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Public Session: 12:00 p.m. 
A. Organizational Functions 

a. Call to Order 

b. Roll Call 

Commissioners Present Absent 
Dr. Joseph Metoyer Jr., Chair  X 

Joy Abbott, Vice Chair X  

Barbara Greenstein X  
Deborah Jansen X  

Lawrence Leone X  

B. Director’s Report 

Personnel Commission Staff submitted the following: 
 
Cyclical Classification Studies  
1 classification revision that is a part of the cyclical classification studies, and 2 position 
reclassifications for today’s agenda. 
  
49 classification projects that are part of the ongoing cyclical studies.  
7 of the studies have been tentatively completed but are being reviewed by various stakeholders 
before they can be finalized.  
 
Studies for the last group of administrative support classifications (Administrative Assistant III, 
Administrative Assistant III – Confidential, Administrative Assistant IV – Confidential, and 
Executive Coordinator-District Board of Trustees) are anticipated for recommendations and 
approval at a special Personnel Commission meeting prior to the end of January.  
 
Orientations for the next group of Performing Arts classifications are complete, and staff is 
reviewing information submitted during this month.  
  
Outside of our cyclical studies, we are conducting studies for 4 position reclassification requests, 
2 classification revisions, and 3 requests for salary reallocation.    
  
Recruitment  
1 eligibility list is being submitted for approval today: Director of Sustainability.  
There are currently 13 recruitments in process, 15 upcoming, and 2 on hold.  
  
Merit Rules Advisory Committee Update  
The Merit Rules Advisory Committee put forth a second and final reading of revisions to Merit 
Rule 11.4.2, which covers the Immediate Family Defined.  
The Committee continues to review Chapter 15, which covers Resignations and Reinstatements 
and hopes to present final recommendations for the February Personnel Commission meeting. 
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C. Public Comments: Non-Actionable Items from those in attendance. 

D. Recognition of Employee Longevity-January 2024 

25 YEARS  
Ronald Hernandez, Grounds Equipment Operator, Grounds  
Waleed Nasr, Senior Technology User Support Specialist, Academic Computing  
 

E. Comments from the Vice President of Human Resources 

No Comments 

F. Comments from the CSEA Chapter 36 Representative 

No Comments 

G. Comments from the Management Association President 

Scott Silverman gave thanks to Classified Staff and congratulated the Longevity 

Recipients. 

H. Comments from the Personnel Commission Staff 

No Comments 

I. Comments from the Personnel Commissioners 

No Comments. 

 

J. Agenda Reports: Major Items of Business 

Report 
Number 

Subject 
Page 

Number 

1 
Second Reading of Amendment 
to Rules and Regulations of the Classified Service: 
Chapter 11, Section 11.4.2 

4 

2 
Correction to Request for Approval of Abolishing Four Classifications: 
Academic Computing Instructional Specialist-CMD 

5 

3 
Position Reclassification: 
Administrative Assistant I to Administrative Assistant II  

6 

4 Classification Revisions: Film Production Coordinator 9 

5 
Position Reclassification:  
Grounds Equipment Operator to Irrigation Systems Specialist  

18 

6 
Class Description Correction:  
Community College Police Officer Trainee  

21 
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K. Consent Agenda: All items to be considered and approved in one motion unless removed 

by a Commissioner for discussion 

Report 
Number 

Subject 
Page 
Number 

7 Advisory Item: Request for Reinstatement 31 

8 Ratification of Limited Term Assignments 32 
9 Appointments to Limited Term Positions 33 

10 Appointments to Provisional Assignments 34 

11 Examination Schedule 35 
12 Ratification of Meeting Minutes 36 

13 Extension of Eligibility Lists 37 
14 Ratification of Eligibility Lists 38 

15 Ratification of Working Out of Class and Limited Term Assignments  39 

16 Personnel Commission Project Status Report 42 
 

L. Adjournment 
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Agenda Report Number 1 

Subject 
Second Reading of Amendment  
to Rules and Regulations of the Classified Service: 
Chapter 11, Section 11.4.2  

Date Wednesday, January 17, 2024 

To Members of the Personnel Commission 

From 
Carol Long, 
Director of the Personnel Commission 

 
Proposed changes to Chapter 11: Merit Rules Section 11.4.2 is attached for a Second Reading.    
Recommendations were developed with input from the Merit Rules Advisory Committee.  
The goals of these changes include updating and clarifying processes, and ensuring language is in 
compliance with the current laws, internal policies and applicable bargaining agreements. 
 
 

 
 

Disposition by the Commission 

Motion Made By Lawrence Leone 

Seconded By Barbara Greenstein 

Ayes 4 

Nays 0 

Abstentions 0 

Amendments/Comments 
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Agenda Report Number   2 

Subject  Correction to Request for Approval of Abolishing Four Classifications: 
Academic Computing Instructional Specialist-CMD 

Date  January 17, 2024  

To  Members of the Personnel Commission  

From  Carol Long, Director of the Personnel Commission  

 
BACKGROUND  
At the previous Personnel Commission Meeting in December, Commissioners approved a 
request to abolish four classifications in Information Technology. Personnel Commission staff 
have been participating in a reorganization of the IT department’s user support function. As part 
of this change, IT management requested that we create one new management classification 
and two new represented classifications. During the process of creating these new 
classifications, Commission staff noted significant overlap between the new classifications and 
four of current classifications.   
 
The initial recommendation was to abolish the following four classifications:  

• Instructional Technology Services Manager  
• Instructional Technology Services Manager – Entertainment Technology  
• Technical Logistics Manager  
• Academic Computing Laboratory Specialist – CMD  

 
The title of Academic Computing Laboratory Specialist – CMD was listed incorrectly in this 
recommendation, which was initially posted as Agenda Item #5 for the Personnel Commission 
meeting on December 20, 2023.  
  
RECOMMENDATION  
It is recommended that the Personnel Commission approve the request to correct the title of 
this classification as follows:    
 
FROM: Academic Computing Instructional Specialist – CMD  
TO: Academic Computing Laboratory Specialist – CMD  
 

Disposition by the Commission  

Motion Made By   Deborah Jansen 

Seconded By   Barbara Greenstein 

Ayes   4 

Nays   0 

Abstentions   0 

Amendments/Comments    
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 Agenda Report Number   3 

Subject  Position Reclassification:  
Administrative Assistant I to Administrative Assistant II  

Date  January 17, 2024  

To  Members of the Personnel Commission  

From  Carol Long, Director of the Personnel Commission  

By  August Faustino, Personnel Analyst  

  
BACKGROUND  
A request to conduct a position study for the Administrative Assistant I position in Special 
Programs was submitted to the Personnel Commission.  A position study was initiated to 
determine if the current incumbent’s assigned duties and responsibilities are appropriately 
classified. The current incumbent, Gina Brunell has been an Administrative Assistant I in the 
Extended Opportunity Programs and Services (EOPS) and Special Programs since 2016.  Special 
Programs consists of a variety of programs that are designed to enhance the student experience 
and assist students in achieving their personal, career and educational goals.   
  
METHODOLOGY  
The incumbent was asked to fill out a Position Description Questionnaire (PDQ).  The submitted 
PDQ was received by the Commission Office on October 16, 2023 and reviewed. Personnel 
Commission staff met with the incumbent and with Debra Locke, Interim Dean, Special Programs 
to gather additional details about the nature and level of duties assigned and performed, as well 
as the timeframe during which these duties were performed.    
  
ANALYSIS  
Key factors assessed when studying a position or classification include the knowledge required 
for the position, level of complexity, scope of responsibility, nature and purpose of contacts and 
degree of decision-making authority.  According to the position study, Gina Brunell provides 
administrative support to the Interim Dean of Special Programs. The incumbent previously 
supported the Director of Extended Opportunity Programs and Services (EOPS).  Over time and 
through the gradual accreditation of duties more programs were developed and added to the 
Director’s responsibilities, which resulted in the incumbent serving as the primary administrative 
assistant to the Interim Dean as of June 2021. These duties involve scheduling and providing 
administrative support for meetings on ground and remotely, making arrangements for most 
new staff and faculty in Special Programs, completing  payroll for most staff/faculty in most 
Special Programs, maintaining and tracking budget, preparing and processing requisitions and 
purchase requests in BEST system, responsibility for student equipment loan program, cap and 
gown voucher process, outreach at events, ordering supplies, creating department process 
guides and assisting the Dean with special projects. 
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FINDINGS  

• Gina Brunell qualifies for reclassification because her position has expanded over time to 

encompass duties and responsibilities that are commensurate with a higher-

level classification with substantial impact on scope/effect of work, level of 

independence, complexity, knowledge required to effectively perform the job, and the 

nature and purpose of contacts. These duties are required to support normal department 

and District operations and cannot be absorbed by other staff members.  

 

• Based on information gathered from the incumbent and her supervisor, Gina Brunell has 

been assigned to perform these duties through gradual accretion for at least two years.  

 

• Based on the duties assigned and the knowledge, skills and abilities required, the 

Administrative Assistant II classification encompasses the majority of the incumbent’s 

essential duties in terms of knowledge, complexity, scope and effect of work, level of 

decision-making authority, and the nature and purpose of contacts.   

 
Applicable Rules:  
 

• In order to qualify for reclassification, the change in duties and responsibilities must 

occur through a gradual accretion of duties and not occasioned by the sudden 

assignment of wholly new duties. (Merit Rule 3.3.1.B (3))  

 

• Merit Rule 3.3.2 defines gradual accretion of duties as “occurring over two (2) or more 

years of regular service.”  

 

• Determination as to whether gradual accretion has occurred will be based on the date 

the incumbent began the performance of the newly acquired duties and responsibilities, 

and clear and convincing evidence of the employee’s continuing performance of the 

added duties and responsibilities. (Merit Rule 3.3.3 (B)(C))  

 

• At least two (2) years must elapse before another request for reclassification can be 

initiated for the same position. (Merit Rule. 3.3.4.G)  

 

• Changes in classification and salary resulting from the permanent reclassification of a 

position shall be effective no later than the first day of the month following the date on 

which the Personnel Commission takes action to approve reclassification of the position, 
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provided the employee is eligible to be reclassified with his/her position without 

examination. (Merit Rule 3.3.7A(1))  

RECOMMENDATION   
It is recommended that the Commission reclassify Gina Brunell’s position from an Administrative 
Assistant I to Administrative Assistant II, with a reclassification effective date of February 1, 
2024.  
  

Disposition by the Commission  

Motion Made By   Deborah Jansen 

Seconded By   Barbara Greenstein 

Ayes   4 

Nays   0 

Abstentions   0 

Amendments/Comments    
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Agenda Report Number   4 

Subject  Classification Revisions: Film Production Coordinator 

Date  January 17, 2024  

To  Members of the Personnel Commission  

From  Carol Long, Director of the Personnel Commission  

By  Julia Britt, Personnel Analyst 

 
BACKGROUND  
Attached for your approval are the classification revisions for Film Production Coordinator.  
  
As scheduled on the annual cyclical study calendar, Commission staff are reviewing the 
instructional assistance classifications. The Film Production Coordinator provides technical 
support for film production classes and on-location student film shoots, and is also responsible 
for the maintenance, inventory, and safe use of all film production equipment.   
  
The Film Production Coordinator was established in August 2013. This classification has not been 
revised since its establishment. There is currently one incumbent in the classification.   
  
METHODOLOGY  
This study was scheduled in the cyclical review calendar for Fiscal Year 2022-23. The incumbent 
and CSEA were invited to participate in a class study orientation on September 6, 2023, to 
discuss the purpose of the study, methodology, timelines, possible outcomes, implications, and 
frequently asked questions. Incumbents were asked to complete a Position Description 
Questionnaire by September 27, 2023.   
  
Personnel Commission staff consulted with Communications and Media Studies department 
leadership to discuss the classification description. In addition, the supervisor, Patricia Ramos, 
Dean of Academic Affairs, was requested to complete a duty analysis worksheet by rating the 
frequency and criticality of each duty in the current class description. Revisions are proposed to 
clarify duties assigned and knowledge and abilities required for the job to more accurately reflect 
the nature of the work required.    
  
Additionally, a job evaluation and an external salary study of public agencies with positions that 
have comparable duties and responsibilities was conducted. Salary data was gathered based on 
the comparison of positions with the level of duties and responsibilities most similar to the 
subject position.  
  
RESULTS  
Based on the data gathered, revisions to the class description are being proposed to include a 
more accurate description of the work required. Additional changes serve to clarify the concept 
of the class, essential duties and KSAs (knowledge, skills, and abilities) and minimum 
qualifications.  
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A comprehensive survey of comparable agencies was conducted. Sufficient market data was not 
available to utilize the percentile ranking method of salary placement (i.e., at least 30% of 
surveyed jobs should be matched). Comparable agencies did not have an equivalent role in 
nature and level of responsibilities. As a result, salary allocation is recommended based on 
comparison of similar roles such as the Laboratory Technician - Broadcast Digital Media.  
  
SALARY ALLOCATION  
Salary recommendation was based on comparison with the Laboratory Technician - Broadcast 
Digital Media. No change in salary is recommended to maintain the current differential between 
these related roles, which is justified given the differences in level of knowledge required, 
complexity of work, scope and effect of work, and minimum qualifications.  
  
The following chart shows related classifications and salary allocation for each classification:    
  

JOB TITLE  RANGE  MIN   MAX   
% DIFF BETWEEN 

LEVELS  

Film Production Coordinator  41  $6,975  $8,479  24.64%  

Laboratory Technician –  
Broadcast Digital Media   

32  $5,596  $6,803    

  
Cyclical review results have been sent to the incumbent, CSEA, Department Management, 
Business Services, Human Resources, and executive leadership.  
 
RECOMMENDATION   
It is recommended that the Commission approve the proposed classification description 
revisions for Film Production Coordinator.    
  

Disposition by the Commission  

Motion Made By   Barbara Greenstein 

Seconded By   Lawrence Leone 

Ayes   4 

Nays   0 

Abstentions   0 

Amendments/Comments    
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Agenda Report Number   5 

Subject  Position Reclassification:  
Grounds Equipment Operator to Irrigation Systems Specialist  

Date  January 17, 2024  

To  Members of the Personnel Commission  

From  Carol Long, Director of the Personnel Commission  

By  Amy Gurjian, Classification & Compensation Manager  

  
BACKGROUND  
 In response to a reclassification request submitted for Jorge Jimenez’s position as Grounds 
Equipment Operator, a position study was initiated to determine if the incumbent’s assigned 
duties and responsibilities are appropriately classified. The incumbent was hired as a “Grounds 
Worker” in 2008.  He promoted to Grounds Equipment Operator in 2019. The Grounds 
Department provides landscaping maintenance, irrigation oversight, grounds upkeep and 
cleaning, power washing, tree maintenance/trimming/pruning, and pest control services.   
  
METHODOLOGY  
 Once the Reclassification Request Form was submitted, the incumbent was asked to fill out a 
Position Description Questionnaire.  Personnel Commission staff met with the incumbent and 
their supervisor, Dennis Biddle, Director of Facilities Operations, to gather additional details 
about the nature and level of duties assigned and performed, as well as the timeframe during 
which these duties were performed.    
  
ANALYSIS  
 Key factors assessed when studying a position or classification include the knowledge required 
for the position, level of complexity, scope of responsibility, nature and purpose of contacts, and 
degree of decision-making authority.  
  
According to the position study, the incumbent has been performing pipefitting and irrigation 
work related to installing, diagnosing, inspecting, and repairing irrigation systems and controllers 
since 2018. In addition, the employee has been assigned several paid Working Out of Class 
assignments in the Irrigation Systems Specialist classification on the following dates:  
01/02 to 05/04/18, 03/06 to 06/30/23, 07/01 to 07/31/23, and 08/01 to 11/30/23.  
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FINDINGS  

• Jorge Jimenez qualifies for reclassification because his position has expanded over time 

to encompass duties and responsibilities that are commensurate with a higher-

level classification with substantial impact on work complexity and knowledge required to 

effectively perform the job. These duties are required to support normal department and 

District operations and cannot be absorbed by other staff members without disrupting 

Department efficiency.  

 

• Based on information gathered from the supervisor, Jorge Jimenez has been assigned to 

perform these duties through gradual accretion for at least two years.  

 

• Based on the duties assigned and the knowledge, skills and abilities required, the 

Irrigation Systems Specialist classification encompasses the majority of the incumbent’s 

duties and responsibilities.   

Applicable Rules:  
 

• In order to qualify for reclassification, the change in duties and responsibilities must 

occur through a gradual accretion of duties and not occasioned by the sudden 

assignment of wholly new duties. (Merit Rule 3.3.1.B (3))  

 

• Merit Rule 3.3.2 defines gradual accretion of duties as “occurring over two (2) or more 

years of regular service.”  

 

• Determination as to whether gradual accretion has occurred will be based on the date 

the incumbent began the performance of the newly acquired duties and responsibilities, 

and clear and convincing evidence of the employee’s continuing performance of the 

added duties and responsibilities. (Merit Rule 3.3.3 (B)(C))  

 

• At least two (2) years must elapse before another request for reclassification can be 

initiated for the same position. (Merit Rule. 3.3.4.G)  

 

• Changes in classification and salary resulting from the permanent reclassification of a 

position shall be effective no later than the first day of the month following the date on 

which the Personnel Commission takes action to approve reclassification of the position, 

provided the employee is eligible to be reclassified with his/her position without 

examination. (Merit Rule 3.3.7A(1))  
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RECOMMENDATION   
It is recommended that the Commission reclassify Jorge Jimenez’s position from Grounds 
Equipment Operator to Irrigation Systems Specialist, with a reclassification effective date of 
February 1, 2024.  
 

Disposition by the Commission 

Motion Made By Lawrence Leone 

Seconded By Barbara Greenstein 

Ayes 4 

Nays 0 

Abstentions 0 

Amendments/Comments 
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Agenda Report Number   6 

Subject  
Class Description Correction:  
Community College Police Officer Trainee  

Date  January 17, 2024  

To  Members of the Personnel Commission  

From  Carol Long, Director of the Personnel Commission  

By  José A. Guzmán, Personnel Analyst  

  
BACKGROUND  
 Attached for your approval is the revised classification description for Community College Police 
Officer Trainee. This classification was recently revised during the cyclical study for the Campus 
Safety job discipline. In preparation for recruitment, Personnel Commission staff is proposing 
changes to the description to clarify the requirement to be enrolled in a Peace Officer Standards 
and Training (POST) certified academy. Personnel Commission staff worked with the Chief of 
Police to update the description. There are currently no incumbents in this classification.   
     
RECOMMENDATIONS   
 It is recommended that the Commission approve the proposed revisions as presented.   
   

Disposition by the Commission  

Motion Made By   Barbara Greenstein 

Seconded By   Lawrence Leone 

Ayes   4 

Nays   0 

Abstentions   0 

Amendments/Comments    
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K. Consent Agenda: All items to be considered and approved in one motion unless removed by a 
commissioner for discussion. 
 

Report 
Number 

Subject 
Page 
Number 

7 Advisory Item: Request for Reinstatement 31 
8 Ratification of Limited Term Assignments 32 

9 Appointments to Limited Term Positions 33 

10 Appointments to Provisional Assignments 34 

11 Examination Schedule 35 

12 Ratification of Meeting Minutes 36 
13 Extension of Eligibility Lists 37 

14 Ratification of Eligibility Lists 38 

15 Ratification of Working Out of Class and Limited Term Assignments  39 

16 Personnel Commission Project Status Report 42 

 
 
 
 
 
 

Disposition by the Commission 

Motion Made By Lawrence Leone 

Seconded By Barbara Greenstein 

Ayes 4 

Nays 0 

Abstentions 0 

Amendments/Comments 
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Agenda Report Number 7 

Subject Advisory Item: Request for Reinstatement 

Date January 17, 2024 

To Members of the Personnel Commission 

From 
Carol Long, 
Director of the Personnel Commission 

 
The Personnel Commission is advised of the following requests for placement on the 
Reinstatement List as specified below. 
 

Name Classification Resignation Date Effective Dates 

Luis Jauregui 
Program Specialist, 

Student Services 
Specialist 

11/7/2023 
11/8/2023 to 

2/7/2027 

 
Rule 15.2 REINSTATEMENT (EDUCATION CODE SECTION 88128) 
15.2.1 GENERAL PROCEDURES 
A. A permanent employee who resigned in good standing may be reinstated in a vacant 
position in his/her former class and status within 39 months of the last date of paid 
service. He/she may also be reinstated in a vacant position in a lower related class, if 
qualified, or in limited-term status in the same or lower class. Such reinstatement is 
discretionary with the appointing authority. 
B. Reinstatement of a former employee shall have the following effects: 
1. If the employee is reinstated to a permanent position in his/her former class or 
a lower related class, he/she shall be restored all the rights, benefits, and burdens of a 
classified employee. 
2. Restoration of salary in accordance with Section 13 of Rule 12.2. 
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Agenda Report Number 8 

Subject Ratification of Limited Term Assignments 

Date Wednesday, January 17, 2024 

To Members of the Personnel Commission 

From 
Carol Long, 
Director of the Personnel Commission 

 
The Personnel Commission is requested to ratify the classification of the following Limited Term 
positions pursuant to Section [7.4.2(C)] of the Rules and Regulations of the Classified Service of 
the Santa Monica Community College District: 
 

Classification Department Effective Dates 
HR Analyst-Employee and 
Labor Relations-Confidential 

Human Resources 1/2/2024-6/30/2024 

Stage Construction 
Technician 

Theatre Arts 1/2/2024-6/30/2024 

Instructional Assistant-ESL ESL 1/2/2024-6/30/2024 
Laboratory Technician-Life 
Science 

Academic Affairs 1/2/2024-6/30/2024 
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Agenda Report Number 9 

Subject Appointments to Limited Term Positions 

Date Wednesday, January 17, 2024 

To Members of the Personnel Commission 

From 
Carol Long, 
Director of the Personnel Commission 

 
The Personnel Commission is advised that the following persons have been appointed to the 
following Limited Term positions from certified eligibility lists pursuant to Section [7.4.3(A)] of 
the Rules and Regulations of the Classified Service of the Santa Monica Community College 
District. 

Candidate Position Department Duration* Eligible List Date 

Michael Hudson 
HR Analyst-Employee 
and Labor Relations-
Confidential 

Human 
Resources 

1/2/2024-6/30/2024 3/13/2015 

Matthew Martin 
Stage Construction 
Technician 

Theatre Arts 1/2/2024-6/30/2024 6/21/2023 

Thomas Brown 
Instructional 
Assistant-ESL 

ESL 1/2/2024-6/30/2024 10/15/2012 

Mabel Pang 
Laboratory 
Technician-Life 
Science 

Academic 
Affairs 

1/2/2024-6/30/2024 1/18/2023 

*Not to exceed 960 hours or, in case of an appointment in lieu of an absent employee, is not to 
exceed the authorized absence of that employee. 
 
 
Reference Merit Rule 7.4.3 (A) –Eligibility for Appointment 
Limited term appointments shall be made from eligibility lists and employment lists in 
accordance with procedures for regular appointments. 
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Agenda Report Number 10 

Subject Appointments to Provisional Assignments 

Date Wednesday, January 17, 2024 

To Members of the Personnel Commission 

From 
Carol Long, 
Director of the Personnel Commission 

 
The Personnel Commission is advised that the following persons have been appointed to the 
following provisional assignments, not to exceed 90 working days pursuant to Section 7.2 of the 
Rules and Regulations of the Classified Service of the Santa Monica Community College District. 

Candidate Position Department Duration* 

Buentello, Jimmy Customer Services Assistant Bookstore 01/02/2024 - 06/30/2024 

Brummer, Alison Theatre Technical Specialist SMC Performing Arts Center 07/10/2023 - 12/31/2023 

Govea, Jose Theatre Technical Specialist SMC Performing Arts Center 1/10/2024-6/30/2024 

Carey, Daniel Events Assistant SMC Performing Arts Center 1/16/2024-6/30/2024 

Ward, Patrice Events Assistant SMC Performing Arts Center 1/8/2024-6/30/2024 

Carbone, John Accompanist-Dance Dance 1/2/2024-6/30/2024 

Mallinger, Matthew Accompanist-Dance Dance 1/2/2024-6/30/2024 

Plotkin, Alla Accompanist-Dance Dance 1/2/2024-6/30/2024 

Soro, Gnenemon Accompanist-Dance Dance 1/2/2024-6/30/2024 

Sow, Malik Accompanist-Dance Dance 1/2/2024-6/30/2024 

Schallert, Jennifer Costume Designer Theatre Arts 1/2/2024-6/30/2024 

*Assignment ending dates may be adjusted as not to exceed 90 working days in a fiscal year 
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Agenda Report Number 11 

Subject Examination Schedule 

Date Wednesday, January 17, 2024 

To Members of the Personnel Commission 

From 
Carol Long, 
Director of the Personnel Commission 

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

Class Title  Field of Competition Time 

Grounds Manager  Promotional 3 weeks 

Grounds Worker Merged Promotional Open & Competitive 3 weeks 

Personnel Analyst Merged Promotional Open & Competitive 3 weeks 
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Agenda Report Number 12 

Subject Ratification of Meeting Minutes 

Date Wednesday, January 17, 2024 

To Members of the Personnel Commission 

From 
Carol Long, 
Director of the Personnel Commission 

 
 

1. Regular Meeting Minutes – December 20, 2023 
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Agenda Report Number 13 

Subject Extension of Eligibility Lists 

Date Wednesday, January 17, 2024 

To Members of the Personnel Commission 

From 
Carol Long, 
Director of the Personnel Commission 

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

Classification  
Original 

Expiration 
Date 

Current 
Expiration 

Date 

Number of 
Candidates 

on List 

Number of 
Ranks on 

List 

Proposed 
Expiration 

Date 

Enterprise Business Services 
Clerk (External List)  

8/8/2023 2/8/2024 13 8 8/8/2024 

Health Sciences Learning Lab 
Specialist  

7/24/2023 1/24/2024 1 1 7/24/2024 

Laboratory Technician – Life 
Science  

1/3/2024 2/3/2024 4 4 4/3/2024 

Media Resources Assistant  8/18/2023 2/18/2024 7 4 8/18/2024 

Outreach and Recruitment 
Specialist (Promotional)  

4/20/2023 1/20/2024 3 3 4/20/2024 

Outreach and Recruitment 
Specialist (Open)  

4/20/2023 1/20/2024 4 4 4/20/2024 

 
The Personnel Commission staff believes there are a sufficient number of available eligibles 
remaining to fill any future vacancies anticipated until the new proposed expiration dates. 
 
Merit Rule 6.2.3 (C) Duration of Eligibility List 
6.2.3 (C) 
B. An eligibility list may be extended by the Personnel Commission for one or more periods, 
not to exceed a total of two years from the time the list was first established. The  personnel 
Director shall base his/her recommendation for extension of an eligibility list on the following 
factors: 
1.a sufficient number of available eligibles remain to fill expected future vacancies; 
2.the composition of the list reflects appropriate representation of ethnic minorities, 
underrepresented groups, or non-traditional candidates; 
3.the field of competition in the occupational area has not changed dramatically. 
 
RECOMMENDATION 
It is recommended that the Personnel Commission approve extending the eligibility list(s) shown 
above. 
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Agenda Report Number 14 

Subject Ratification of Eligibility Lists 

Date Wednesday, January 17, 2024 

To Members of the Personnel Commission 

From 
Carol Long, 
Director of the Personnel Commission 

 

Class Title  
Field of Competition Promotional 

Total On 
List 

Expiration 
Date 

Director of Sustainability 
Merged Promotional 
Open and Competitive 

0 4 1/7/2025 
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 Agenda Report Number  15 

Subject  Ratification of Working Out of Class and Limited Term Assignments  

Date  January 17, 2024 

To  Members of the Personnel Commission  

From  
Carol Long,  
Director of the Personnel Commission  

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

I.Extension to Provisional Working out of Class Assignment  
  

Name/Permanent Class  
Provisional WOC 

Assignment 
Assignment Dates 

Previously Submitted 
Extended Assignment Dates 

Jorge Jimenez,  
Grounds Equipment Operator  

*Irrigation Specialist 8/1/2023 to 11/30/2023 
12/1/2023 to 12/21/2023 

1/2/2024 to 1/24/2024 

*Pending PBAR approval.  
 
Merit Rule 3.2.10 Working Out of Class  
(Education Code Section 88010, 88087, 88106 - 88108)  
  

A. CONCEPT OF WORKING OUT OF CLASSIFICATION  

  
1. Each classified employee shall be required to perform the duties of the position approved 
by the Board and classified by the Personnel Commission for the class to which he or she is 
assigned.  An employee may be required to perform other  related duties consistent with the 
concept of the classification to which the position is assigned.  
  
2. Classified employees shall not be required to perform duties and responsibilities which 
are not fixed and prescribed for their positions or are not consistent with the concept of the 
classification of their current position for any period of time which exceeds five (5) working days 
within a fifteen (15) calendar day period, or equivalent (i.e., four 10-hour working days within a 
fifteen (15) calendar day period) except as provided by this rule.  
  
3. Working out of class assignments are designed for temporary situations and shall not be 
used to place an employee in a long-term or permanent assignment in a higher or different 
classification.  No employee shall be assigned to work out of  class beyond the time limits 
specified in Merit Rule 7.2 (Provisional Appointments) and Merit Rule 7.4 (Limited Term 
Appointments).  
  
Procedure for Supervisor Requesting Approval for Working Out of Class  
  
3. The Director of Classified Personnel will advise the Office of Human Resources of the 
findings and shall present those findings, including the recommended pay differential, to the 
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Personnel Commission for approval.  Confirmation of this approval shall then be sent by the 
Personnel Commission to the Supervisor and the employee, and forwarded to the Board of 
Trustees for final approval.   
  
Agreement between Santa Monica Community College and CSEA, Chapter 36, Article 11  
  
11.7   Work Out of Classification  
  
11.7.1 Definition:  
  
Working out of classification assignments shall not exceed a period of ninety (90) working days 
per fiscal year and no more than ninety (90) days in any one hundred eighty (180) day period.  
  
11.7.3  Compensation:  
  
a.  In the event that an employee is assigned duties at a higher classification as defined 
above and those duties make up at least fifty percent (50%) of the employee’s daily assignments, 
the employee salary shall be adjusted as set forth in Section 11.4.1.  
  
b.       If those duties make up less than fifty percent (50%) of the employee’s daily assignment, 
the District shall pay the employee equal to one half (1/2) of the stipend that would have been 
paid under sub division a (above)  
  
11.4   Salary on Promotion  
  
11.4.1 When an employee is promoted to a position in a higher salary range, he/she shall 
receive the next higher dollar amount above his/her present rate of pay, but not less than the 
minimum of the new salary range.  If that amount is less than a one-step (5%) increase, the 
employee shall be placed at the next higher step over that authorized above.  
  
Merit Rule 7.4 Limited Term (Temporary) Appointments (Education Code Section 88105)  
  
7.4.1     LIMITED TERM POSITIONS DEFINED  
  
Positions established to perform duties which are not expected to exceed six months in one 
fiscal year shall be designated as temporary limited-term positions.  
  
Positions established to replace temporarily absent employees shall be designated as substituted 
limited-term positions.  
  
7.4.2     PROCEDURE FOR ESTABLISHMENT OF LIMITED-TERM POSITIONS  
  
When a temporary or substitute limited-term position is established, the appointing authority 
shall notify the Director of Classified Personnel in writing of the hours, starting date, and 
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probably length of the assignment.  Establishment of limited-term positions shall be subject to 
ratification by the Board of Trustees at their next regular meeting.  
  
Substitute limited-term appointments may be made for the duration of the absence of a regular 
employee but need not be for the full duration of the absence. The appointment may be in the 
same class as that of the absent employee or the duties may be reduced in level and the 
appointment may be made in a lower class.  The duration of the appointment shall not exceed 
the authorized dates of absence of the regular employee.  
  
 7.4.3     ELIGIBILITY FOR APPOINTMENT  
  
Limited-term appointments shall be made from eligibility lists and employment lists in 
accordance with procedures for regular appointments.  
  
RECOMMENDATION  
It is recommended that the Personnel Commission approve the requests for working out of class 
and limited term assignments for the appropriate stipend as indicated under the above 
applicable sections of CSEA, Chapter 36, Article 11.7, and Merit Rules 3.2.10 and 7.4.  
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Agenda Report Number 16 

Subject Personnel Commission Project Status Report 

Date Wednesday, January 17, 2024 

To Members of the Personnel Commission 

From 
Carol Long, 
Director of the Personnel Commission 

 
Recruitment 
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Classification and Compensation 
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L. Adjournment at 12:15 p.m. 

 

Disposition by the Commission 

Motion Made By   Lawrence Leone 

Seconded By   Deborah Jansen 

Ayes   4 

Nays   0 

Abstentions   0 

Amendments/Comments    

  
  
 
 

Weekday Month Day Year Time Venue 

Wednesday February 21 2024 12:00 p.m. 
Board Room/ 
Business Bldg.  
Room 117 

Wednesday March 20 2024 12:00 p.m. 
Board Room/ 
Business Bldg.  
Room 117 

Wednesday April 17 2024 12:00 p.m. 
Board Room/ 
Business Bldg.  
Room 117 

Wednesday May 15 2024 12:00 p.m. 
Board Room/ 
Business Bldg.  
Room 117 

Thursday June 20 2024 12:00 p.m. 
Board Room/ 
Business Bldg.  
Room 117 

 
As required by law, the agenda for the January 17, 2024, Regular Meeting of the Santa Monica 
College Personnel Commission was posted on the Official District Website no later than 72 hours 
prior to the date and time of this meeting.  
 


