1.6 Organization and Planning

Professional Standard

Individua staff membershave devel oped goalsand objectivesinther areas of responsibility, aswell as
apersonal professiona development plan.

Progress on Recommendations and Improvement Plan

1. Atthetimeof theassessment team’svisitation, 14 division staff membershad devel oped at
least one professional goa and anumber of objectivesto beaccomplished to fulfill thegoal .

2. Each gtaff member also had established apersona professiona development goal anda
number of written objectivesto beaccomplished tofulfill thisgoal.

3. ThePersonnel ServicesDivision management hastill to addressthe utilization of goalsand
objectivesinthe evaluation of staff.

Standard Implemented: Partially

June 2001 Rating: 3
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 7
June 2002 New Rating: 6
0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: ———C— *——+—+
Not [4 F1 Fully

Personnd Management
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2.2 Communications: Internal/External

Professional Standard

ThePersonnel and Businessdivisionshave devel oped and distributed amenu of servicesthat includes
theactivitiesperformed, theindividua responsible, and the telephone numberswherethey may be
contacted.

Progress on Recommendations and Improvement Plan
1. ThePersonnd ServicesDivision hasdevel oped a* Quick Reference Personnel Directory”
that listsal mgor personne officefunctions, respons ble party and telephone number. The
listincludespayroll.

2. Thenew directory wasdistributed to district staff on February 1, 2002, and wasplaced on
the Personnel ServicesWeb page.

Standard Implemented: Fully - Substantially

June 2001 Rating: 5
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 8
June 2002 New Rating: 8
0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: —tt+—
Not [ F1 Fully

Personnd Management



2.4 Communications: Internal/External

Professional Standard
ThePersonnd Division staff iscross-trained to respond to client need without del ay.

Progress on Recommendations and Improvement Plan

1. BoththeClassified and Certificated departments have devel oped plansfor cross-training
staff that includealisting of designated backup staff and atimelinefor training to occur.

2. Thedepartmentshave established atimelineto begin training during the period April through
June 2002.

3. Theissuesand the devel opment of across-training plan have been topicson both the
Classified and Certificated departments’ staff meeting agendas.

4. Insomeinstances, multiple employees (up to six) have been designated to train as backups
for aparticular position. Given the number of employeeswho haveindicated aninterestin
being designated asabackup, Personnel Servicesmay wish to prioritizetheorder inwhich
employeeswill becross-trained.

Standard Implemented: Partially

June 2001 Rating: 1
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 6
June 2002 New Rating: 6
) 0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: Y —tt—6—t+—F—
Not [4 F1 Fully

Personnd Management



2.5 Communications: Internal/External

Professional Standard
The Personnel ServicesDivisionholdsregularly scheduled staff mestings.

Progress on Recommendations and Improvement Plan

1. ThePersonne ServicesDivison hasdevel oped regularly scheduled staff meetings. Weekly
meetingsareheld for thefollowing groups.

(@) Leadership Team
(b) Classified Team
(¢) Certificated Personnel Department

Every other month, meetingsare scheduled with the Personnel Servicesstaff. Themeetings
areidentified asteam personnel meetings.

2. Minutesareavailablefor al scheduled meetings.
3. Thedivisonasousesanannua caendar toidentify upcoming activities.

Standard Implemented: Fully - Sustained

June 2001 Rating: 4
December 2001 Rating: 6
June 2002 Sdlf-Rating: 10
June 2002 New Rating: 10
) 0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: e e o e e e L L
Not [ F1 Fully

Personnd Management



3.3 Certificated Recruitment and Selection

Professional Standard
Thejob application form requestsinformationthat islega, useful, pertinent, and easily understood.

Progress on Recommendations and Improvement Plan
1. ThePersonne ServicesDivision provided thevisiting assessment team with adraft copy of a
new application for certificated employment. Thisdraft wasaresult of reviewing aselect
number of other school districts applications.
2. Thedraft form hasadded the applicant’se-mail address, asource of referral section, and
has separated out the“ Vol untary A pplicant/Employeeldentification” from the body of the

form.

3. Questionshave been added regarding the candidates' previous status and whether they have
resigned or been dismissed fromtheir |ast employment.

4. A statement will need to be added to state the voluntary nature of providing asocia security
number.

Standard Implemented: Partially

June 2001 Rating: 3

December 2001 Rating: 3

June 2002 Sdlf-Rating: 7

June 2002 New Rating: 5
) 0O 1 2 3 4 5 6 7 8 9 10
Implementation Scale: —_—
Not [3 F] Fully

Personnd Management



3.4 Certificated Recruitment and Selection

Professional Standard
The Personnd Divisionrecruitment plan includesatraining component for the district recruitment team.

Progress on Recommendations and Improvement Plan

1

ThePersonnd ServicesDivison utilizesaRecruitment Manua aspart of thetraining of
recruitersfor thedistrict. It hasalso established amaster list of trained recruitersas part of
itsoverdl recruitment plan.

Principa sfrom the hardest-to-staff school sareincluded in therecruitment team.

Recruitersaretrained on credential reciprocity and how out-of-state license holdersqudify
for apreliminary or clear credential.

On October 9, 2001, therecruitment team met to review the Recruitment Manual, evaluate
jobfairsvisited thepast year, show interest in upcoming recruitment and recommend others
forinclusonontheteam.

Recruitersare schedul ed to be oriented on the pre-intern program at a September 2002
mesting.

Standard Implemented: Fully - Substantially

June 2001 Rating: 7
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 8
June 2002 New Rating: 8
) 0O 1 2 3 4 5 6 7 8 9 10
Implementation Scale: ——tttt——
Not [4 F1 Fully

Personnd Management



3.6 Certificated Recruitment and Selection

Professional Standard
Therecruitment plan providesacost estimate (included in thedivision budget) for therecruitment
program.

Progress on Recommendations and Improvement Plan

1. ThePersonnel ServicesDivision hasaseparate recruitment program budget that providesa
breakout of expendituresfor variousrecruitment activities.

2. Thepastyear's(2001-02) budget included $175,000 from the Federa Class Size Reduc-
tion Program, with an anticipated $210,000 for the 2002-03 school year. General funds
provide another $75,000 for each year. These combined budgets provided $250,000 for
the 2001-02 school year, with $285,000 budgeted for the 2002-03 school year.

Standard Implemented: Partially

June 2001 Rating: 6
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 7
June 2002 New Rating: 7
) 0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: ——tt————+
Not [4 F1 Fully

Personnd Management
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3.8 Certificated Recruitment and Selection

Professional Standard
Selection proceduresare uniformly applied.

Progress on Recommendations and Improvement Plan

1. “ReferenceCheck for Certificated Candidates,” Bulletin P-7, hasbeenimplemented for all
new teachersasapart of theemployment process. Thereference check formsare provided
to principalsand managersrespons blefor hiring certificated staff. Principal ssubmit the
completed formsto the Personnd ServicesDivision.

2. Referencechecksfor certificated substitute empl oyees are compl eted by Personnel Services
staff and filed appropriately.

3. ThePersonnd ServicesDivision hasdeveloped aletter that issent to all certificated appli-
cantswho have submitted incomplete applications. Theletter outlineswhat isneeded to
compl ete the application process.

4. Aletter Alsoissenttoall certificated applicantswho have completed gpplications. Theletter
outlinesthehiring processand invitesthe applicantsto thedigtrict’sjob fair.

5. Therecently devel oped Procedures and Policy Handbook includesaclearly defined section

that addressesthe sal ection/hiring processwith appropriate formsand procedures. Severa
of theitems have not been distributed or implemented as of thiswriting.

Standard Implemented: Partially

June 2001 Rating: 4
December 2001 Rating: 5
June 2002 Sdlf-Rating: 6
June 2002 New Rating: 6
) 0O 1 2 3 4 5 6 7 8 9 10
Implementation Scale: —ttt———t——
Not [3 F] Fully

Personnd Management



3.9 Certificated Recruitment and Selection

Professional Standard

Thedigtrict systematically initiatesand follows up on experience and reference checksfor al applicants
being considered for employment.

Progress on Recommendations and Improvement Plan

1. “ReferenceChecksfor Certificated Candidates,” Bulletin P-7, wasissued toal principals
September 21, 2001. The Personnel ServicesDivisonisfollowing up onthebulletin.
Principasreceiveformsby e-mail andfax. They e-mail or fax completed formstothe
Personnd ServicesDivision.

2. Personnd Servicesstaff memberscomplete substitute teacher reference checks. Completed
reference check formsarenot included in the employee’s personnel filebut arefiled sepa
rately.

3. Someof thereference check formsthat were submitted for review were not asthorough as
onemight expect.

Standard Implemented: Partially

June 2001 Rating: 2
December 2001 Rating: 5
June 2002 Sdlf-Rating: 6
June 2002 New Rating: 6
) 0O 1 2 3 4 5 6 7 8 9 10
Implementation Scale: —————C———F+—+
Not [ F1 Fully

Personnd Management
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4.2 Classified Recruitment and Selection

Legal Standard
Employment proceduresand practices are conducted inamanner that ensures equal employment
opportunities. Written hiring procedures are provided (EC 44100-44105).

Progress on Recommendations and Improvement Plan

1

Thedigtrict has devel oped and presented proposal sto the classified bargaining unit that
would add cons derations besi des seniority in making classified selections, and would alow
thedidtrict to advertiseand fill vacanciesduring thesummer. Thedistrict and bargaining unit
areat impasseontheseitems.

The Senior Personnel Assistant maintainsaspreadsheet that listsall vacancies, key datesand
individualized annotationsregarding the status of each vacancy. Thereare currently approxi-
mately 100 vacancieslisted, with someasold asNovember 2000. Many of the vacancies
arefor lessthan four-hour positionsor require bilingua skills.

When promotional vacanciesoccur, the Classified Personnel Department workswiththe
selecting administrator to ensure appropriate test materialsare used and necessary topicsare
covered.

Although the Personnel Serviceshasmet acoupleof timeswith appropriate stakeholdersto
review theuse of substitutesand “temporaries,” there hasbeen minimal changein existing
practices. Thereareno proceduresin placethat would ensurethat Education Code sections
relating to the use of substitutesand short-term (temporary) employeesare being followed.

The Personnel ServicesDivision hasdevel oped proceduresfor the processing of personnel
requisitionsand notice of personnel actionforms. Inaddition, aflow chart wasdeveloped
that showstherequired stepsto establish andfill anew classified position. Thesedocuments
do not appear to have been shared with anyone outside Personnel Servicesat thistime.

Classified Personnel needsto devel op written selection proceduresthat spell out the steps,
timelinesand respongbilitiesof al partiesintheprocess. Siteadministratorsneedto be
trained on these procedures.

Standard Implemented: Partially

June 2001 Rating: 0
December 2001 Rating: 3
June 2002 Sdlf-Rating: 6
June 2002 New Rating: 4
0O 1 2 3 4 5 6 7 8 9 10
Implementation Scale: o——t—C— T+
Not [4 £1 Fully

Personnd Management



4.3 Classified Recruitment and Selection

Professional Standard
Thejob applicant form requestsinformationthat islegal, useful, pertinent, and easily understood.

Progress on Recommendations and Improvement Plan
1. ThePersonnel ServicesDivision hasdeveloped adraft of anew classified application form.
Thenew draft diminatestheword “ voluntary” from therequirement for providing references
andincludesaseparateformfor providing voluntary information on sex, ethnicity, and how
theapplicant learned of the opening.
2. Thedigtrict hasnot yet devel oped written proceduresfor the handling of applications.

3. Thedraft gpplication form should be produced in an attractive, professional format when
findized.

4. Thedraft applicationincludesarequest for an applicant’ssocia security number. It doesnot
indicatethat providing thisinformationisvoluntary until suchtimeasthe gpplicant isoffered
employment.

5. Theapplicationforminitspresent format doesnot appear to be*“user friendly” for those
whowishto completeit on atypewriter or with word processing software.

Standard Implemented: Partially

June 2001 Rating: 4
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 7
June 2002 New Rating: 5
0O 1 2 3 4 5 6 7 8 9 10
Implementation Scale: ettt
Not [4 £1 Fully

Personnd Management
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4.6 Classified Recruitment and Selection

Professional Standard
Appropriatenessof required testsfor aspecific positionisevident.

Progress on Recommendations and Improvement Plan

1

The Classified Personnel Department is utilizing the services of the Cooperative Organization
for the Development of Employee Selection Procedures (CODESP) for obtaining testing
materids.

When promotional openingsoccur, the Classified Personnel Department workswiththe
selecting administrator to ensurethat appropriate questionsare used in written tests.

Revised and updated job descriptions have been devel oped that more accurately reflect the
required qualifications. Therevised job descriptionsare being negotiated, with an antici-
pated adoption date of June 30.

Thetimeadlocated for promotiond interview panel shasbeenincreased from approximately
15 minutesto aminimum of 30 minutesfor eachinterview.

The Classified Personnel Department hasreviewed the need for conducting screening
interviewsfor clerical andinstructiona aide substitutes. Thereisno processinplaceat this
time

The Classified Personnel Department isworking with Adult Education for administering
someof theclassified employment examinations.

Standard Implemented: Partially

June 2001 Rating: 5
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 6
June 2002 New Rating: 6
) 0O 1 2 3 4 5 6 7 8 9 10
Implementation Scale: 00—t
Not [4 F1 Fully
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5.2 Employee Orientation

Professional Standard
The Personnel Division providesorientation handbooksfor new employeeorientationin all classifica-
tions: substitutes, teachersand classified employees.

Progress on Recommendations and Improvement Plan

1.

The Classified Substitute Handbook has been revised and isready for distribution for the
opening of school 2002. Thishandbook doesnot include atable of contents, which would
be hel pful to thosethat useit.

The Substitute Teacher Handbook has been revised andisready for distribution for the
opening of school 2002. Thishandbook does contain atable of contents.

The Personnel ServicesDivision hasdevel oped new draft copiesof orientation handbooks
for all certificated and classified non-management employees. Distributionisscheduled for
the 2002-03 school year.

The Personnel ServicesDivision hasdeveloped anew draft copy of an Orientation Hand-
book for Managersand Supervisors. Distribution isscheduled for the 2002-03 school year.

All draft copiesof orientation handbooks could benefit from reviewsby selected employees
and organization leadersfor suggestionsor improvementsprior to printing or distributing the
handbooks.

Standard Implemented: Partially

June 2001 Rating: 3
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 6
June 2002 New Rating: 5
0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: ——T——t——t—+——+
Not [4 F1 Fully

Personnd Management
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5.3 Employee Orientation

Professional Standard
The Personnel Division hasdeveloped avideo of thedistrict activitiesand expectationsfor new em-
ployeeorientation.
Progress on Recommendations and Improvement Plan
1. Thedigrict reviewed neighboring districts employee orientation videos.

2. Thedigtrict hascontracted with Aardvark L earning Systemsto devel op aNew Employee
Orientation Video. Thecontract hasatarget datefor completion of August 1, 2002.

3. Itwasreportedthat, asof thiswriting, thevideo’sdevel opment isunder way and should be
completed prior to the opening of school (2002).

Standard Implemented: Partially

June 2001 Rating: 0
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 6
June 2002 New Rating: 4
) 0 2 3 4 5 6 7 8 9 10
Implementation Scale: o—ttt—+—
Not [4 F1 Fully

Personnd Management



6.2 Operational Procedures

Professional Standard
Personnel Division non-management staff membershaveindividua desk manualsfor al of the personnel
functionsfor which they areheld responsible.

Progress on Recommendations and Improvement Plan
1. EachPersonnd ServicesDivision staff member has devel oped adesk manual for his’her
workstation. The content of the manualsvariesin nature. Somemanualscontain detailed

information on how to perform assigned tasks, while most contain general reference material.

2. Itwasreported that the desk manuasarea“work in progress’ and that it isanticipated that
individual employeeswill continueto add to and enhancetheir manuals.

3. Itwasreported that the new desk manual swill be used as part of the crosstraining of staff.
4. Aswork continueson adding to and enhancing the desk manual's, astandardized format that

includestableof contentswill behelpful. Also, itisimportant toinclude detailed instructions
inthemanual on how to completemajor responsibilities.

Standard Implemented: Fully - Substantially

June 2001 Rating: 0
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 8
June 2002 New Rating: 8

0O 1 2 3 4 5 6 7 8 9 10
Implementation Scale: 11—
Not [3 F1 Fully

Personnd Management
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6.6 Operational Procedures

Professional Standard

The Personnel Division has proceduresin placethat allow for both personnel and payroll staff to meet
regularly to solve problemsthat devel op inthe process of new employees, classification changesand
employee promotions.

Progress on Recommendations and Improvement Plan
1. Personnd Servicesand Payroll staff membersheld their first joint meeting on March 11,
2002. During that meeting, it was decided to meet quarterly. The next meeting will beheld
onJuly 11, 2002.

2. Theagendafor thefirst meeting included BiTech procedures, account codes, employment
documents, and termination and hiring procedures.

Standard Implemented: Partially

June 2001 Rating: 5
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 7
June 2002 New Rating: 7
0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: —t4t—1+
Not [4 F1 Fully

Personnd Management



6.9 Operational Procedures

Professional Standard
Personnel staff membersattend training sessions/workshopsto keep abreast of the most current accept-
able practicesand requirementsfacing personnel administrators.

Progress on Recommendations and Improvement Plan

1. All Personnel Servicesstaff memberswere asked to submit their professiona and personal
devel opment god sand objectivesin writing during February through April.

2. All staff memberswere provided training on how to preparetheir goalsand objectives.
3. Staff memberslisted thosetraining activitiesthat they believed they needed.
4. Inaddition, staff received training in Bi Tech software.

5. Itwasreported that personnel management anticipated individualy reviewingwith each
employeehigher progressin receiving the requested training.

Standard Implemented: Partially

June 2001 Rating: 3
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 6
June 2002 New Rating: 6
) 0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: ———— ————
Not [4 F1 Fully

Personnd Management

17



18

6.11 Operational Procedures

Professional Standard
Established staffing formulas dictate the ass gnment of personnel to thevarioussitesand programs.

Progress on Recommendations and Improvement Plan

1. Thedistrict hasdevel oped staffing formulasfor certificated classroom and classroom sup-
port positions, including teachers, counsalors, Limited English Proficient (L EP) and specia
education.

2. Itwasreported that thedistrict usesthewritten secondary school clerical staffing alocations
establishedin December 1992. Thereisno written staffing formulafor elementary schools,
although thereisan unwritten past practice that isfollowed, which isaschool secretary and
uptooneFTE additional clerical assistance based on enrolIment.

3. Thedistricthasacustodia staffing document that i dentifiesthe elementsto beconsideredin
determining custodid staffing. 1t wasreported that, dueto financial issues, theformulahas
not been applied.

4. Thevariousstaffing documentsand past practicesare not availablein one document.

Standard Implemented: Partially

June 2001 Rating: 4
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 6
June 2002 New Rating: 6
) 0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: 1+
Not [4 F1 Fully

Personnd Management



7.2 State and Federal Compliance

Legal Standard

The Governing Board requiresevery employeeto present evidence of freedom from tuberculosisas
required by state law (EC 44839, 49406).

Progress on Recommendations and Improvement Plan

1.

The Personnd ServicesDivision hasdevel oped board policiesand administrative regul ations
in accordance with Education Code 49406. Board Policies4112.4(a), 4211.4, and 4312.4
(Health Examinations), are on the board agendafor adoption June 5, 2002.

The appropriate administrative regul ationsfor the above policies have been completed and
will be presented to the Governing Board on June 5, 2002.

The new proceduresmanual doeshave someinformation concerning tuberculosistesting. A
detailed procedure of how testingismonitored for both new and current employeeshasnot
beenincludedinthemanual.

Thedistrict sendsnotification | ettersto employeesin an effort to comply with therequire-
ments. Thefirst letter issent onemonth prior to the due date, with asecond (warning) letter
sent after theduedate. Itisrecommended that thefirst letter be sent two monthsprior to
the due date and the second (warning) | etter be sent two or three weeks prior to the due
date.

Empl oyeesshould be placed on unpaid leave until they arein compliance with thelaw and
board policy.

Standard Implemented: Partially

June 2001 Rating: 4
December 2001 Rating: 4
June 2002 Sdlf-Rating: 6
June 2002 New Rating: 5
0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: —Ft —
Not [H F1 Fully

Personnd Management
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7.4 State and Federal Compliance

Legal Standard
A clear, implemented policy existson the prohibition of discrimination (Government Code 11135).

Progress on Recommendations and Improvement Plan

1. ThePersonnd ServicesDivision hasdeveloped new Board Policy 4030, Nondiscrimination
in Employment, in accordancewith thelegal requirements. Thepolicy isonthe June5,
2002 board agendafor adoption.

2. Theappropriate administrative regul ationsto accompany Board Policy 4030 have been
developed and will be presented to the Governing Board on June 5, 2002.

3. ThePersonnel ServicesDivisionisintheprocessof developing astandard non-discrimina
tion statement to beused on all district materialsand postings. Thetimelinefor completion
isduly 1, 2002.

4. Thedidrictisreviewingitsplacement of employment-related legal notificationsat all work
locations. A planfor placement, review and replacement of postingson an annual basisis
being devel oped, with atarget date of July 1, 2002.

Standard Implemented: Partially

June 2001 Rating: 4
December 2001 Rating: 4
June 2002 Sdlf-Rating: 6
June 2002 New Rating: 5
) 0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: —tt——tt1
Not [3 F1 Fully
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8.1 Use of Technology

Professional Standard
Anonlinepostion control systemisutilized and isintegrated with payroll/financid systems.

Progress on Recommendations and Improvement Plan

1. TheBiTechsystemisinplace. Position control softwareisincluded inthe system, and data
ispresently being enteredintoit.

2. A dtaff person hasbeenidentified and isworking with Management Information Systems
(MIS) and Payroll in theimplementation of the position control module.

3. ThePersonnel ServicesDivisonisintheprocessof drafting acaendar of necessary reports
that will be generated through the position control system. Thedivisonhasmet withMIS
and discussed what reports are needed, but thereisno written list of thereports.

4. Itwasreported that certificated applicant tracking wasimplemented in April 2002 and that a
credentia databasewasimplementedin March 2002.

Standard Implemented: Partially

June 2001 Rating: 3
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 6
June 2002 New Rating: 5
) 0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: ————t——t—+—F+—F+
Not [4 £1 Fully

Personnd Management
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9.1 Staff Training

Professional Standard

Thedigtrict hasdevel oped asystematic program for identifying areas of need for in-servicetraining for
al employees.

Progress on Recommendations and Improvement Plan

1. Theclassfiedleadership team hasadhered to regularly scheduled meetings (weekly) with dl
classfied staff. Desk manual development and crosstraining hasbeen included onthe
agendafor most meetings. A planfor crosstraining hasbeen devel oped and desk manuas
have been completed.

2. Thedigtrict hasdevel oped and implemented in-servicetraining programsfor al employees.
A calendar of training eventsindicatesextremely comprehengvetraining activitiesfor all
employeegroups.

3. ThePersonnd ServicesDivisonwill develop and produceamonthly calendar of training
eventsfor al employeesinthedivision beginning July 1, 2002.

Standard Implemented: Fully - Substantially

June 2001 Rating: 7
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 8
June 2002 New Rating: 8
) 0O 1 2 3 4 5 6 7 8 9 10
Implementation Scale: — —C———]
Not [4 F1 Fully
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10.6 Evaluation/Due Process Assistance

Professional Standard
The Personnel Division hasdevel oped due processtraining for managersand supervisors.

Progress on Recommendations and Improvement Plan
1. ThePersonne ServicesDivisonstaff, with assstancefromlega counsel, hasprovided
managerswithtrainingin evaluation, progressvediscipline, and dueprocess. Training
sessonsincluded:

a.  Teacher Evaluation Workshop for Principals—October 2, 2001

b. Principals Workshop on Employee Transfer — Classified and Certificated Employees-
March 12, 2002

c. Loca OneContract Management — Seriesof fiveworkshops (focuson evaluation
process and the grievance/disciplinary process) —November 6, 7, 21, 27, 28, 2001

d. Classfied Evauations—Management Meeting—November 27, 2001
e. Grievance Workshop—Management Meeting —January 15, 2002

f.  Principals Workshop on Employee Discipline—Classified and Certificated Employees
- February 12, 2002

g. FRISK Training for Managersand Supervisors—March 6, 2002

Standard Implemented: Fully - Substantially

June 2001 Rating: 4
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 8
June 2002 New Rating: 8
0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: —_—t Lttt
Not [ F1 Fully

Personnd Management
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10.8 Evaluation/Due Process Assistance

Legal Standard
Thedistrict hasdevel oped aplan to address Peer Assistance and Review (PAR) (EC 44498, 44500-
44508, 4462, and 44664).

Progress on Recommendations and Improvement Plan

1. Thedidtrict and the United Teachersof Richmond signed off on aPeer Assistanceand
Review (PAR) agreement aspart of the’ 99-" 00 negotiations.

2. ThePAR pane began meeting in the spring of 2000.
3. Thedistrict ended up having nine PAR coachesfor 2001-02.

4. Astheresult of Governor and Legidature cutsin the pending 2002-2003 PAR program, the
district anticipateshaving only six PAR coaches.

5. Callaboration between the United Teachersof Richmond and thedistrict onthisprogram
has been reported as good.

Standard Implemented: Fully — Sustained

June 2001 Rating: 4
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 10
June 2002 New Rating: 10
0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: 111
Not [4 F1 Fully
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12.2 Employer/Employee Relations

Professional Standard

ThePersonnd Divisoninvolvesste-level administratorsin thebargaining and labor relationsdecision-
making process.

Progress on Recommendations and Improvement Plan
1. Atamesetingof dl principasinAugust, thedistrict’soutsidelega counsel requested input
regarding problemsthe principal swere having with the current certificated collective bar-
galning agreement.

2. Thedigtrict’'sin-houselegd counsal met with al principasinthespring of that year to solicit
input ontheL ocd 1 classified collective bargaining agreement.

3. Bothlega counselsmade presentationsto the Governing Board to discussbargaining
proposalsand bargaining strategiesto address changesneeded in contracts.

4. The2001-2002 bargaining teamsincluded ahigh school and an elementary principal for
certificated negotiations, whilethe class fied and supervisor teamsincluded amiddle school
and anelementary principd.

5. The Superintendent sent out aletter to al employeesdiscussing budget problemsfor
2002-03.

Standard Implemented: Partially

June 2001 Rating: 5
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 7
June 2002 New Rating: 7
) O 1 2 3 4 5 6 7 8 9 10
Implementation Scale: ———+——t——+—+
Not [4 F1 Fully

Personnd Management
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Chart of
Personnel Management Standards

Progress Ratings Toward Implementation of the Improvement Plan
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Personnel Management
June Dec. June Dec.
Standard to be addressed 2001 | 2001 | 2002 | 2002
Rating | Rating | Rating | Focus
An updated and detailed policy and procedures
1.1 manual exists which delineates the responsibilities 7 NR NR
and operational aspects of the personnel office.
The district has clearly defined and clarified roles for
1.2 board and administration relative to recruitment, 7 NR NR
hiring, evaluation and dismissal of employees.
The Personnel Division has developed a Mission
1.3 Statement that sets clear direction for personnel 10 NR NR
staff.
The Personnel Division has an organizational chart
1.4 and a functions chart which include the names, 4 8 NR
' positions and job functions of all staff in the
Personnel Division.
The Personnel Division has established goals and
15 objectives directly related to the district's goals that 10 NR NR
are reviewed and updated annually.
Individual staff members have developed goals and
1.6 objectives in their areas of responsibility and a 3 NR 6 O
personal professional development plan.
The Personnel Division has a monthly activities
17 calendar and accompanying lists of ongoing personnel 0 8 NR
' activities to be reviewed by staff at planning
meetings.
The Personnel Division head is a member of the
1.8 Superintendent's Cabinet and participates in decision 10 NR NR
making early in the process.
The Personnel Division utilizes the latest
2.1 technological equipment for incoming and outgoing 5 6 NR
communications.

28 Personnel Management

NR not reviewed
targeted for review
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Personnel Management (continued)

June Dec. June Dec.
Standard to be addressed 2001 | 2001 | 2002 | 2002
Rating | Rating | Rating | Focus
The Personnel and Business divisions have developed
2 and distributed a menu of services which includes the 5 NR 8
: activities performed, the individual responsible, and
the telephone numbers where they may be contacted.
The Personnel Division provides an annual report of
2.3 activities and services provided during the year. 10 NR NR
24 The Personnel Division staff is cross-trained to 1 NR 6
’ respond to client need without delay.
The Personnel Division holds regularly scheduled staff
2:5 meetings. 4 6 10
Various publications are provided on a number of
2.6 subjects to orient and inform various clients. 4 NR NR H
The governing board will provide equal opportunities
31 for all persons without regard to race, color, creed, 6 NR NR
) sex, religion, ancestry, national origin, age, or
disability (EC 44100-44105).
Employment procedures and practices are conducted
3.2 in a manner that ensures equal employment 6 NR NR O
opportunities. Written hiring procedures are provided.
33 The job application form requests information which 3 3 5
: is legal, useful, pertinent, and easily understood.
3.4 The Personnel Division recruitment plan includes a 7 NR 8
: training component for the district recruitment team.
The recruitment p_Ian _identifies placement centers,
35 colleges and publications where there are significant 6 NR NR a

numbers of candidates to meet the district's diverse
needs.
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Personnel Management (continued)

June Dec. June Dec.
Standard to be addressed 2001 | 2001 | 2002 | 2002
Rating | Rating | Rating | Focus
The recruitment plan provides a cost estimate
3.6 (included in the division budget) for the recruitment 6 NR 7
program.
A summary or evaluation of the results of the year's
3.7 recruitment efforts is provided in written form. 6 NR NR H
3.8 Selection procedures are uniformly applied. 4 5 6
The district systematically initiates and follows up on
3.9 experience and reference checks on all applicants 2 5 6
being considered for employment.
The governing board will provide equal employment
a1 opportunities for persons without regard to race, 6 NR NR
) color, creed, sex, religion, ancestry, national origin,
age or disability (EC 44100-44105).
Employment procedures and practices are conducted
4.2 in a manner that ensures equal employment 0 3 4 0
: opportunities. Written hiring procedures are provided
(EC 44100-44105).
43 The job applicant form requests information that is 4 NR 5
: legal, useful, pertinent, and easily understood.
The recruitment plan identifies various recruitment
4.4 sources utilized in the search process for the 6 NR NR O
numerous position classifications.
The district systematically initiates and follows up on
4.5 all applicants being considered for employment. 6 NR NR .
16 Appropriateness of required tests for a specific 5 NR 6

position is evident.

Personnd Management
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Personnel Management (continued)

June Dec. June Dec.
Standard to be addressed 2001 2001 2002 2002
Rating | Rating | Rating | Focus

A summary of the recruitment efforts for the year is

4.7 provided in written form. 10 NR NR
5.1 Initial orientation is provided for all new staff. 5 6 NR
The Personnel Division provides orientation
50 handbooks for new employee orientation in all 3 NR 5
| classifications: substitutes, teachers and classified
employees.
The Personnel Division has developed a video of the
5.3 district activities and expectations for new employee 0 NR 4
orientation.
6.1 Personnel files are complete, well- organized and up- 4 NR NR

to-date.

Personnel Division non-management staff members
6.2 have individual desk manuals for all of the personnel 0 NR 8
functions for which they are held responsible.

The Personnel Division has an operation procedures
6.3 manual for internal department use in order to 1 6 NR
establish consistent application of personnel actions.

The Personnel Division has a process in place to
systematically review and update job descriptions.

6.4 These job descriptions shall be in compliance with the 2 4 NR
Americans with Disabilities Act (ADA) requirements.
6.5 The Personnel Division provides an office environment 4 NR NR 0

with appropriate furniture, equipment, and materials.

The Personnel Division has procedures in place which
allow for both personnel and payroll staff to meet
6.6 regularly to solve problems which develop in the 5 NR 7
process of new employees, classification changes and
employee promotions.

NR not reviewed Personnd Management 31
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Personnel Management (continued)

June Dec. June Dec.
Standard to be addressed 2001 2001 2002 2002
Rating | Rating | Rating | Focus

Wage and salary determination and ongoing
implementation are handled without delays and

6.7 conflicts (substitutes, temporary employees, stipends, 6 NR NR -
shift differential, etc.).
Regulations or agreements covering various types of

6.8 leaves are fairly administered. 10 NR NR
Personnel staff members attend training

6.9 sessions/workshops to keep abreast of the most 3 NR 6

current acceptable practices and requirements facing
personnel administrators.

The Personnel Division provides employees with
6.10 [appropriate forms for documenting requested actions 10 NR NR
(i.e., leaves, transfers, resignations, retirements).

Established staffing formulas dictate the assignment

6.11 of personnel to the various sites and programs.

Policies and regulations exist regarding the
implementation of AB 1610 and AB 1612 on
7.1 fingerprinting requirements. Education Codes: 44237, 4 NR NR O
45125, 45125.1, 44332.6, 44346.1, 44830.1,
45122.1.

The governing board requires every employee to
7.2 present evidence of freedom from tuberculosis as 4 4 5 O
required by state law (EC 44839, 49406).

No person shall be employed as a teacher's aide
unless that person has passed the basic reading,

73 writing, and mathematic skills proficiencies required 8 NR NR
for graduation from high school (EC 45361.5).
74 A clear implemented policy exists on the prohibition 4 4 5
' of discrimination (Government Code 11135).
32 Personnel Management NR not reviewed
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Personnel Management (continued)

Standard to be addressed

June
2001
Rating

Dec.
2001
Rating

June
2002
Rating

Dec.
2002
Focus

7.5

All certificated persons hold one or more valid
certificates, credentials or life diplomas which allow
the holder to engage in school services designated in
the document (EC 44006).

NR

NR

7.6

Duties to be performed by all persons in the classified
service and other positions not requiring certification
are fixed and prescribed by the governing board (EC
45109).

NR

7.7

Professional growth requirements for maintenance of
a valid credential exist (EC 44277).

10

NR

NR

7.8

Current position descriptions are established for each
type of work performed by certificated and classified
employees (EC 35020).

NR

7.9

The district has established a process by which all
required notices/in-service training have been
performed and documented, i.e., child abuse
reporting, blood-borne pathogens, sexual harassment,
non-discrimination, etc. (EC 44691, GC 8355).

10

NR

NR

7.10

The district is in compliance with Title IX policies on
discrimination and Government Code 12950(a)
posting requirements concerning harassment or
discrimination.

NR

NR

7.11

The district is in compliance with the Consolidated
Omnibus Budget Reconciliation Act of 1986 (COBRA).

10

NR

NR

7.12

The district is in compliance with the Family Medical
Leave Act (FMLA) including posting the proper
notifications.

NR

NR

7.13

The district is in compliance with the Americans with
Disabilities Act (ADA) of 1990 in application
procedures, hiring, advancement or discharge,
compensation, job training and other terms,
conditions, and privileges of employment.

NR

NR

NR not reviewed
0 targeted for review
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Personnel Management (continued)

June Dec. June Dec.
Standard to be addressed 2001 2001 2002 2002
Rating | Rating | Rating | Focus

The district has identified exempt and nonexempt
employees and has promulgated rules and regulations
for overtime which are in compliance with the Fair
Labor Standards Act and California statutes.

7.14 1 NR NR U

An online position control system is utilized and is

8.1 integrated with payroll/financial systems.

The Personnel Division provides an automated
substitute calling system. The system should have
ability to input and retrieve data. Data should be
distributed to site and program managers.

8.2

The certificated and classified departments of the
8.3  |Personnel Division have in place an applicant tracking 1 5 NR O
system.

The Personnel Division has in place a program of
8.4 providing funds and time for staff training and skills 1 4 NR
development in the use of computers.

The Personnel Division utilizes the latest technology
8.5 to provide staff and clients with improved 4 5 NR
communications (i.e., voice mail, fax, e-mail).

The Personnel Division has computerized its employee
database system including, but not limited to:

8.6 credentials, seniority lists, evaluations, personnel by 2 5 NR
funding source, program, location, and workers'
compensation benefits.

34 Personnel Management NR not reviewed
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Personnel Management (continued)

June Dec. June Dec.
Standard to be addressed 2001 2001 2002 2002
Rating | Rating | Rating | Focus

The district has developed a systematic program for
9.1 |identifying areas of need for in-service training for all 7 NR 8
employees.

The district shall make provisions for department-

9.2 directed staff development activities (EC 52034(g)).

Teachers and other professional school services

93 personnel are provided diversity training (EC 44560).

10 NR NR

The district has adopted policies and procedures
9.4 |regarding the recognition and reporting of sexual 7 NR NR O
harassment (GC 12940).

The district provides training for all management and
9.5 | supervisory staff responsible for employee 4 5 NR
evaluations.

The district provides training opportunities to
managers and supervisors in leadership development
and supervision. Training topics might include:
interpersonal relationships, effective supervision,
conflict resolution, cultural diversity, gender
sensitivity, team building, etc.

9.6

The district develops handbooks and materials for all

9.7 training components.

The evaluation process is a regular function related to
10.1 | each employee and involves criteria related to the 4 NR NR
position.

Standards for the evaluation of management and

10.2 supervisors will be developed and implemented.

A clear policy and practice exists for the written
10.3 |evaluation and assessment of certificated employees. 5 NR NR
(EC 44663)
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Personnel Management (continued)

June Dec. June Dec.
Standard to be addressed 2001 2001 2002 2002
Rating | Rating | Rating | Focus

The Personnel Division provides a process for the
10.4 [ monitoring of employee evaluations and the 4 NR NR O
accountability reporting of their completion.

The Personnel Division has developed an evaluation

105 handbook for management and supervisory training.

The Personnel Division has developed due process

106 training for managers and supervisors.

The Personnel Division has developed a process for
10.7 | providing assistance to marginal employees 0 NR NR O
(remediation).

The district has developed a plan to address a Peer
10.8 [ Assistance and Review Program (PAR) (EC 44498, 4 NR 10
44500-44508, 44662, and 44664).

The Personnel Division has developed a program for
11.1 |retirement counseling, including: STRS counseling, 7 NR NR
PERS counseling, and "life after retirement."

The Personnel Division has developed recognition

11.2 programs for all employee groups.

The Personnel Division has available to its employees

113 various referral agencies to assist employees in need.

Employee benefits are well understood by employees
11.4 | through periodic printed communications provided by 3 NR NR O
the Personnel Division.

The Personnel Division provides new hires with a
detailed explanation of benefits, the effective date of
11.5 [coverage, along with written information outlining 4 NR NR
their benefits and when enrollment forms must be
returned to implement coverage.

Employees are provided the state's injury report form
11.6 | (DWC Form 1) within one working day of having 9 NR NR
knowledge of an injury or illness.

The district notifies the third party admiistrator of an
employee’s claim of injury within five working days of

117 having knowledge of the injury and forwards a 10 NR NR
completed Form 5020 to the insurance authority.
36 Personnel Management NR not reviewed
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Personnel Management (continued)

June Dec. June Dec.
Standard to be addressed 2001 2001 2002 2002
Rating | Rating | Rating | Focus

The district workers' compensation experiences and
11.8 | activities are reported periodically to the 8 NR NR
Superintendent's Cabinet.

The workers' compensation unit is actively involved in
11.9 |providing injured workers with an opportunity to 10 NR NR
participate in a modified duty program.

The workers' compensation unit maintains the
California OSHA log for all work sites and a copy is

11.10 posted at each work site during the month of 10 NR NR
Feburary as required.
12.1 | Salary schedules and benefits are competitive. 5 NR NR

The Personnel Division involves site-level
12.2 |adminstrators in the bargaining and labor relations 5 NR 7
decision making process.

The Personnel Division provides all managers and
supervisors (certificated and classified) training in
contract management with emphasis on the grievance
process and administration.

12.3

The Personnel Division provides a clearly defined
12.4 | process for bargaining with its employee groups (i.e., 6 NR NR
traditional, interest-based).

The Personnel Division has a process in place that
provides management and the Board of Education
12.5 | with information on the impact of bargaining 6 8 NR
proposals (i.e., fiscal, staffing, management
flexibility, student outcomes).

The Personnel Division provides clearly defined forms
12.6 |and procedures in the handling of grievances for its 6 NR NR O
managers and supervisors.

Bargaining proposals and negotiated settlements are
"sunshined" in accordance with the law to allow
12.7 | public input and understanding of the cost 10 NR NR
implications and, most importantly, the effects on the
children of the district.
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