meeting. 
 
We celebrate your achievement and look forward to working with you in your new role. 
 
Sincerely, Personnel Commission, 

          
 
Angela Bishop Personnel Director  Virginia Levenson, Chair
     

Michelle Hayes, Assistant Superintendent  Victor Garcia, Vice Chair 
 
 
Maritza Diaz, Personnel Specialist-Classified Timothy McKay, Member 
 
/ab 
 
c:  Personnel Commission 
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Fax:  (619) 588-3663 

 

 

 

June 29, 2020 
 
 
Lesley Ezop 
Principal 
Lexington Elementary School 
 
Dear Lesley: 
 
On behalf of the Personnel Commission and myself, congratulations on your promotion to 
Principal at Lexington Elementary School.   
 
As you’re aware, Cajon Valley Union School District has been a Merit System district since 1967 
and since you have been working in the District for many years now, we know that you may 
already be aware of our responsibilities for administering and overseeing the activities related to 
the classified service.  We want to remind you that we are here to assist you with any needs you 
may have related to the classification, recruitment, selection, evaluation and retention of your 
classified staff. 
 
Additionally, we cordially invite you to attend a Personnel Commission meeting which are 
scheduled at 4:00 p.m. on the fourth Thursday of each month (except November and December).  
If you’re interested in sharing about the exciting activities happening at your site, the Commission 
would be pleased to have you give a presentation.  Please let me know and I’ll schedule you for 
an upcoming meeting. 
 
We celebrate your achievement and look forward to working with you in your new role. 
 
Sincerely, Personnel Commission, 

          
 
Angela Bishop Personnel Director  Virginia Levenson, Chair
     

Michelle Hayes, Assistant Superintendent  Victor Garcia, Vice Chair 
 
 
Maritza Diaz, Personnel Specialist-Classified Timothy McKay, Member 
 
/ab 
 
c:  Personnel Commission 
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June 29, 2020 
 
 
David Geck 
Principal 
Emerald Middle School 
 
Dear David: 
 
On behalf of the Personnel Commission and myself, congratulations on your promotion to 
Principal at Emerald Middle School.   
 
As you’re aware, Cajon Valley Union School District has been a Merit System district since 1967 
and since you have been working in the District for several years now, we know that you may 
already be aware of our responsibilities for administering and overseeing the activities related to 
the classified service.  We want to remind you that we are here to assist you with any needs you 
may have related to the classification, recruitment, selection, evaluation and retention of your 
classified staff. 
 
Additionally, we cordially invite you to attend a Personnel Commission meeting which are 
scheduled at 4:00 p.m. on the fourth Thursday of each month (except November and December).  
If you’re interested in sharing about the exciting activities happening at your site, the Commission 
would be pleased to have you give a presentation.  Please let me know and I’ll schedule you for 
an upcoming meeting. 
 
We celebrate your achievement and look forward to working with you in your new role. 
 
Sincerely, Personnel Commission, 

          
 
Angela Bishop Personnel Director  Virginia Levenson, Chair
     

Michelle Hayes, Assistant Superintendent  Victor Garcia, Vice Chair 
 
 
Maritza Diaz, Personnel Specialist-Classified Timothy McKay, Member 
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June 29, 2020 
 
Keith Nuthall 
Director 
Educational Services Department 
 
Dear Keith: 
 
On behalf of the Personnel Commission, we want to welcome you to the Cajon Valley Union 
School District.  You come to the District with the highest praise from individuals with whom you 
worked in your previous district.   
 
The District has been a Merit System district since 1967.  Simply put, this means all Classified 
hiring is done through a competitive process similar to other government agencies.  As such, we 
would like to familiarize you with our responsibilities for administering and overseeing the activities 
related to the classified service, and want you to know that we are here to assist you with any 
needs you may have related to the classification, recruitment, selection, evaluation and retention 
of Classified staff. 
 
Additionally, we would like to invite you to meet the Personnel Commission and introduce yourself 
at an upcoming meeting.  Meetings are scheduled at 4:00 p.m. on the fourth Thursday of each 
month (except November and December).  Due the school closures, we are currently meeting via 
Zoom and will resume in-person meetings in the Governing Board room soon. We hope you’ll join 
us as your schedule permits. 
 
Once again, welcome!  We celebrate your achievement and look forward to getting to know you 
and working with you. 
 
Sincerely, Personnel Commission, 

          
 
Angela Bishop Personnel Director  Virginia Levenson, Chai
     

Michelle Hayes, Assistant Superintendent  Victor Garcia, Vice Chair 
 
 
Maritza Diaz, Personnel Specialist-Classified Timothy McKay, Member 
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June 29, 2020 
 
 
Amanda Silva 
Director-Certificated Staffing 
Personnel Services 
 
Dear Amanda: 
 
On behalf of the Personnel Commission and myself, congratulations on your promotion to 
Director-Certificated Personnel.  
 
As you’re aware, the District has been a Merit System district since 1967 and since you have 
been working in Cajon Valley for many years now, we know that you may already be aware of our 
responsibilities for administering and overseeing the activities related to the classified service.  
We want to remind you that we are here to assist you with any needs you may have related to 
the classification, recruitment, selection, evaluation and retention of your classified staff. 
 
Thank you for participating in our Personnel Commission meeting last week.  We cordially invite 
you to attend future meetings, which are scheduled at 4:00 p.m. on the fourth Thursday of each 
month (except November and December).  If you’re interested in sharing about the new work 
you’re doing in supporting certificated staff, the Commission would be pleased to have you give 
a presentation.  Please let me know and I’ll schedule you for an upcoming meeting. 
 
We celebrate your achievement and look forward to working with you in your new role. 
 
Sincerely, Personnel Commission, 

          
 
Angela Bishop Personnel Director  Virginia Levenson, Chair
     

Michelle Hayes, Assistant Superintendent  Victor Garcia, Vice Chair 

 
 
Maritza Diaz, Personnel Specialist-Classified Timothy McKay, Member 
 
/ab 
 
c:  Personnel Commission 



CAJON VALLEY UNION SCHOOL DISTRICT 
PERSONNEL COMMISSION RULES AND REGULATIONS

Revisions - Project Timeline

Cajon Valley Union School District
Personnel Commission Agenda

July 23, 2020

Section Section Title Corresponding CSPCA 
Model Rule(s)

To Association/
Administration 1st Read 2nd Read

10.100 DEFINITIONS, GENERAL Chapter 1
10.200 Preliminary Statement
10.200.1 Statutory Authority for These Rules EC § 45260-45261
10.200.2 Interpretation and Application of Rules
10.200.3 Severability

20.100 ORGANIZATION OF THE COMMISSION Chapter 2
20.100.1 Appointment and Terms of Personnel Commissioners 2.1.1, 2.1.2
20.100.2 Officers 2.1.3
20.100.3 Quorum and Majority 2.1.4
20.200 Meetings 2.2
20.200.1 Regular and Special Meetings 2.2.1, 2.2.2
20.200.2 Adjourned Meetings 2.2.3
20.200.3 Public Meetings 2.2.4
20.200.4 Executive Sessions 2.2.5
20.200.5 Amendment, Deletion or Addition to Rules 2.2.6  
20.200.6 Minutes 2.2.7
20.300 Commission Employees 2.3.1
20.300.1 Status of Commission Employees 2.3.1
20.300.2 General Duties of the Personnel Director 2.3.2
20.400 Miscellaneous Provisions
20.400.1 Communications 2.4
20.400.2 Commission Budget 2.5
20.400.3 Annual Report 2.6
20.400.4 Ad Hoc Committee of One Commissioner

Counsel for the Commission 2.7
Ethics and Beliefs 2.8

30.100 THE CLASSIFIED SERVICE 3.1, 3.1.2, 3.1.3
30.100.1 Positions Included and Restricted Positions 3.1, 3.1.2, 3.1.3
30.100.2 Exemption From the Classified Service 3.1.1
30.100.3 Part-Time Defined 3.1.2
30.100.4 Effect of Exemption 3.1.3

Chapter 10 - DEFINITIONS AND PRELIMINARY STATEMENT

Chapter 20 - PERSONNEL COMMISSION

Chapter 30 - POSITION CLASSIFICATION PLAN
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PERSONNEL COMMISSION RULES AND REGULATIONS

Revisions - Project Timeline

Cajon Valley Union School District
Personnel Commission Agenda

July 23, 2020

Section Section Title Corresponding CSPCA 
Model Rule(s)

To Association/
Administration 1st Read 2nd Read

30.100.5 Professional Expert Assignments 3.2
30.200 GENERAL CLASSIFICATION RULES 3.2
30.200.1 Assignment of Duties 3.2.1
30.200.2 General Nature of the Classification Plan 3.2.2
30.200.3 Class Specifications 3.3
30.200.4 Interpretation of Class Specifications 3.4
30.200.5 Allocation of Positions to Classes 3.5
30.200.6 Changes in Duties of Positions 3.6
30.200.7 Working Out of Classification 3.7
30.200.8 Review of Positions 3.7.1
30.200.9 Creation of New Positions (ECS 45276) 3.4.7
30.300 Reclassification 3.8
30.300.1 Requests for Study 3.7.1
30.300.2 Effective Date of Reclassification 3.8.4
30.300.3 Effects on Incumbents 3.8.1-3.8.10
30.300.4 Reemployment List for Displaced Incumbents 3.8.10
30.400 Miscellaneous Related Rules
30.400.1 Decreases in Assigned Time 10.1.4

40.100 APPLICATION FOR EMPLOYMENT 4.1
40.100.1 Filing of Application 4.1.2
40.100.2 General Qualifications of Applicants 4.1.3
40.100.3 Elimination of Unfit Applicants, Candidates and Eligibles 4.2.1
40.100.4 Rejection and Appeal from Rejection 4.2, 4.2.1
40.100.5 Action When Rejection is Not Sustained 4.2.2(d)
40.100.6 Applications Not to Be Returned
40.100.7 Applicants Names Not Made Public 4.2.4
40.100.8 Veterans' Preference 4.2.3, 5.5.4
40.200 EXAMINATIONS Chapter 5
40.200.1 Examinations Barred
40.200.2 Notice of Examination 4.1.2
40.200.3 Who May Compete 4.1.3
40.200.4 Types of Examinations 5.4.2
40.200.5 Examination Scores and Weights 5.5.1-5.5.2

Chapter 40 - APPLICATION AND EXAMINATION (OVERVIEW)
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Revisions - Project Timeline

Cajon Valley Union School District
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July 23, 2020

Section Section Title Corresponding CSPCA 
Model Rule(s)

To Association/
Administration 1st Read 2nd Read

40.200.6 Notice to Examinee 5.5.5
40.200.7 Oral Examination 5.4.2(b)
40.200.8 Open Examination 5.4.1(a)
40.200.9 Promotional Examination 5.4.1(b)
40.200.10 Open and Promotional Examinations 5.4.1(c)

Merged (Dual Certification) 5.4.1(d)
40.200.11 Continuous Examinations 5.4.1(e)
40.200.12 Seniority Credit 5.5.3
40.200.13 Ties in Examination Scores

50.100 ELIGIBILITY LISTS Chapter 6
50.100.1 Establishment and Life of Eligibility Lists 6.1, 6.2, 6.3, 6.5
50.100.2 Types of Eligibility Lists 5.5.2
50.100.3 Duration and Termination of Eligibility Lists 6.5
50.100.4 Consolidation of Eligibility Lists 6.5.1, 6.5.2
50.100.5 Eligibility After Appointment 6.6.5
50.100.6 Removal of Names from Eligibility Lists 6.6.6-6.6.10
50.200 CERTIFICATION FROM EMPLOYMENT LISTS 6.7
50.200.1 Order of Precedence 6.7.2
50.200.2 Dual Certification 5.4.1(d)
50.200.3 Procedure When Fewer Than Three Ranks Remain 6.7.5
50.200.4 Other Sources of Eligibility 6.4, 11.1.10
50.200.5 Procedure of Certification and Appointment 6.3, 6.4
50.200.6 Waivers of Certification 6.6.6-6.6.8
50.200.7 Refusals of Appointment
50.200.8 Certification from the List for Another Class 6.7, 6.7.11
50.200.9 Withholding Names from Certification 6.6.9-6.6.10
50.200.10 Restoration to Certification 6.7.10
50.200.11 Duties of Eligibles 6.7.12
50.200.12 Confidentiality of Lists 5.6.2, 6.7.14
50.300 PROVISIONAL APPOINTMENTS Chapter 7
50.300.1 Restrictions
50.300.2 Terminating Provisional Appointments EC § 45287,45288, 45389
50.300.3 Emergency Appointments

Chapter 50 - EMPLOYMENT LISTS (OVERVIEW)
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50.300.4 Limited-Term Appointments EC § 45286-45290

60.100 PROBATIONARY PERIOD 9.2
60.100.1 Duration of Probationary Period 9.2.1, 9.2.2, 9.2.3 6/25/20 7/23/20
60.100.2 Rights of Probationary Employees 9.2
60.200 CHANGES IN POSITION AND CLASS
60.200.1 Transfer 11.1
60.200.2 Demotions 11.2
60.200.3 Restorations 11.3
60.200.4 Assignments of Handicapped Employees
60..300 PERFORMANCE EVALUATIONS Chapter 13
60.300.1 Schedule 13.3
60.300.2 Procedures 13.1
60.300.3 Personnel Files 12.1
60.300.4 Supervision of Family Members
60.400 LEAVES OF ABSENCES Chapter 15
60.400.1 Vacation 14
60.400.2 Paid Sick Leave 15, 15.2
60.400.3 Termination of Sick Leave 15.5.7
60.400.4 Industrial Accident and Industrial Illness Leave 15.5, 15.5.1
60.400.5 Bereavement Leave 15.7
60.400.6 Jury Duty/Court Subpoena Leave 15.8
60.400.7 Absence for Examination 15.12
60.400.8 Personal Leave Without Pay 15.13
60.400.9 Leave to Serve in an Exempt, Temporary, or Limited-Term Position 15.14
60.400.10 Personal Necessity 15.3
60.400.11 Pregnancy and Childbirth 15.5, 15.6
60.400.12 Military Leave 15.9
60.400.13 Transfer of Sick Leave 15.2.5
60.500 LAYOFF Chapter 20
60.500.1 Procedure Regarding Layoff 20.1.1
60.500.2 Notice of Layoff (Education Code 45117) 20
60.500.3 Reemployment Rights (Education Code 45298) 20
60.600 RESIGNATION Chapter 21

Chapter 60  - IN-SERVICE STATUS AND TRANSACTIONS (OVERVIEW)
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60.600.1 Procedure 21.1
60.600.2 Absence Without Authorization
60.700 DISCIPLINARY ACTION AND APPEAL Chapter 19
60.700.1 Causes for Suspension, Demotion, Dismissal 19.1.5
60.700.2 Guidelines for Suspension, Demotion, Dismissal and Penalties 19.1.5.1
60.700.3 Procedure for Disciplinary Action 19.1.5.2-19.4.8
60.700.4 Appeal 19.5-19.5.6
60.700.5 Hearing Procedure 19.5.7-19.5.28

70.100 WORK PERIODS AND OVERTIME Chapter 10
70.100.1 Workday and Workweek 10.1-10.1.2
70.100.2 Overtime Defined 16.1.6
70.100.3 Compensation for Overtime 10.2.1
70.100.4 Classifications Exempt from Overtime Pay 10.1.6, 10.1.7
70.200 DETERMINATION OF SALARY SCHEDULES Chapter 17
70.200.1 Factors in Salary Determination
70.200.2 Salary Studies EC § 45268
70.200.3 Salary Schedules 17.0-17.1.1
70.300 APPLICATION OF SALARY SCHEDULE 17.2
70.300.1 Initial Placement 17.2.1
70.300.2 Step Advancement 17.2.3
70.300.3 Promotions 17.2.6
70.300.4 Placement After Leave of Absence Lists 17.2.7
70.300.5 Placement When Reclassified Upward Lists 17.2.14
70.300.6 Placement When the Classification is Reallocated Upward 17.2.14
70.300.7 Placement When Demoted 17.2.8
70.300.8 Working Out of Classification 17.2.11
70.300.9 Holiday Pay 16.1.1
70.400 PAYROLLS Chapter 9
70.400.1 Official Roster 9.1.2
70.400.2 Payroll Audit 9.1.2

80.100 EMPLOYEE COMPLAINTS Chapter 18
80.100.1 Procedure 18.1-18.1.17

Chapter 70 - WAGE AND SALARY PROVISIONS OVERVIEW)

Chapter 80 - MISCELLANEOUS PROVISIONS
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80.200 NEW EMPLOYEE CLEARANCES Chapter 8
80.200.1 Physical Examinations 8.1, 8.2
80.200.2 Criminal Records Check 8.2, 8.2.2
80.300 PENALTIES 5.8
80.300.1 Violations 5.8

12/19/2020 Anticipated Date for full adoption of the revised Rules and Regulations
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