
 

 

Public Session: 12:00 p.m. 

I. Organizational Functions 

a. Call to Order 

b. Roll Call 

Commissioner Present Absent 

Dr. Joseph Metoyer Jr., Chair X  

Joy Abbott, Vice Chair X  

Barbara Greenstein X  

Deborah Jansen X  

Lawrence Leone X  

c. Director’s Report 

Annual Report  
During the past fiscal year, the Personnel Commission has taken steps to bring more interviews, 
written tests, and performance tests back to in-person administration. Our primary concerns are 
minimizing any adverse impact the method of administration may cause.  
While we have seen a slight decrease in the number of recruitments requested this past year, we 
have seen a significant increase in the number of new hires made from the eligibility lists we 
produced.  
The number of new class descriptions requested has also continued to increase, doubling the 
number requested from last year.  
The Personnel Commission publicly recognized 60 Santa Monica College classified employees for 
longevity this past fiscal year, including 19 employees who completed at least twenty years of 
service, and two employees who completed at least thirty years of service.  
We completed 12 Merit Rule changes which have been approved by the Personnel Commission, 
thanks to the work of the Merit Rules Advisory Committee.  
  
Classification Studies  
The Personnel Commission brought forward the annual calendar of cyclical classification reviews 
for 2023-2024. Following the completion of the studies listed on the calendar, staff will have 
completed the first round of cyclical studies. During the Spring Semester, staff plans to start 
discussions with senior management and CSEA regarding priorities and potential process 
changes for the next round of cyclical reviews, which is scheduled to begin in 2024-2025.  
Staff also presented one additional change to the Knowledge, Skills, and Abilities which were 
presented at the Personnel Commission Meeting on June 21, 2023.   
Plans to work on additional reviews for cyclical studies that include the Instructional Assistants 
and Tutoring Coordinators and completing reviews for Administrative Support and Campus 
Safety .    
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Director Long announced that she and Amy Gurjian, Classification & Compensation Manager,  
will give a presentation on the Personnel Commission’s cyclical classification studies.  
  
Recruitment  
Two eligibility lists were presented for approval: Director of Facilities Management and Director 
of Facilities Operations, both promotional eligibility lists.  There are currently nine recruitments 
in process, ten upcoming recruitments, and seven more recruitments temporarily on hold.  
  
Merit Rules Advisory Committee Update  
The Merit Rules Advisory Committee submitted a second reading of: MR 5.2.16 (Protest and 
Appeal of Examination), MR 6.4.1 (Notification of Eligibles).  If approved, revisions will be 
finalized and placed on the PC web site.  The Committee will continue its review of Merit Rule 
Chapter 14 and 15. 
 

d. Public Comments: Non-Actionable Items from those in attendance. 

i. Longevity for September 2023 

5 YEARS 
Isaac Benavidez, Library Assistant, Library 
Davon Dean, Custodian, Operations 
Sara Eazell, Class Scheduling Specialist, Academic Affairs 
 Dionne Carter and Jason Beardsley congratulated and thanked Sara for 5 years with SMC. 
Edgar Hernandez Solis, Accounting Specialist, Campus Store 
Ana Sanchez, Accounting Specialist, Fiscal Services 
James Stevenson, Jr., Outreach & Recruitment Specialist,  
Outreach, Onboarding & Student Engagement 
 Sara Eazell congratulated and acknowledged James for 5 years with the College. 
Angela Valentine, Administrative Assistant II, Center for Media and Design 
 Jason Beardsley congratulated and thanked Angela for 5 years with the College. 
 
15 YEARS 
Marvlynn Frazier, Custodian, Operations 

Wendi DeMorst  and Sara Eazell congratulated and thanked Marvlynn for 15 years with 
the College. 

Mark Litver, Accompanist-Dance Performance, Dance 
Anthony Williams, Jr., Lead Custodian, Operations 
 
35 YEARS 
Ann Mirsky, Media Resources Assistant, LRC 
 Wendi DeMorst acknowledged and thanked Ann for 35 years with the College. 
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e. Comments from the Vice President of Human Resources 
No Comments 

f. Comments from the CSEA Chapter 36 Representative 
 
CSEA President Cindy Ordaz recognized and congratulated the Longevity 
Recipients.  She went on to share concerns that have been expressed to her from 
CSEA members.  Those concerns included: 
That the Personnel Commission  should operate independently without requiring 
constant monitoring or intervention by CSEA membership.  
That the Personnel Commission strive to provide fair compensation to all 
Classified employees adhering to the principle of “like pay for like work”. 
That the Personnel Commission not permit job duties from other bargaining units 
to be added to CSEA classifications. 
That position reclassification studies use an impartial approach that should 
include input from the employee’s direct supervisor only, and not faculty 
members or other management. 
That classifications be reviewed in a timelier manner with more appropriate 
grouping. 
That neither management nor the Personnel Commission should have the 
authority to unilaterally change job duties. 

 
g. Comments from the Management Association President  

 
On behalf of all managers, Scott Silverman expressed appreciation for all 
Classified staff. 
  

h. Comments from the Personnel Commission Staff  
No Comments 

i. Comments from the Personnel Commissioners  
 
Commissioner Jansen requested a list of the concerns that were expressed by 
CSEA President Cindy Ordaz.  Additionally, she requested confirmation on the 
number of bargaining units operating within the College. 
 
Commissioner Abbott inquired on the Personnel Commission’s recordkeeping of 
reviewed classifications.  Director Long provided that Personnel Commission staff 
uses an application management system while also notating revision dates on 
every class description. 
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II. Agenda Reports: Major Items of Business 
Report 

Number 
Subject 

Page 
Number 

1 
Consideration of Appeal for Position Classification Study:  
Senior Veterans Resource Specialist 

5 

2 
Second Reading of Amendments to Rules and Regulations of the 
Classified Service – Merit Rules 5.2.16 and 6.4.1 

7 

3 Annual Report of the Personnel Commission for Fiscal Year 2022-2023 9 

4 Cyclical Classification Studies-Proposed Annual Calendar 2023-2024 14 

5 
Revisions to Classifications: 
Knowledge, Skills & Abilities Section for all Classified Job Descriptions 

18 

6 Information Item: Presentation of Cyclical Reviews 20 

 
III. Consent Agenda 

Report 
Number 

Subject 
Page 

Number 
7 Ratification of Limited Term Assignments 30 

8 Appointments to Limited Term Positions 31 

9 Ratification of Working Out of Class Assignments 32 

10 

Examination Schedule: 
Human Resources Analyst, Employee and Labor Relations 
(Confidential) 
Instructional Assistant-Math 

35 

11 
Ratification of Meeting Minutes: 
Regular Meeting 8/16/2023 
Special Meeting 8/30/2023 

36 

12 
Ratification of Eligibility Lists: 
Director of Facilities Maintenance (Promotional) 
Director of Facilities Operations (Promotional) 

37 

13 Extension of Eligibility Lists 38 
14 Personnel Commission Project Status Report 39 

 
IV.Adjournment 
 
 
 
 
 
 
 
 
 

Agenda Report Number 1 
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Subject 
Consideration of Appeal for Position Classification Study:  
Senior Veterans Resource Specialist 

Date September 20, 2023 

To Members of the Personnel Commission 

From 
Carol Long, 
Director of the Personnel Commission 

 
It is recommended that the Personnel Commission hear and consider the appeal of a position 
classification study for Senior Veterans Resource Specialist. 
      

Merit Rule 16.1 Complaint Procedures for Classified Personnel 

 
16.1.1  PURPOSE OF THE COMPLAINT PROCEDURE 
 

A. The Complaint Procedure is the medium through which permanent classified 
employees may bring complaints arising out of alleged violations of the Merit Rules.  

. 
16.1.3 GENERAL PROCEDURES 
 

D. Complaints within the jurisdiction of the Commission shall be investigated by the 
Director of Classified Personnel.  Appropriate action shall be taken in response to the 
complaint.  The Director of Classified Personnel shall provide the Commission with a 
report of any action taken on a complaint. 
 

G. The resolution of a complaint by either the Director of Classified Personnel or the 
Commission shall be final and there shall be no further appeal or review. 

 
 

Disposition by the Commission 

Motion Made By Lawrence Leone 

Seconded By Barbara Greenstein 

Ayes 5 

Nays 0 

Abstentions 0 

Amendments/Comments Motion to open up the Appeal hearing. 

 
 
 
 
 
 
Summary of Comments: 
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Appellant Martha Romano presented the history of  the position reclassification study for Senior 
Veteran’s Specialist.   
Commissioner Jansen requested clarification from Appellant Romano on her reason for appeal.  
Appellant Romano went on to clarify that she requests a reclassification be performed and that 
all required steps take place. 
 
Chair Metoyer confirmed Appellant Romano’s request and then went on to ask Director Long for 
a report on the status of Appellant Romano’s reclassification.  
Commissioner Jansen seconded this request and asked for a report on claims made by Appellant 
Romano. 
 
Commissioner Greenstein asked Director Long if she felt she had an adequate understanding of 
the allegations.  Director Long replied by summarizing Appellant Romano’s concerns: 

• Interviewed the faculty lead in additino to her  supervisorOnly provided 5 days for 

Appellant to review Appellant Romano had provided comparable classifications from 

other agencies in California that the PC did not take into consideration  

• A market survey was never done 

• A comprehensive analysis wasn’t done 

Additional Comments and Next Steps: 
Campus Counsel summarized that the Personnel Commission has a duty to follow its rules.  An 
allegation has been made that the Personnel Commission has not followed its rules.  Counsel 
advised that the Commissioners request a comprehensive report or memo from Director Long 
outlining the steps followed in the process of Appellant Romano’s reclassification study.   
 
Commissioner Leone requested that a written document be prepared by Director Long as 
outlined by Campus Counsel, and presented to Commissioners and Appellant. 
 

Disposition by the Commission 

Motion Made By Barbara Greenstein 

Seconded By Deborah Jansen 

Ayes 5 

Nays 0 

Abstentions 0 

Amendments/Comments 
 

 

Agenda Report Number 2 

Subject 
Second Reading of Amendments to Rules and Regulations of the 
Classified Service – Merit Rules 5.2.16 and 6.4.1 

Date September 20, 2023 

To Members of the Personnel Commission 

From 
Carol Long, 
Director of the Personnel Commission 
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Proposed changes to Chapter 5: Merit Rules Section 5.2.16 and Chapter 6: Merit Rules Section 
6.4.1 are attached for a Second Reading.  
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Disposition by the Commission 

Motion Made By Lawrence Leone 

Seconded By Barbara Greenstein 

Ayes 5 

Nays 0 

Abstentions 0 

Amendments/Comments 
 

Agenda Report Number 3 

Subject Annual Report of the Personnel Commission for Fiscal Year 2022-2023 

Date September 20, 2023 
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To Members of the Personnel Commission 

From 
Carol Long, 
Director of the Personnel Commission 

 
Attached for your review is the proposed Personnel Commission Annual Report for Fiscal Year 
2022-2023. 
 
The Director of the Personnel Commission is required by Education Code Section 88086 to 
prepare an annual report of the Commission’s activities for approval by the Commission. 
 
RECOMMENDATION 
It is recommended that the Personnel Commission approve the proposed Annual Report for 
Fiscal Year 2022-2023. 
 

Disposition by the Commission 

Motion Made By Joy Abbott 

Seconded By Deborah Jansen 

Ayes 5 

Nays 0 

Abstentions 0 

Amendments/Comments Director Long provided a correction on 
Longevity placement for Teresa Huber.  
Correction being that Teresa was celebrating 20 
years of service instead of 25 years. 
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Agenda Report Number 4 

Subject Cyclical Classification Studies-Proposed Annual Calendar 2023-2024 

Date September 20, 2023 

To Members of the Personnel Commission 

From 
Carol Long, 
Director of the Personnel Commission 

By 
Carol Long, Director of the Personnel Commission 
Amy Gurjian, Classification & Compensation Manager 

 
Attached for your review is the proposed annual calendar for anticipated classification review 
projects. 
 
BACKGROUND   
Merit Rule 3.3.2 requires the Personnel Commission to maintain a system of continuous 
classification review.  Merit Rule 3.2.9 states: “Each year, the Director of Classified Personnel 
shall prepare a schedule of anticipated review projects and present it for approval to the 
Personnel Commission”.   
 
All classified positions at Santa Monica College are allocated to specific classifications, which are 
then allocated to salary ranges.  Personnel Commission staff allocates new positions to existing 
classifications, creates new classifications and class descriptions as needed, ensures classification 
descriptions accurately reflect current job duties and qualifications, reviews minimum 
requirements on classification descriptions to ensure they are appropriate and not unduly 
restrictive, establishes and maintains a plan for continuous review and update of class 
descriptions and salary allocations, conducts external and internal salary studies and 
recommends appropriate salary ranges for all job classifications based upon the principle of like 
pay for like work.  (Merit Rules, Chapter III; Education Code Sections 88004, 88009, 88076, 
88081, 88095, 88104, 88104.5)    
 
As a part of the scheduled cyclical reviews, the Personnel Commission has completed studies for 
each of the following job disciplines: 
 

• Accompanists 

• Accounting and Finance 

• Athletics 

• Bookstore & Cashiers 

• Business Administration (Management) 

• Career Services 

• Deaf and Hard of Hearing 

• Facilities Maintenance and Construction 

• Facilities Operations 

• Facilities Planning 

• Human Resources 
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• Institutional Research 

• Instructional Media and Reprographics 

• Laboratory Technicians 

• Library Services 

• Management Information Systems 

• Network Communications 

• Payroll Services 

• Personnel Commission 

• Public Relations/Marketing/Web Design  

• Purchasing, Procurement, and Asset Management 

• Risk Management 

• Specialized Programs 

• Student Services Specialists/Senior Student Services Specialists 

• Transportation 

• Warehouse 
 
In addition, studies are currently in process for the following job disciplines: 
 

• Clerical and Administrative Support 

• Campus Safety 

• Health Services 

• Instructional Assistants 

• Instructional Technology 

• Performing Arts 

• KCRW 

• Student Services Assistants 

• Student Services Clerks 
 
The calendar we are posting should include all remaining classifications which have not yet been 
reviewed. 
 
REVIEW PROCESS 
Each cyclical study will start with an orientation, and an initial review of class descriptions falling 
within the job discipline which is being studied.  The primary purpose of this review will be to 
determine if the job duties listed in each class description are an accurate reflection of the work 
assigned.  At this time, both management and employees can request further reviews of salary 
allocation, and individual position studies to determine if work performed is outside the scope of 
the assigned classification.  Following an analysis of all relevant information, recommendations 
will be provided for review to management staff, senior staff, incumbents, and union 
representatives prior to presenting to the Personnel Commission and Board of Trustees for final 
approval. 
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Requests for single position reclassifications will continue to be accepted as requested. 
 

Requests for minor classification description revisions or new classifications that have minimal 
impact on other related positions or classifications will be accepted when these requests are 
directly related to an upcoming recruitment. 
 
RECOMMENDATIONS 
It is recommended that the Personnel Commission approve the proposed annual calendar of 
classification/compensation studies for Fiscal Year 2023 - 2024.  
 
The attached calendar was reviewed with CSEA, and senior staff.   
 
The following factors were used in determining the most immediate priorities: 

 

• Major changes or inaccuracies in job duties or the role of the classification as identified by 
Personnel Commission staff, District management, or union representatives 

• Ongoing or anticipated turnover rates, or other recruitment challenges 

• Previous applicable studies conducted of other related jobs within the occupational 
group, leading to potential inequities within an occupational series 

• Scope of resources required to carry out classification description reviews 
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Disposition by the Commission 

Motion Made By Barbara Greenstein 

Seconded By Lawrence Leone 

Ayes 5 

Nays 0 

Abstentions 0 

Amendments/Comments Commissioner Abbott reiterated that requests 
for new classifications have doubled since last 
year, including those which are outside of the 
proposed cyclical review calendar. She went on 
to ask about the feasibility of completing the 
presented cycle within the year.  Director Long 
explained that staff will attempt to complete 
the review in the stated year, but potential 
delays related to budget concerns or labor 
management issues may occur which are 
outside the control of the Personnel 
Commission and therefore further delay the 
timeline.   
 
Commissioner Abbott requested more regular 
reporting on the progress of cyclical reviews 
and Director Long agreed to elaborate in future 
Director’s Reports. 
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Agenda Report Number 5 

Subject 
Revisions to Classifications: 
Knowledge, Skills & Abilities Section for all Classified Job Descriptions 

Date September 20, 2023 

To Members of the Personnel Commission 

From 
Carol Long, 
Director of the Personnel Commission 

By Amy Gurjian, Classification & Compensation Manager 

 
BACKGROUND 
On June 21, 2023, the Personnel Commission approved the following updates to our current 
Knowledge, Skills & Abilities (KSA) requirements in our job descriptions, in order to reflect 
College DEI priorities.   
 
Remove current requirement in the KSA section of descriptions: 
 

• Establish and maintain effective working relationships with District management, staff, 
students, the public and others encountered in the course of work, in a diverse, 
multicultural and multi-ethnic educational environment 
 

Add new requirements in the KSA section of descriptions: 
 

• Establish and maintain effective working relationships with others, supporting a climate of 
anti-racism and mutual respect that values people of all backgrounds, demographics, and 
experiences 

• Demonstrate a commitment to diversity, equity, inclusion, and accessibility principles and 
participate in related training 

• Directors and higher only: Recognize practices that perpetuate inequity and respond 
appropriately by formulating and implementing recommendations for equity-minded 
practices and eliminating barriers to success in all areas of responsibility  

• Directors and higher only: Promote, support, educate, and hold accountable for results of 
equity-enhancing efforts, fostering a culture of care, inclusivity, belonging, and mutual 
respect 

 
Following consultation with legal counsel, we are now recommending additional revisions to one 
KSA, that will be applied to all descriptions for the classified service, except for public safety 
classifications. Public safety classifications will keep the original language in order to ensure 
compliance with recent revisions to Title 5 of the California Code of Regulations, Sections 59700 
– 59704. 

• Demonstrate a commitment to knowledge of diversity, equity, inclusion, and accessibility 
principles and participate in related training 
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The following sources were used to develop new requirements: 
 
Hotep Equity Audit 
Santa Monica College Student Equity Plan 
Santa Monica College EEO Plan 
California Community Colleges Chancellor’s Office (CCCCO) DEI Statement, Title 5 CCR 51201  
CCCCO EEO/Diversity Best Practices Handbook 
Community Policing, Title 5 CCR 59704 
CCCCO Glossary of Terms 
 
Recommended changes have been sent for review to union partners, the Management 
Association, Business Services, Human Resources, and the Superintendent/President.   
 
RECOMMENDATION 
It is recommended that the Commission approve the KSA changes for all relevant classified job 
descriptions as presented.   
 
 

Disposition by the Commission 

Motion Made By Deborah Jansen 

Seconded By Barbara Greenstein  

Ayes 5 

Nays 0 

Abstentions 0 

Amendments/Comments 
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Agenda Report Number 6 

Subject Information Item: Presentation of Cyclical Reviews 

Date September 20, 2023 

To Members of the Personnel Commission 

From 
Carol Long, 
Director of the Personnel Commission 

By 
Carol Long, Director of the Personnel Commission 
Amy Gurjian, Classification & Compensation Manager 

 
Carol Long and Amy Gurjian will be delivering a presentation which covers the cyclical 
classification review process. 
 
 
Agenda for the speaking presentation: 

1. What are cyclical reviews? 

2. Cyclical Reviews vs Reclassification Studies 

3. Start Up Challenges 

4. Criteria for prioritizing 

5. Role of the Personnel Commission and the Board of Trustees 

6. Formalize Process 

7. Study Process 

8. Salary Studies 

9. Job Factors 

10. Reclassification 

11. Review Steps 

12. Benefits of Cyclical Reviews 
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III. Consent Agenda 
Report 

Number 
Subject 

Page 
Number 

7 Ratification of Limited Term Assignments 20 

8 Appointments to Limited Term Positions 21 

9 Ratification of Working Out of Class Assignments 22 

10 
Examination Schedule: 
Human Resources Analyst, Employee and Labor Relations (Confidential) 
Instructional Assistant-Math 

25 

11 
Ratification of Meeting Minutes: 
Regular Meeting 8/16/2023 
Special Meeting 8/30/2023 

26 

12 
Ratification of Eligibility Lists: 
Director of Facilities Maintenance (Promotional) 
Director of Facilities Operations (Promotional) 

27 

13 Extension of Eligibility Lists 28 
14 Personnel Commission Project Status Report 29 

 
 
 
 
 
 
 
 
 

Disposition by the Commission 

Motion Made By Joy Abbott 

Seconded By Barbara Greenstein 

Ayes 4 

Nays 0 

Abstentions 0 

Amendments/Comments Commissioner Leone was absent for the 
Consent Agenda approval. 
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Agenda Report Number 7 

Subject Ratification of Limited Term Assignments 

Date September 20, 2023 

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 
Administrative Assistant II Emeritus 9/5/2023 to 11/4/2023 

Enterprise Business Services Clerk Auxiliary Services 8/30/2023 to 6/30/2024 

Health Sciences Learning Lab Specialist Health Sciences 9/11/2023 to 2/10/2024 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Santa Monica College  
Personnel Commission Regular Meeting Minutes Wednesday, September 20, 2023 

 

 

 
31 

Agenda Report Number 8 

Subject Appointments to Limited Term Positions 

Date September 20, 2023 

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 

Lindsay Wilson 
Administrative 

Assistant II 
Emeritus 9/5/2023 to 11/4/2023 7/17/2023 

Susan Wilks 
Enterprise Business 

Services Clerk 
Auxiliary 
Services 

8/30/2023 to 6/30/2024 7/30/2014 

Eve Adler 
Health Sciences 

Learning Lab 
Specialist 

Health 
Sciences 

9/11/2023 to 2/10/2024 N/A 

*Not to exceed six (6) months 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 9 

Subject Ratification of Working Out of Class and Limited Term Assignments 

Date September 20, 2023 

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. Provisional Working Out Of Class Assignment 

Name/Permanent Class Provisional WOC Assignment Dates of Current Assignment 
Emily Raby, Custodian Custodial Operations Supervisor 9/25/2023 to 1/26/2024 

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

A. CONCEPT OF WORKING OUT OF CLASSIFICATION 
 

1. Each classified employee shall be required to perform the duties of the position 
approved by the Board and classified by the Personnel Commission for the class to which he or 
she is assigned.  An employee may be required to perform other related duties consistent with 
the concept of the classification to which the position is assigned. 
 

2. Classified employees shall not be required to perform duties and responsibilities 
which are not fixed and prescribed for their positions or are not consistent with the concept of 
the classification of their current position for any period of time which exceeds five (5) working 
days within a fifteen (15) calendar day period, or equivalent (i.e., four 10-hour working days 
within a fifteen (15) calendar day period) except as provided by this rule. 
 

3. Working out of class assignments are designed for temporary situations and shall 
not be used to place an employee in a long-term or permanent assignment in a higher or 
different classification.  No employee shall be assigned to work out of class beyond the time 
limits specified in Merit Rule 7.2 (Provisional Appointments) and Merit Rule 7.4 (Limited Term 
Appointments). 
 

B. Procedure for Supervisor Requesting Approval for Working Out of Class 
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3. The Director of Classified Personnel will advise the Office of Human Resources of 
the findings and shall present those findings, including the recommended pay differential, to the 
Personnel Commission for approval.  Confirmation of this approval shall then be sent by the 
Personnel Commission to the Supervisor and the employee, and forwarded to the Board of 
Trustees for final approval.  
 
Agreement between Santa Monica Community College and CSEA, Chapter 36, Article 11 
 
11.7   Work Out of Classification 

 
11.7.1 Definition: 

 
Working out of classification assignments shall not exceed a period of ninety (90) 
working days per fiscal year and no more than ninety (90) days in any one 
hundred eighty (180) day period. 

 
11.7.3  Compensation: 

 
a.  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 
 

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

 
7.4.2     PROCEDURE FOR ESTABLISHMENT OF LIMITED-TERM POSITIONS 
 

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

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

 
7.4.3     ELIGIBILITY FOR APPOINTMENT 
 

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

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

Class Title Field Of Competition Time 

Human Resources Analyst, Employee 
and Labor Relations (Confidential) 

Merged Promotional and Open 
Competitive 

3 Weeks 

Instructional Assistant-Math 
Merged Promotional and Open 

Competitive 
3 Weeks 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Agenda Report Number 10 

Subject 
Examination Schedule: 
Human Resources Analyst, Employee and Labor Relations (Confidential) 
Instructional Assistant-Math 

Date September 20, 2023 

To Members of the Personnel Commission 

From 
Carol Long, 
Director of the Personnel Commission 
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Agenda Report Number 11 

Subject 
Ratification of Meeting Minutes: 
Regular Meeting 8/16/2023 
Special Meeting 8/30/2023 

Date September 20, 2023 

To Members of the Personnel Commission 

From 
Carol Long, 
Director of the Personnel Commission 

 
 

1. Regular Meeting Minutes-August 16, 2023 
2. Special Meeting Minutes-August 30, 2023 
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Agenda Report Number 12 

Subject 
Ratification of Eligibility Lists: 
Director of Facilities Maintenance (Promotional) 
Director of Facilities Operations (Promotional) 

Date September 20, 2023 

To Members of the Personnel Commission 

From 
Carol Long, 
Director of the Personnel Commission 

 

Classification 
Number of 

Promotional 
Candidates 

Total Number of 
Candidates 

Expiration Date 

Director of Facilities 
Maintenance (Promotional) 

1 1 9/13/2024 

Director of Facilities 
Operations (Promotional) 

1 1 9/13/2024 
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Agenda Report Number 13 

Subject Extension of Eligibility Lists 

Date September 20, 2023 

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 

Custodian 10/24/2023 10/24/2023 15 5 12/24/2023 

Enrollment Services Specialist 10/5/2023 10/5/2023 3 3 1/5/2024 

Facilities Maintenance 
Supervisor (Promotional) 

2/27/2023 9/27/2023 2 1 11/27/2023 

Research and Planning Analyst 1/3/2023 10/3/2023 3 2 1/3/2024 

 
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 
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 Director of the 
Personnel Commission shall base their 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 Personnel Commission Project Status Report 

Date September 20, 2023 

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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IV. Adjournment at 2:06 p.m. 
 

Disposition by the Commission 

Motion Made By   Barbara Greenstein 

Seconded By   Joy Abbott 

Ayes   4 

Nays   0 

Abstentions   0 

Amendments/Comments  
 Commissioner Leone was absent for the 
meetings adjournment. 

  

Weekday Month Day Year Time Venue 

Wednesday October 18 2023 12:00 p.m. 
1900 Pico Blvd 
Business RM 117 

Wednesday November 15 2023 12:00 p.m. 
1900 Pico Blvd 
Business RM 117 

Wednesday December 20 2023 12:00 p.m. 
1900 Pico Blvd 
Business RM 117 

Wednesday January 17 2024 12:00 p.m. 
1900 Pico Blvd 
Business RM 117 

Wednesday February 21 2024 12:00 p.m. 
1900 Pico Blvd 
Business RM 117 

Wednesday March 20 2024 12:00 p.m. 
1900 Pico Blvd 
Business RM 117 

Wednesday April 17 2024 12:00 p.m. 
1900 Pico Blvd 
Business RM 117 

Wednesday May 15 2024 12:00 p.m. 
1900 Pico Blvd 
Business RM 117 

Thursday June 20 2024 12:00 p.m. 
1900 Pico Blvd 
Business RM 117 

 
As required by law, the agenda for the September 20, 2023, 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.  
 


