ALTA LOMA SCHOOL DISTRICT
Regular Meeting of the Board of Trustees
Wednesday, January 18, 2023
6:00 PM

Alta Loma School District Support Center
9390 Base Line Road
Alta Loma, California
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A. OPEN SESSION
B. CALL TO ORDER AND ROLL CALL
C. PLEDGE OF ALLEGIANCE

D. PUBLIC COMMENT ANNOUNCEMENT
The Board of Trustees welcomes comments from visitors, employees, employee groups,
parent organizations and students. Prior to addressing the Board please complete the
comment form located at the west entrance and give it to the Superintendent’s
Administrative Assistant.

The Board has set aside 45 minutes for the Public Comment, allowing a maximum of 3
minutes per individual.

The Public comment period is the opportunity for the public to address the Board on (1)
items on the public session agenda; (2) items on the closed session agenda; and (3) other
topics within the jurisdiction of the Board.

In accordance with the Brown Act, the Board will limit any responses to public
comment to brief statements, referral to staff or referral to a future Board agenda.

PLEASE NOTE: There will not be a separate opportunity to comment at the
time each agenda item is addressed by the Board, unless the item specifically
involves an agendized public hearing. All public comment will be heard during
the agendized public comment section.

Action E. ADOPTION OF AGENDA

Action F. APPROVAL OF MINUTES
12/14/22 (pp. 1-7)

G. RECOGNITIONS AND PRESENTATIONS

An opportunity to honor students, employees, and community members for
outstanding achievement. Information regarding district events is also available at
each meeting.

1. Student Presentation — Victoria Groves
2. Audit Report
3. Facilities Presentation — Measure H

Pursuant to the Americans with Disabilities Act, persons with a disability who require a disability-related modification or
accommodation in order to participate in a meeting, including auxiliary aids or services, may request such modification or
accommodation from Adriana Mohler at (909) 484-5151, Extension 102003, by FAX (909) 484-5155 or email at
amohler@alsd.org. Notification 48 hours prior to the meeting will enable the District to make reasonable arrangements to
assure accessibility to the meeting. Documents supporting agenda items are available for public inspection at the Alta Loma
School District Support Center, 9390 Base Line Road and on the District website at www.alsd.k12.ca.us.



http://www.alsd.k12.ca.us/

Motion
ist 2nd App

H. WRITTEN COMMUNICATIONS

Documents addressed to Board members as communications during a Board of
Education meeting are defined as letters from parents or community members
regarding issues within the jurisdiction of authority of the Board of Education;
information or reports from professional organizations; i.e., CSBA, SBCSBA, etc.;
letters or reports from other public agencies; letters or reports from legislators; or
letters or reports from District schools or staff.

1. Letter of Positive Certification from the San Bernardino County
Superintendent of Schools. (pp. 8-12)

I PUBLIC COMMENT

Consistent with the Public Comment Announcement above, this is the opportunity
for the public to address the Board on (1) items on the public session agenda;

(2) items on the closed session agenda; and (3) other topics within the jurisdiction
of the Board.

J. PUBLIC HEARING
None
K. BOARD REPORT

An opportunity for Board members to discuss items as follows:
1. Conferences, workshops, and meetings

2. School visitations and activities

3. CSBA and/or SBCSBA activities

Any other topics will be discussed at the agenda item(s).

L. SUPERINTENDENT & STAFF REPORTS

An opportunity for the Superintendent and staff to share matters of special interest or
importance which are not on the board agenda and/or special presentations of
District programs or activities such as:
1. District activities
2. Curriculum/instruction updates

a. Student Achievement Presentation (CAASPP)
3. Timely events/information

a. Williams Quarterly Reporting (no complaints received during

reporting period of October 1, 2022 — December 31, 2022).

Action M. CONSENT CALENDAR

Actions proposed for Consent Calendar (block vote) items are consistent with
approved practices of the district and are deemed routine in nature. Since trustees
receive Board agenda backup information in advance of scheduled meetings, they
are prepared to vote with knowledge on the block vote items. Consent Calendar
items are voted on at one time, although any such item can be considered separately
at a Board member’s request.
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. Recommend the Board approve routine agreements with the

following vendors, and authorize Sherry Smith, Eric Hart,
and/or applicable administrators to sign all related documents:
1) Alta Loma Dance Academy, LLC; 2) Inland Empire Trailers;
3) Los Angeles Zoo and Botanical Gardens. (pp. 13-14)

. Recommend the Board accept the following donations:

a. Donation of $200.00 from the Family of Connor Jarvis
to Alta Loma Elementary School’s Student Fundraiser
Account to be used to enhance the instructional program.

b. Donation of an Air Doctor 1016 Air Purifier from Air
Doctor to Alta Loma Elementary School to be used to
enhance the instructional program.

(No Exhibit)

Recommend the Board approve payments to vendors in Board
Payment Report, as presented. (p. 15)

Recommend the Board approve employment, terminations,
resignations, leaves and temporary assignments, as presented.
(pp. 16-22)

. Board Policies
Second Reading

BP 4119.1/4219.1/4319.1 — Civil and Legal Rights
BP 4140/4240/4340 — Bargaining Units

BP 4216 — Probationary/Permanent Status

BP 6158 — Independent Study

(pp. 17-43)

. Board Bylaws

Second Reading

BB 9012 — Board Member Electronic Communications
BB 9222 — Resignation

BB 9240 — Board Training

BB 9310 — Board Policies

BB 9320 — Meetings and Notices

BB 9322 — Agenda/Meeting Materials
BB 9323.2 — Actions by the Board
BB 9324 — Minutes and Recordings
BB 9400 — Board Self-Evaluation
(pp.44-74)

. Adopt Job Descriptions

Second Reading

e Database Technician — Special Education
e Human Resources Technician — Senior
(pp. 75-87)

. Amend Job Descriptions

Second Reading

e Director of Special Education
(pp. 88-92)

. Amend and Reclassify Job Descriptions
Second Reading
e Child Nutrition Elementary Lead
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1st
e Child Nutrition Junior High Lead
e Human Resources Secretary
e Database Technician
(pp. 93-118)

10. 2023-2024 School Calendar
Second Reading
(pp. 119-120)

GENERAL FUNCTIONS

1. Recommend the Board adopt Resolution No. 1-18-2023
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Conflict of Interest Code Resolution. (p. 121)

CURRICULUM AND INSTRUCTION

1. Recommend the Board approve the 2022-23 School Plan for

Student Achievement for all District schools. (p. 122)

BUSINESS AND FINANCIAL PROCEDURES

1. Recommend the Board review and accept the 2021-22
Audited Financial Report as presented. (p. 123)

2. Recommend the Board review and accept the 2021-22

Audited Financial Report for the General Obligation Bond
Building Fund as presented. (p. 124)

3. Recommend the Board approve the use of the piggyback Irvine

Unified School District Bid No. 19/20-01, Technology
Equipment and Peripherals, Awarded to CDW Government,
LLC for the length of the contract. (pp. 125-131)

HUMAN RESOURCES

1. Recommend the Board approve the additional stipend

compensation of $15 an hour for coaches overseeing a junior
high intramural sport without an assistant coach. (p. 132)

2. Recommend the Board approve the District’s use and assignment

of Resident Substitute Teacher at a rate of $220 per day, through
May 25, 2023. (p. 133)

3. Recommend the Board approve the revised Classified Part Time

Hourly Schedule — Student Helpers, as presented with a retroactive
Effective date of January 1, 2023. (pp. 134-135)

4. Recommend the Board approve the request for retirement from

Maria Geraldine Young, Senior Accounting Clerk, District
Support Center. Geraldine’s final day of service was

December 31, 2022, for a total of 15 years of service to the District.
(p. 136)


https://www.alsd.k12.ca.us/site/handlers/filedownload.ashx?moduleinstanceid=77&dataid=13310&FileName=AltaLomaRevisedRpt22.pdf
https://www.alsd.k12.ca.us/site/handlers/filedownload.ashx?moduleinstanceid=77&dataid=13309&FileName=AltaLoma2017GOBRpt2022.pdf

R.
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BOARD INFORMATION/DISCUSSION

1. 2023-2024 Board of Trustees Meeting Schedule
First Reading
(p. 137)

2. Adopt Job Descriptions

First Reading

e Fiscal Services Technician
(pp. 138-144)

3. Amend and Reclassify Job Descriptions
e Family Engagement Liaison
e Secretary - Senior

(pp. 145-156)

4. Board Policies
First Reading
BP 0510 — School Accountability Report Card
BP 5111 — Admission
BP 5116 — School Attendance Boundaries
BP 6164.2 — Guidance/Counseling Services
(pp. 157-165)

5. Board Bylaws
First Reading
BB 9220 — Governing Board Elections
BB 9223- Filling Vacancies
BB 9323 — Meeting Conduct
(pp. 166-180)

FUTURE AGENDA ITEMS

ANNOUNCEMENTS

1. Members of the Board of Trustees and Executive Cabinet
may attend the San Bernardino County School Boards Association
(SBCSBA) Annual Meeting on January 30, 2023. No action will be
taken by the Board.

2. The date of the next regular meeting of the Board of Trustees is
Wednesday, February 1, 2023, 6:00 PM at the Alta Loma School
District Support Center, 9390 Base Line Road.

CLOSED SESSION

Adjourn to Closed Session for the purpose of discussing matters
expressly authorized by Government Code §3549.1, 54956.9,
54956.9(d), 54957, and 54957.6.

V( 1.Public Employee Performance Evaluation/Employment —
Superintendent.

v/z. Conference with labor negotiators Sherry Smith, Superintendent,
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Eric Hart, Associate Superintendent, Administrative Services, Donna
Carlson, Assistant Superintendent, Human Resources and other negotiation
team members.

a. Alta Loma Educators Association (ALEA).

S( 3. Conference with labor negotiators for unrepresented employees:
a. Certificated and Classified Management, and Confidential.
Agency representative - Superintendent.
b. Classified Employees and Proctors. Agency representative —
Superintendent.
c. Superintendent. Agency representative — Board of Trustees.
1 4. Student Disciplinary/Expulsion/Readmission Matters.
S/S. Public Employee Employment/Discipline/Dismissal/Release.
Y(G. Conference with Legal Counsel — Existing/Potential Litigation.
(Government Code §54956.9(d)(1), and §54956.9(d)(2)
V. OPEN SESSION

1. Required announcements (if any) regarding closed session action(s).

W. ADJOURNMENT



MINUTES OF THE REGULAR MEETING OF THE BOARD OF TRUSTEES, ALTA LOMA SCHOOL
DISTRICT, COUNTY OF SAN BERNARDINO-WEDNESDAY, December 14, 2022

OPEN SESSION, CALL TO ORDER AND ROLL CALL
The regular meeting was called to order by Board President Brad Buller at 6:02 PM. Present
were members Buller, Davies, Martinez, and Roberts. Member Oerly was absent.

PLEDGE OF ALLIGIANCE
Board Member Roberts led the flag salute.

ADOPTION OF AGENDA
Moved by Mrs. Davies, seconded by Ms. Martinez, and carried unanimously to adopt the agenda
of the meeting as presented.

APPROVAL OF MINUTES
Moved by Ms. Martinez, seconded by Mrs. Davies, and carried unanimously to approve the
meeting minutes of November 2, 2022 as presented.

RECOGNITIONS AND PRESENTATIONS

Board member Roberts was recognized by fellow Board members and Executive Cabinet for his
numerous years of service and the many contributions he has made to the Alta Loma School
District during his Board terms. Mr. Roberts was presented with a gift from the District and
Board as a token of their appreciation.

Board member Oerly was recognized for her 43 years of service and for the many contributions
she has made to the Alta Loma School District during her Board terms. Mrs. Oerly was not in
attendance, her gift from the District and Board was shared with the community as a token of
their appreciation. Superintendent Smith read aloud Member Oerly’s last Board report.

Mr. Buller was recognized for his outstanding service as the Board of Trustees President during
2022. Mr. Buller was presented with a gift from the District and Board as a token of their
appreciation.

SWEARING IN OF ELECTED / RE-ELECTED BOARD
Superintendent Smith administered the Oath of Office to re-elected Board member, Rebecca
Davies and newly elected Board members, Eric Chung and Dr. Malinda Hurley.

PUBLIC COMMENT ANNOUNCEMENT
Mr. Buller read aloud the Public Comment Announcement.

ORGANIZATION OF BOARD OFFICERS

Moved by Dr. Hurley, seconded by Mr. Chung, and carried by the following vote to elect

Brad Buller to serve as president, Rebecca Davies to serve as vice president and Jessica Martinez
to serve as clerk for the ensuring year.

Number of members voting AYE: -5-
Number of members voting NO: -0-



MINUTES OF THE REGULAR MEETING OF THE BOARD OF TRUSTEES
December 14, 2022

Page 2
Number of members voting ABSTENTION: -0-
PUBLIC COMMENT
None.
BOARD REPORTS

Board member Dr. Malinda Hurley ... has been dedicated to service above self as evidenced by
her career as a public-school teacher for 22 years, activism in the labor movement, and
commitment to her community; Member Hurley is a graduate from Alta Loma High School, and
is a proud niece of a Mexican immigrant and military family, her roots are deep in the
community; her passion and dedication is in supporting our community and serving as an
advocate for public education as a path to success in life; Member Hurley is an active public
school leader, she serves in the Ontario-Montclair Teachers Association, the California Teachers
Association, and the National Education Association as a California State Delegate to The
Representative Assembly where she continues to lobby local, state, and national to strengthen
laws and policies for public schools; volunteers every month to mentor foster youth through the
foster youth organizations: Simply Friends, The Best Version of You, and STAR Scholars
(Student Trust And Resilience); Member Hurley believes her passion and commitment to public
education provides the dedication required to be a responsible Board member; she is endorsed by
parents, teachers, business owners, school board trustees, and school board presidents throughout
the county of San Bernardino; it is Member Hurley’s greatest honor to serve the ALSD
community, she is humbly thankful for those who voted for her to continue the important work
of educating all the ALSD students.

Board member Eric Chung ... had the opportunity to attend the California School Board
Association’s Conference, received good information about the Brown Act and Governance;
looking forward to applying the information he received in his role as a Board member; Member
Chung also learned about some great programs that the District can apply to help our
underperforming students and just as importantly our advanced students; thanked everyone that
attended tonight, parents, teachers, administrators, stakeholders, having everyone attend will
make our school district better; Member Chung hopes that everyone was not just here in
attendance to celebrate, but flipping a page, having community members participate in the
process; this is how we can make Alta Loma School District be the best it can be; Member
Chung thanked his predecessor, Sandie OCerly; Member Oerly dedicated 43 years of her like to
this District and Member Chung employs you, that if you see Member Oerly at school sites or
out in public to thank her for her years of service.

Board member Jessica Martinez ... attended the Citizens’ Bond Oversight Committee that was
held at Carnelian, very informative meeting; learned a lot about the budget, facilities and all the
improvements that are being made; seeing the new classrooms and how they accommodate
diverse learners brought joy to Member Martinez’s heart; Monday, had the opportunity to
administer the Oath of Affirmation to a County Board Member and it reminded Member
Martinez what her purpose as a Board member is and what an impact it can have; shared she is
glad to have to new Board members next to her and she is looking forward to the next two years.

Board member Rebecca Davies... attended the CSBA Annual Education Conference, again very
informative; member Davies came away from the conference with practical ideas and a renewed
commitment to help the Board accomplish the critical work ahead; had the opportunity to get to
know each of the new Board members a little bit better, and this will no doubt strengthen our
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governance team; Tuesday, attended Carnelian’s 1% and 2" grade and part of the 3 and 4%
grade choral concerts; delightful choice of songs sharing “Music through the Decades”; Music
teacher Sierra is amazing to watch and she truly shares the joy of music with her students;

performances were very well attended.

Board member Brad Buller ... attended the California School Board Association’s Conference,
CSBA is one of the yearly events that allows Board members to sit in on sessions and hear from
other Board members and their staff from across the state of California and help the ALSD
Board assess where they stand, what is their voice, and what will be their voice; Member Buller
agrees with fellow Boar Member Chung’s comments, this community of Alta Loma, we want to
keep getting better; had the opportunity to attend Vineyard Junior High’s Theatre Performance
lead by Jenna Vandergrift, fantastic performance, attended Deer Canyon’s Choir Concert,
“Music Through the Decades”.

SUPERINTENDENT & STAFF REPORTS

Superintendent Smith welcomed and congratulated newly elected Board Members, Eric Chung
and Dr. Malinda Hurley and congratulated re-elected Board Member Rebecca Davies on her next
four years. Dr. Smith shared that Executive Cabinet finished their first round of Leaming Walks
today. Executive Cabinet walked classrooms and affirmed the amazing things our teachers and
support staff are doing and looked for trends that will guide and educate the District on what the
next steps will be.

Dr. Smith is looking forward to second semester, where she is planning a governance training in
January for the Board. Excited to announce, in January there will be student voice at the Board
Meetings. Victoria Groves TK students will perform for the Board and they will have two
Student Ambassadors that will come to the podium and practice public speaking to-offietals. To
keep the communication and the interaction alive, Dr. Smith is starting the Superintendent’s
Community Cabinet, they will meet five times a year and anyone is welcome to come. Each
meeting will showcase some of the wonderful things that are happening in the District and allow
for good questions and have a chance to interact with the community about what’s happening
and what some of the challenges are in Alta Loma. Dr. Smith will also be starting a
Superintendent’s Student Advisory, made up of 5™ and 6" graders from the elementary sites and
7% and 8" graders from the junior highs. Dr. Smith is excited about the next pieces, student
voice and continuing the bridge with the community.

Associate Superintendent Chris Deegan shared that the California School Dashboard and the
Data Quest website is expected to be published within the next few days. The District is looking
forward to taking a close look at student achievement data and looking at the areas that the
District wants to celebrate, but also not neglect the areas of urgent need. At January’s Board
Meeting, Associate Superintendent Deegan will be presenting the information provided by the
California School Dashboard and the Data Quest website.

Associate Superintendent Deegan highlighted that the Winter EXPLORE Intersession Program,
will be at Alta Loma Elementary School from 6:30 am to 6:00 pm, December 27- 30 and January
3-6.
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CONSENT CALENDAR
Moved by Mrs. Davies, seconded by Dr. Hurley and carried unanimously to adopt the following
Consent Calendar items:

Vendor Agreements

Approved agreements with the following vendors, and authorized Sherry Smith and/or
applicable administrators to sign all related documents: 1} Advanced Environmental
Landscape; 2) Alf Museum of Paleontology; 3) Big Al’s IV, Inc.; 4) Bowlero; 5) California
Industrial; 6) California Science Center; 7) Chino Air Museum; 8) DocuSign, Inc.; 9) History
Brought to Life; 10) Inland Empire Stages, LTD; 11) Jurupa Discovery Museum Center; 12)
Purple Easel; 13) Total Safety Solutions.

Donations
Accepted with appreciation the following donations:
1. Donation of $100.00 from The Blackbaud Giving Fund to Alta Loma Junior High
School’s Student Fundraiser Account to be used to enhance the instructional program.
2. Donation of $2,000 from Dalton Glen Barnes Memorial Scholarship Fund to Alta
Loma Junior High School’s Student Fundraiser Account to be used to enhance the
instructional program.
3. Donation of $50.00 from Dawn McDowell to Alta Loma Junior High School’s
Student Fundraiser Account to be used to enhance the instructional program.

4. Donation of $400.00 Stater Bros Gift Card to Hermosa Elementary School.
Donation of 50 Red Carnation Flowers from Archibald Flowers to Hermosa
Elementary School for their Veterans Assembly.

6. Donation of $200.00 Stater Bros Gift Card from Jessi Gargas and Mark Mattox to

Hermosa Elementary School.

.

Board Payment Report
Approved the Board Payment Report, as presented.

Routine Personnel Items
Approved employment, terminations, resignations, leaves and temporary assignments, as
presented.

Conference Attendance

Authorized Director of Special Education Lisabeth Pina, Program Specialist, Ray Hensley,
and Psychologist, Amber Rueckner to attend Every Child Counts Symposium in Desert
Springs, January 11-12, 2023, and approve all related expenses.

Conference Attendance
Authorized Associate Superintendent, Chris Deegan to attend the CISC Leadership
Symposium in Monterey, February 22-24, 2023, and approve all related expenses.

Board Policies

A second reading was held, amended Board policies related to Administration, Business and
Noninstructional Operations, and Instruction.

BP 2000 — Concepts and Roles

BP 2110 — Superintendent Responsibilities and Duties

BP 2111 — Superintendent Governance Standards

BP 2140 — Evaluation of the Superintendent
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BP 3230 — Federal Grant Funds

BP 3312 — Contracts

BP 3314 — Payiment for Goods and Services

BP 6173.1 — Education for Foster Youth

BP 6173.2 — Education for Children of Military Families

Board Bylaws
A second reading was held, amended Board bylaws:

BB 9124 — Attorney

BB 9220 — Governing Board Elections
BB 9223 - Filling Vacancies

BB 9230 — Orientation

BB 9270 — Conflict of Interest

Job Descriptions

A second reading was held, amended Job Descriptions:

Director of Maintenance, Operations, Transportation, and Safety
Maintenance, Operations, Transportation, and Safety Administrative Secretary
Risk management and Employee Benefits Specialist

Director of Student Services

1

]

BUSINESS AND FINANCIAL PROCEDURES

2022-2023 First Interim Financial Report

Associate Superintendent of Administrative Services Eric Hart made a presentation of the
District’s First Interim Report and Financial Update. This report is a financial “check-up”
with the County and the State to show what the District budgeted vs. what they actually
spent. This First Interim Report addresses the activity from July 1 — October 31, 2022. His
presentation made several key points:

e Our District will give ourselves a Positive Certification, (to be validated by the county)
which means our District is able to meet our statutory 3% Reserve for Economic
Uncertainties in the current and following two years.
e Estimated Department of Finance Cost of Living Adjustment (COLAs)
> 5.38% for 2023-24
» 4.02% for 2024-25
® 2023-24Staffing Plan:
» TK 10:1 Site Average
> K-3 24:1 Districtwide Average
» 4-8 30:1 Districtwide Average
e ALSD Budget Challenges
» Declining Enrollment K-8
» Staffing Cost 89% of Unrestricted Budget
> Inflation in supplies, services and utilities
» Competing priorities
eGovernor’s 2023-24 January Budget
» Current State Revenues short of projections by $25 Billion
» No new one-time money
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» Maintaining ongoing costs only through Prop 98 reserve withdrawal
Moved by Dr. Hurley, seconded by Mrs. Davies and carried unanimously to approve the 2022-
2023 First Interim Financial Report and find that Alta Loma School District will meet its

financial obligations for the current and subsequent two fiscal years.

HUMAN RESOURCES

Qualified Coaches
Moved by Dr. Hurley, seconded by Ms. Martinez, and carried unanimously to certify that
all conditions set forth in Title 5, Sections 5593 and 5594 (qualified coaches) have been met.

BOARD INFORMATION/DISCUSSION

Board Policies

A first reading was held to amend Board policies related to Personnel and Instruction
BP 4119.1/4219.1/4319.1 — Civil and Legal Rights

BP 4140/4240/4340 — Bargaining Units

BP 4216 — Probationary/Permanent Status

BP 6158 — Independent study

Board Bylaws

A first reading was held to amend Board bylaws
BB 9012 — Board Member Electronic Communications
BB 9222 — Resignation

BB 9240 — Board Training

BB 9310 — Board Policies

BB 9320 - Meetings and Notices

BB 9322 — Agenda/Meeting Materials

BB 9323.2 — Actions by the Board

BB 9324 — Minutes and Recordings

BB 9400 — Board Self-Evaluation

Job Descriptions

A first reading was held to adopt Job Descriptions
¢ Database Technician — Special Education

e Human Resources Technician — Senior

Job Descriptions
A first Reading was held to amend Job Description
e Director of Special Education

Job Descriptions

A first reading was held to amend and reclassify Job Descriptions:
e Child Nutrition Elementary Lead

Child Nutrition Junior High Lead

e Human Resources Secretary

Database Technician

2023-2024 School Calendar
A first Reading was held to adopt the 2023-2024 School Calendar
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ANNOUNCEMENTS

The date of the next regular meeting of the Board of Trustees is Wednesday, January 18, 2022,
6:00 PM at the District Support Center, 9390 Base Line Road.

CLOSED SESSION

The Board adjourned to Closed Session at 7:21 PM for the purpose of discussing matters
expressly authorized by Government code Section 3549.1, 54956.9, 54956.9(d), 54957, and
5497.6.

OPEN SESSION AND ADJOURNMENT

The Board reconvened to Open Session and no announcements were made. The meeting was
adjourned at 9:30 PM.
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Transforming lives through education

January 6, 2023

Dr. Sherry Smith

Superintendent

Alta Loma Elementary School District
9390 Base Line Road

Alta Loma, CA 91701

Dear Dr. Smith:

The Office of the San Bernardino County Supetintendent of Schools has reviewed the First Interim Financial
Report submitted by the Alta Loma Elementary School District for the period ending October 31,2022. We
recognize your efforts in the development of a financial plan that provides for ongoing financial stability and
thank you for your submission. Based on our analysis, the data provided supports the board’s Positive
Certification of the district’s financial condition and ability to meet its financial obligations in the current and
iwo subsequent fiscal years.

Our review included an assessment and analysis of the following major components of the district’s report:

Unrestricted Ending Fund Balance and State Minimum Reserve
Unrestricted Deficit Spending

Average Daily Attendance (ADA) & Enroliment Projections
Current and Multiyear Projections

Staffing Projections/Salary Settlements

Long-Term Debt

Ending Cash Position and Monthly Cash Flows

The First Interim Financial Report provides the Governing Board with the opportunity to revise and review
its operating budget plan based on the most recent State Budget information and local decisions made since
the Adopted Budget. This plan should incorporate any updated revenue projections and utilization of
expenditures to meet the goals and financial obligations of the school district in the current and two
subsequent fiscal years. To ensure that the district’s operating budget continues to reflect that plan, we
noted the following items that should be taken into consideration:

UNRESTRICTED ENDING FUND BALANCE AND STATE MINIMUM RESERVE - As certified
by the Governing Board, the district projects an unrestricted ending balance reserve in the General Fund of
8.9% in the current year, 27.0% in 2023-24, and 30.0% in 2024-25. The District’s State Required Minimum
Reserve percentage is 3.0%.

Business Services « Richard De Navo, Chief Business Officer

Business Adviscry Services » Thomas Cossida, Director
740 East Brier Drive = San Bernardino, CA 92408 = P: 909.386.9676 « £: 909.386.5690 + www .shess.met
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2022-23 Projected 2023-24 Projected 2024-25 Projected
@ Unrestricted Reserve 7,338,340 20,607,361 23,538,089
|@State Mini Reserve 2,459,964 2,286,423 2,356,610
Unrestricted Reserve % T 89% 27.0% 30.0%

UNRESTRICTED DEFICIT SPENDING - The district is projecting unrestricted revenues to exceed
unrestricted expenditures in each of the current and two subsequent fiscal years. With no deficit spending,
the district is within the established state standard for the current and two subsequent fiscal years. The
State’s established standard is one-third (1/3) of the district’s available unrestricted reserve percentage.

The following chart displays the actual Unrestricted General Fund balance change for the prior fiscal year
and the projected changes for the current and two subsequent fiscal years, based on the multiyear projection
included in the First Interim Financial Report.

CHANGE IN UNRESTRICTED FUND BALANCE TRENDS
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3,038,666 } 2,930,728
20,607,360 | 23,538,088

2022-23 1st Interim
2,195,460
17,568,694

2021-22 Actual
(6,612,119)
15,376,722

O Change in Unrest. Fund Balance
@ Unrest. Fund Balance

AVERAGE DAILY ATTENDANCE (ADA) & ENROLLMENT PROJECTIONS - The district is
projecting 2022-23 P-2 ADA of 5,281 or a 1.16% increase over prior year P-2 ADA. Based on an
enrollment projection of 5,521, current year ADA to enrollment ratio is anticipated to be 95.7%. Enrollment
and ADA to enrollment ratio are projected to be 5,629 and 95.6% for 2023-24 and 5,672 and 95.7% for
2024-25. Additionally, the district is projecting its Unduplicated Pupil Percentage (UPP) to be 36.22% in
2022-23,36.32% in 2023-24, and 36.43% in 2024-25.
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The state’s standard is based on the average ratio of P-2 ADA to enroliment over the past three years. Based
on the district’s enrollment and ADA projections, it is within the state standard of 98.6% for the current
and two subsequent years. We recommend that the district continue to monitor changes in attendance and
enrollment closely. The district is projecting enrollment and ADA to increase at a higher rate than the
three-year average of 2.68% decrease for enrollment and 3.39% decrease for ADA. If the projected ADA
or enrollment does not materialize as anticipated, the board will need to adjust the budget accordingly.

The following chart displays the district’s actual P-2 ADA and enrollment in the prior year along with the
district’s projected ADA and enrollment for the current and two subsequent fiscal years. Since a substantial
portion of a school district’s revenue is derived from ADA, it is imperative to monitor the correlation
between enroliment and ADA closely.
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CURRENT AND MULTIYEAR PROJECTIONS - Our review included an analysis of the district’s
projection of revenues and expenditures in the current and two subsequent fiscal years. The projections of
current and subsequent year state aid appear to be reasonable, assuming ADA materializes as projected.
Expenditure projections for the current and two subsequent years also appear to be reasonable. We
recommend that the district continue to be proactive by developing contingency plans in response to
the potential for further changes in the Governor’s 2023-24 January Budget proposal.

The district is utilizing the average of the three prior years of ADA in its state aid projections for the current
year. The state allows school districts to utilize the current year, prior year, or the average of the prior three
years, whichever is higher, to determine annual state aid. Any ADA related to county operated programs
or contracted programs such as Non-Public School (NPS) are funded on current year reported attendance.

STAFFING PROJECTIONS/SALARY SETTLEMENTS — The district has indicated that negotiations
have not been finalized with the certificated bargaining unit. The district does not have a classified
bargaining unit. The documents also indicate that there are no potential salary schedule increases or
decreases included in the current projected budget or subsequent fiscal years other than annual step and
column advancements. The district has included an estimated increase of 5% in health benefits costs in the
assumptions for future years. Please keep us apprised of any changes to the district’s negotiations status.

Pursuant to AB1200/AB2756, please provide an analysis of the costs or savings associated with any

proposed or tentative agreement or MOU, including the impact on the current operating budget and
multiyear financial projections, at least ten working days prior to adoption by the board. Budget transfer
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documents implementing any adjustments must be input into the financial system no later than 45 days after
approval of the agreement by the Governing Board. If the costs associated with a negotiated salary or
benefits increase reduce the available unrestricted ending balance below the required state minimum reserve
level in the current and/or two subsequent fiscal years, the district Governing Board will be required to take
action to maintain the required state reserves.

An outline of the disclosure procedures and a copy of the required disclosure documents are available in an
Excel format on the San Bernardino County Superintendent of Schools, Business Advisory Services
website  (http://www.shcss.k12.ca.us/index.php/business-services/business-advisorv-services/forms-
financial-information), under AB1200/AB2756 Salary disclosure. Instructions for completing these

forms are also available on the website. These forms must be completed, and disclosures taken to the

board for all contract changes regardless of fiscal impact.

Most of a school district’s budget is spent on salaries and benefits. If these costs are growing at a rate faster
than total expenditures, they will consume a disproportionately greater share of the district’s resources,
putting significant pressures on the rest of the budget. The following chart shows the percentage of
unrestricted salaries and benefits to the total unrestricted general fund expenditures for the prior year, First
Interim, and multiyear projections. The state’s established standard is based on an average of the district’s
three prior years of unrestricted salaries to total unrestricted expenditures. The district’s ratio of unrestricted
salaries and benefits to total unrestricted expenditures is not within the state’s established standard for the
current fiscal year, with 86.2% of unrestricted expenditures being consumed by salaries and benefits costs.

RIS SO — e o= = e S —
RATIO OF UNRESTRICTED SALARIES AND BENEFITS TO UNRESTRICTED EXPENDITURES
60,000000 ——— — ———|
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2021-22 Actual 2022-23 1st Interim 2023-24 Projected 2024-25 Projected
oORatlo Salaries & Benefits 90.6% 86.2% 88.8% 88.9%
D Other Unrest, Expenditures 4,608,187 7,031,396 5,710,636 5,879,408
B Unrest. Salaries and Benefits 44,628,923 43,817,738 45,226,882 47,000,904

LONG-TERM DEBT - The district’s 2021-22 Audit Report identifies the district’s Net Liability for Other
Post-Employment Benefits (OPEB) of $15,177,071 as long-term debt. The Audit Report also identifies the
district’s Net Pension Liability of $34,992,447 as long-term debt. This is recognition of the present value
of the district’s portion of the unfunded liability for earned CalSTRS and CalPERS retirement benefits.
The district’s portion is approximately 0.05305% (CalSTRS) and 0.05336% (CalPERS) of the Statewide
liability.

ENDING CASH POSITION AND MONTHLY CASH FLOWS — Our review of the cash flow provided
indicates that the district will have a positive cash balance at the end of each month and at the end of the
fiscal year. Additionally, the district’s LCFF funding is computed to be 14.8% Property Taxes and 85.2%
State Aid. A good cash projection will allow the district to schedule expenditures in months when adequate
cash will be available.
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If you have any questions concerning our review of the district’s 2022-23 First Interim Financial Report,
please contact the undersigned.

Smcerely, P

Llsa Regalado

Business Services Advisor

Business Advisory Services

(909) 386-9678

LR:bp

cc: Richard De Nava, Chief Business Officer, Business Services - SBCSS

J-\Financial Reporting\2022-23\First Interim\Letters\2022-23 Alta Loma-1stint - Supt Final

12



i

Alta Loma

SCHOOL DISTRICT

Administrative Services Memorandum

To: Dr. Sherry Smith, Superintendent
From: i H, Eric Hart, Associate Superintendent, Administrative Services
Date: January 18, 2023

Subject:  Approval of Routine Agreements

BACKGROUND: Board Policy 3300 (Expenditures/Expending Authority) requires that all
agreements must be approved or ratified by the Board.

RATIONALE: The attached list summarizes the agreements that require Board approval.
The summary lists the vendors, a description of services and comments
and responsible administrator/manager.

FUNDING: Per attached requisition summary.

RECOMMENDATION:  Recommend the Board approve routine agreements with the following

vendors:
1. Alta Loma Dance Academy, LLC
2. Inland Empire Trailers
3. Los Angeles Zoo and Botanical Gardens

13



Board Meeting Date: 1/18/23

VENDOR DESCRIPTION/COST RESPONSIBLE
ADMINISTRATOR
OR MANAGER
Alta Loma Dance Increase open purchase order for the Director, Student
Academy, LLC 2022-23 school year for first through | Services

sixth grade EXPLORE students from a
total cost not-to-exceed $8,000 to a
total cost not-to-exceed $16,000.

Inland Empire Trailers

Purchase of a utility trailer for the
maintenance department. Prepayment
is required. Total cost is not-to-exceed
$4,050 paid with a CAL-card.

Director, MOT

Los Angeles Zoo and
Botanical Gardens

Field trip fee for Jasper Elementary
third grade students to attend the Los
Angeles Zoo and Botanical Gardens on
March 14, 2023. Prepayment is
required. Total cost is $265.

Principal




SCHOOL DISTRICT

P Administrative Services Memorandum

To: Dr. Sherry Smith, Superintendent
From: ﬁH’ Eric Hart, Associate Superintendent, Administrative Services
Date: December 14, 2022

Subject:  Approval of District Purchase Orders and Payments to Vendors

Total of Purchase Orders: $470,450.76
Total Payments to Vendors (All Funds): $2,383,816.93

RECOMMENDATION:  Recommend the Board approve purchase orders and payments to
vendors in Board Purchase Order Report and Board Payment Report as
presented.

PREPARED BY: @ Jennifer Burton, Confidential/Administrative Secretary, Administrative
Services
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Alta Loma

SCHOOL DISTRICT Human Resources Memorandum
To: Dr. Sherry Smith, Superintendent

From: @{onna Carlson, Assistant Superintendent, Human Resources
Date: January 18, 2023
Subject:  Approval of Routine Personnel Items

RECOMMENDATION: Recommend the Board approve appointments, terminations, status
changes and leaves of absence as presented.
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ALTA LOMA SCHOOL DISTRICT
BOARD OF TRUSTEES
January 18, 2023

CERTIFICATED PERSONNEL

I RECOMMENDED APPOINTMENTS

(Pending approval of new position/salary placement)

NAME EFFECTIVE ASSIGNMENT/ SITE POSITION CODE/SALARY

Administrative

None

Temporary

Kussmann, Erica 01/09/23 Teacher, 5th Grade, Stork CETEACO0298, Salary A-1
Elementary

Taylor, Jennifer 12/22/22 Teacher, Kindergarten, CETEAC0232, Salary D-1

Victoria Groves Elementary

Temporary Extension
None

Probationary 1
None

Probationary 2
None

II. CHANGE OF STATUS

(Change in site or hours)

NAME EFFECTIVE

STATUS ASSIGNMENT

None

Leave of Absence

NAME EFFECTIVE

ASSIGNMENT/SITE/CODE

Dorr, Clarissa 04/03/23 to 05/24/23

Teacher, Secondary, Alta Loma Junior High School,
CETEAC0025



ALTA LOMA SCHOOL DISTRICT
BOARD OF TRUSTEES
January 18, 2023

CERTIFICATED PERSONNEL. continued

III. OTHER PERSONNEL
(Stipends & Limited Assignments)

NAME EFFECTIVE ASSIGNMENT

None

III. OTHER PERSONNEL
(Stipends & Limited Assignments)

NAME EFFECTIVE ASSIGNMENT

None

IV. RESIGNATIONS

NAME EFFECTIVE POSITION/SITE/CODE

None

V. TERMINATION OF EMPLOYMENT

NAME EFFECTIVE POSITION/SITE/CODE

None



ALTA LOMA SCHOOL DISTRICT
BOARD OF TRUSTEES
January 18, 2023

CLASSIFIED PERSONNEL

L RECOMMENDED APPOINTMENTS

(Pending approval of new position/salary placement)

NAME EFFECTIVE ASSIGNMENT/ SITE CODE/SALARY/HOURS

Bastida, Cristina 12/21/22 Instructional Aide, TK, Alta ~ CLAIDE(0285, Salary 22-B, 3.5 hours a
Loma Elementary day

Rosas-Serrato, Karina 12/15/22 Instructional Aide, RSP, CLAIDEO0335, Salary 23-A, 3 hours a day
Hermosa Elementary

Sanchez, Jonathan 12/07/22 ELO-P Activities/Enrichment CLCCREQ125, Salary 25-A, 5.5 hours a
Assistant, Banyan Elementary  day

Sifuentes, Gregoria 01/09/23 Instructional Aide, SNA, CLAIDEO0294, Salary 29-A, 3.5 plus
Banyan Elementary 2.3 average additional hours a day

Short Term Appointment
None

II. CHANGE OF STATUS

(Change in site, position or hours)

NAME EFFECTIVE STATUS ASSIGNMENT
Bentley, Peyton 01/01/23 From: Student Helper, Educational Services, DSC,
CLSTDTO0006, Salary $15.30 an hour, 2 hours a day
To: Salary $15.81 an hour
Benvenuto, Cynthia ~ 09/29/22 From: Speech Assistant, DSC, CLAIDE0307, Salary 54-F, 2.4
average hours a day
To: 1.2 average hours a day
Benvenuto, Cynthia ~ 01/17/22 From: Speech Assistant, DSC, CLAIDE0307, Salary 54-F, 1.2
average hours a day
To: 2.4 average hours a day
Burckel, Audrey 12/19/22 From: ELO-P Activities/Enrichment Assistant, Hermosa
Elementary, CLAIDE(0022, Salary 25-A, 5.5 hours a day
To: Camelian Elementary, CLAIDE0016
Diaz Castello, 12/19/22 From: Instructional Aide, SNA, Alta Loma Elementary,
Mariecarmen CLAIDEO0030, Salary 29-A, 3.5 plus 2.3 average
additional hours a day
To: Banyan Elementary
Garcia, Isabel 12/08/22 From: Instructional Aide, Kindergarten, Stork Elementary,

CLAIDEO132, Salary 22-B, 3.5 hours a day
To: Instructional Aide, SNA, CLAIDE(Q21, Salary 29-B



ALTA LOMA SCHOOL DISTRICT
BOARD OF TRUSTEES

January 18, 2023

18 CHANGE OF STATUS, continued

(Change in site, position or hours)

CLASSIFIED PERSONNEL, continued

NAME EFFECTIVE STATUS ASSIGNMENT
Goehring, Marleen 01/03/23 From: ELO-P Activities/Enrichment Assistant, Carnelian
Elementary, CLCCREO0037, Salary 25-C, 5.5 hours a day
To: ELO-P Site Coordinator, Stork Elementary,
CLCCREO0501, Salary 35-A, 8 hours a day
Lynch, Kelly 01/09/23 From: Instructional Aide, SNA, Banyan Elementary,
. CLAIDE0294, Salary 29-B, 3.5 plus 2.3 average
additional hours a day
To: Stork Elementary, CLATIDE0288
Meyer, Courtney 01/03/23 From: Intermediate Purchasing Clerk, DSC, CLCLRK0247,
Salary 32-A, 3.5 hours a day
To: Human Resources Technician, Senior, CLCLRK 0257,
Salary 47-A, 8 hours a day
Nieves, Robert 12/21/22 From: Proctor, Vineyard Junior High School, CLPCTR0393,
Salary 16-B, 2 hours a day
To: Custodian, Night Lead, Deer Canyon Elementary,
CLCUST0019, Salary 32-F, 8 hours a day
Ochs, Alivia 12/19/22 From: ELO-P Activities/Enrichment Assistant, Carnelian
Elementary, CLCCRE0122, Salary 25-A, 4.5 hours a day
To: 5.5 hours a day
Oerly, Sandra 01/09/23 From: Instructional Aide, Kindergarten, Stork Elementary,
CLAIDE(130, Salary 22-E
To: Instructional Aide, Short Term, 1st Grade, CLAIDE(0316
Quinn, Kaitlyn 12/12/22 From: Instructional Aide, SNA, Victoria Groves Elementary,
CLAIDE(0341, Salary 29-B, 3.5 plus 2.3 average
additional hours a day
To: Stork Elementary, CLAIDE(Q279
Romo, Rebecca 01/09/23 From: Proctor, Stork Elementary, CLPCTR0371, Salary 16-B,
3.15 average hours a day
To: Hermosa Elementary, CLPCTR0353
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ALTA LOMA SCHOOL DISTRICT
BOARD OF TRUSTEES
January 18, 2023

CLASSIFIED PERSONNEL. continued

. CHANGE OF STATUS, continued

(Change in site, position or hours)
Leave of Absence

NAME EFFECTIVE

POSITION/SITE/CODE

Espinoza, Natalie 01/09/23 to 04/21/23
Hardman, Cynthia 10/15/22 to 05/24/23

Membreno, Alejandra  01/09/23 to 02/09/23

Shamim, Fatema 01/17/23 10 01/31/23

Return from Leave of Absence

NAME EFFECTIVE

Instructional Aide, TK, Jasper Elementary, CLAIDE0300
Instructional Aide, Short Term, 1st Grade, Hermosa Elementary,
CLAIDE0095

Instructional Aide, Short Term, 1st Grade, Banyan Elementary,
CLAIDE(0142

Child Nutrition Worker, Deer Canyon Elementary, CLCNWKO0017

POSITION/SITE/CODE

None

IIl. CHANGE OF CALENDAR

NAME EFFECTIVE

POSITION/SITE/CODE CALENDAR

None

Iv. OTHER PERSONNEL
(Stipends & Limited Assignments)

Classified in Lieu of Certificated Staff

NAME EFFECTIVE

ASSIGNMENT/ SITE CODE/SALARY

Hill, Heather 01/10/23 to 03/02/23

Assistant Girls Basketball Stipend, $30 an hour
Coach, Alta Loma Junior High
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ALTA LOMA SCHOOL DISTRICT

BOARD OF TRUSTEES
January 18, 2023

CLASSIFIED PERSONNEL, continued

V. RESIGNATIONS

NAME EFFECTIVE ASSIGNMENT

Antoni, D’Ondra 12/16/22 Child Development Teacher, Camelian Elementary, CLCDIN0003

Cardella, Sierra 12/22/22 ELO-P Activities/Enrichment Assistant, Banyan Elementary,
CLCCRE0047

Dandridge, Erika 12/30/22 ELO-P Site Coordinator, Alta Loma Elementary, CLCCRE0502,
ELO-P Site Coordinator, Stipend, West, CLCCREQ803

Johnson, Jacob 12/09/22 Instructional Aide, SNA, Stork Elementary, CLAIDE0279

Knight, Stephanie 12/09/22 Instructional Aide, SNA, Jasper Elementary, CLAIDE0324

Morales, Yaritzeh 12/09/22 Instructional Aide, ELD, Banyan Elementary, CLAIDEO0355

Rosas-Serrato, Karina 12/22/22
Santacruz, Lhesley 12/22/22
St. Clair, Nicholas 12/22/22
Tuason, Megan 12/09/22

Instructional Aide, RSP, Hermosa Elementary, CLAIDE0335
Instructional Aide, SNA, Stork Elementary, CLATDE0288

Instructional Aide, SNA, Banyan Elementary, CLAIDE(0166
Instructional Aide, Short Term, 1st Grade, Stork Elementary,

CLAIDEO316
V1. 39 MONTH REHIRE LIST
EMPLOYEE EFFECTIVE ASSIGNMENT
#4817 12/22/22 Child Development Teacher, Camnelian Elementary, CLCDIN00GS

V. TERMINATION OF EMPLOYMENT

EMPLOYEE EFFECTIVE

POSITION/SITE/CODE

#5462 12/14/22

Custodian, Part Time, (Probationary Employee), CLCUST0055
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Alta Loma
SCHOOL DISTRICT

inspiring Learners for a Lifelime

Superintendent’s Memorandum

To: Board of Trustees

From: <}’ Dr. Sherry Smith, Superintendent

Date: January 18, 2023

Subject: Amend Board Policies Related to Personnel and Instruction

BACKGROUND:

RATIONALE:

FUNDING:

RECOMMENDATION:

In order to keep Board Policies in compliance with applicable State and
Federal laws, as well as to create consistency of format within all Board
Policies, the District contracted with the California School Boards
Association to facilitate the review and revision of all Board Policies.

Second Reading

BP 4119.1/4219.1/4319.1 — Civil and Legal Rights
BP 4140/4240/4340 — Bargaining Units

BP 4216 — Probationary/Permanent Status

BP 6158 — Independent Study

This action will amend the policies to be compliant with current State
and Federal Law and current practices.

There is no fiscal impact to this action.

Recommend the Board amend the above listed Board Policies related to
Personnel and Instruction, as presented.
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Alta Loma SD
Board Policy

Personnel BP 4119.1(a)
4219.1(a)
4319.1(a)
CIVIL AND LEGAL RIGHTS

The Board of Trustees believes that the personal life of an employee is not an appropriate

concern of the District, except as it may directly relate to the employee'sperfermanee-othisther

District employees may engage in private, personal activities, including the exercise of their
religious, political, cultural, social or other beliefs or activities, during personal time.

The District shall make no inquiry concerning the personal values, attitudes, and beliefs of
distriet District employees or their sexual orientation or political or religious affiliations,
beliefs, or opinions except when authorized by law. In addition, no distriet Districf employee
shall be required to provide critical appraisals of other individuals with whom the employee
has a familial relationship. However, the District reserves the right to access any publicly
available information about any employee.

No employee shall be dismissed, suspended, disciplined, reassigned, transferred or otherwise
retaliated against solely for acting to protect a student engaged in conduct authorized under
Education Code 48907 or 48950.

(cf: 5145.2 — Freedom of Speech/Expression)

When necessary to protect the health, welfare, or safety of students and staff, school officials
may search district District property under an employee's control.

Whistleblower Protection

An employee shall have the right to disclose to a Board member, a school administrator, a
member of the County Board of Education, the County Superintendent of Schools, or the
Superintendent of Public Instruction any improper govemmental activity by the District or a
distriet District employee that violates state or federal law, is economically wasteful, or
involves gross misconduct, incompetency or inefficiency. When the employee has reasonable
cause to believe that the information discloses a violation of state or federal statute or a
violation of or noncompliance with a state or federal rule or regulation, he/she the employee
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BP 4119.1(b)
4219.1(b)
4319.1(b)

CIVIL AND LEGAL RIGHTS (continued)

has the right to disclose such information to a government or law enforcement agency or to
refuse to participate in any such activity. (Education Code 44112, 44113; Labor Code 1102.5)

The Superintendent or designee shall prominently display in lettering larger than size 14 point
type a list of employees' rights and responsibilities under the whistleblower laws, including the
telephone number of the whistleblower hotline maintained by the office of the California
Attorney General. (Labor Code 1102.7, 1102.8)

No employee shall use or attempt to use histher official authority status or influence to
intimidate, threaten, coerce or command, or atfempt to intimidate, threaten, coerce, or
command, another employee for the purpose of interfering with that employee's right to
disclose improper governmental activity. (Education Code 44113)

An employee who has disclosed improper governmental activity and believes that he/she-has
subsequently beensubjeeted-to acts or attempted acts of reprisal have subsequently occurred
shall file a written complaint in accordance with the District's complaint procedures. After
filing a complaint with the District, the employee may also file a copy of the complaint with
local law enforcement and/or seek civil law remedies against the supervisor or administrator
who retaliated or attempted to retaliate against him/her the employee, in accordance with
Education Code 44114.

Protection Against Liability

No employee shall be liable for harm caused by histher the employee’s act or omission when
he/she-is acting within the scope of employment or distriet District responsibilities; when the
employee's act or omission is in conformity with federal ex, state, and local law, distriet
District policy, or administrative regulations-erwhen and the employee's act or omission is in
furtherance of an effort to control, discipline, expel or suspend a student or to maintain order
or control in the classroom or school. (20 USC 7946)

The protection against liability shall not apply when:

1. The employee acted with willful or criminal misconduct, gross negligence,
recklessness, or a conscious, flagrant indifference to rights or safety of the individual
harmed.

2. The employee caused harm by operating a motor vehicle or other vehicle requiring
license or insurance.

3. The employee was not properly licensed, if required, by state law for such activities.

4. The employee was found by a court to have violated a federal or state civil rights law.
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BP 4119.1(c)
4219.1(c)
4319.1(c)

CIVIL AND LEGAL RIGHTS (continued)

5. The employee was under the influence of alcohol or any drug at the time of the
misconduct.

6. The misconduct constituted a crime of violence pursuant to 18 USC 16 or an act of
terrorism for which the employee has been convicted in a court.

7. The misconduct involved a sexual offense for which the employee has been convicted
in a court.

8. The misconduct occurred during background investigations, or other actions, involved
in the employee's hiring.

(cf. 9260 — Legal Protection)

Policy ALTA LOMA SCHOOL DISTRICT
adopted: July 11, 2006 Alta Loma, California
amended: November 7, 2012
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Alta Loma SD

Board Policy
Personnel BP 4140(a)
4240(a)
4340(a)
BARGAINING UNITS

The Board of Trustees recognizes the right of publie-sehool District employees to form a
bargaining units; and to select an employee organization as their exclusive representative;
and-be represented-by-that-organizationin-their fo represent the employees in the employees’
employment relationship with the District. The Board is committed to negotiating in good
faith with the recognized employee organizations and respecting the rights of employees and
employee organizations.

The District shall not dominate or interfere with the formation or administration of any
employee organization or contribute financial or other support to it. (Government Code
3543.5)

Employees shall not be prohibited from wearing union buttons or other items that favor or
oppose the formation of a bargaining unit or any matter that is the subject of negotiations.

Formation of Bargaining Units

Certificated and classified employees shall not be included in the same bargaining unit.
(Government Code 3545)

For this purpose, supervisory employee means any employee, regardless of job description,
having the authority, in the interest of the District, to hire, transfer, suspend, layoff, recall,
promote, discharge, assign, reward, or discipline other employees, or the responsibility to
assign work zo, direct, or adjust grievance of other employees, or effectively recommend that
action- , when The the exercise of this that authority shell is not be of a merely routine or
clerical in nature, but shall requires the use of independent judgment. (Government Code
3540.1)

Employees serving in management, senior management, or confidential positions shall not be
represented by an exclusive representative. In the employment relationship with the District,
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BP 4140(b)
4240(b)
4340(b)

BARGAINING UNITS (continued)

Sueh such employees may represent themselves individually or may be represented by an
employee organization whose membership is composed entirely of employees designated as
holding those positions;. but-that An employee organization representing management or
confidential employees shall not be permitted to meet and negotiate with the District on
behalf of the employees. For-this-purpese: (Government Code 3540:1, 3543 4)

+ Management employee means any employee who has significant responsibilities for
formulating district policies or administering district programs, and whose position is
designated as a management position by the Board. (Government Code 3540.1)

2= Confidential employee means any employee who is required to develop or present
management positions with respect to employer-employee relations or whose duties
normally require access to confidential information that is used to contribute
significantly to the development of management positions. (Government Code
3540.1)

Membership

The District shall not deter or discourage employees or job applicants from becoming or
remaining members of an employee organization, authorizing representation by an employee
organization, or authorizing dues or fee deductions to an employee organization. In addition,
the District shall not impose or threaten to impose reprisals on employees, discriminate or
threaten to discriminate against employees, or otherwise interfere with, restrain, or coerce
employees because of their membership or nonmembership in an employee organization.
(Government Code 3543.5, 3550)

The Superintendent or designee may communicate with District employees regarding their
rights under the law. Such communications shall be factual and accurate, and may not
promise a benefit, threaten a reprisal, or in any way deter or discourage employees from
joining an employee organization or paying dues.

However, before disseminating to multiple employees any mass communication concerning
employees' right to join or support an employee organization or to refrain from joining or
supporting an employee organization, such as a written document or script for oral or
recorded presentation or message, the Superintendent or designee shall meet and confer with
the employees' exclusive representative regarding the content of the communication. If the
District and exclusive representative do not come to agreement on the content of the mass
communication, the Superintendent or designee may disseminate the District's mass
communication provided that, at the same time, copies of the exclusive representative's
communication, which shall be of reasonable length, are also distributed. (Government Code
3553)
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BP 4140(c)
4240(c)
4340(c)

BARGAINING UNITS (continued)

Access to New Employee Orientations and-CentactInformation

The District shall permit employee organizations access to new employee orientations or
onboarding process where newly hired employees are advised, whether in person, online, or
through other means or mediums, of their employment status, rights, benefits, duties,
responsibilities, or any other employment-related matters. The District shall provide
employee organizations at least five 10 days' notice in advance of an orientation. However, in
any specific instance where an unforeseeable, urgent need cirtical to the District’s operation
prevents the required five 10 days’ notice, a shorter notice may be provided. (Government
Code 3555.5, 3556)

The structure, time, and manner of the access to new employee orientations shall be
determined by mutual agreement of the District and the exclusive representative, following a
request to negotiate by either party. If the District and exclusive representative fail to reach
an agreement, matters related to the access to new employee orientation shall be subject to
compulsory interest arbitration. The District and employee organization may mutually agree
to submit any dispute to compulsory interest arbitration at any time. In addition, if any
dispute arises during negotiations and is not resolved within 45 days after the first meeting or
within 60 days after the initial request to negotiate, whichever is earlier, either party may
make a demand for compulsory interest arbitration. When any such dispute arises during
the summer when the District’s administrative office is closed, the timeline shall
commence on the first day the administrative office reopens. The decision of the arbitrator
shall be final and binding on the parties. (Government Code 3556, 3557)

Until June 30, 2025, in addition to above provisions regarding new employee orientations,
the District shall ensure the follows: (Government Code 3556)

1. When an inperson new employee orientation has not been conducted within 30
days of hiring any new employee who is working in person, the Superintendent or
designee shall permit the exclusive representative to schedule an inperson meeting
which newly hired employees shall have an opportunity to attend, at the employee’s
worksite and during employment hours. Each newly hired employee within the
bargaining unit shall be provided at least 30 minutes of paid time to attend the
meeting.

Upon the request of an exclusive representative scheduling such an inperson
meeting, the Superintendent or designee shall provide an appropriate on-site
meeting space within seven days of receiving the exclusive representative’s request.

2. When, by reason of a state or local public health order limiting the size of
gatherings, the District is prohibited from organizing a new employee orientation,
an exclusive representative may schedule multiple meetings to ensure that newly
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BP 4140(d)
4240(d)
4340(d)
BARGAINING UNITS (continued)

hired employees have an opportunity to attend without exceeding the maximum
allowable number of people.

Access to Employee Contact Information

The Superintendent or designee shall provide an exclusive representative with the name, job
title, department, work location, telephone numbers (work, home, and personal cell phone),
personal email address(es) on file with the District, and home address of any newly hired
employee in the bargaining unit, within 30 days of hire or by the first pay period of the
month following hire, unless the exclusive representative has agreed to a different interval
for the provision of the information. In addition, the Superintendent or designee shall
provide on request the same information in regard to all employees in the bargaining unit to
an exclusive representative at least every 120 days, unless more frequent or detailed lists are
required by agreement with the exclusive representative (Government Code 3558, 6254.3)

However, the Superintendent or designee shall not disclose the home address and any phone
numbers on file for employees performing law enforcement-related functions, nor shalt
he/she disclose the home address, home or personal cell phone number(s), or personal email
address(es) of any employee who is a participant in the Safe at Home address confidentiality
program pursuant to Government Code 6207 or of any employee who provides written
request that the information not be disclosed for-this-purpese-to the exclusive representative.
Following receipt of a written request, the District shall remove the employee's home
address, home and personal cell phone numbers, and personal email address from any
mailing list maintained by the District unless the list is only used by the District to contact
the employee. (Government Code 3558, 6207, 6254.3)

Within 20 calendar days after an exclusive representative notifies the Superintendent or
designee that a list of employees provided by the District is inaccurate or incomplete, the
Superintendent or designee shall take steps to correct the list and provide a new list of
employees to the exclusive representative. (Government Code 3558)

At least, at the beginning of each school year, the Superintendent or designee shall review
the list of District employees to ensure that the list is complete and contains accurate
information.

Communication with Employees

Employee organizations may have access at reasonable times to areas in which employees
work and may use District facilities at reasonable times for the purpose of meetings.
Subject to reasonable regulation, employee organizations may also use institutional
bulletin boards, mailboxes, and other means of communication to communicate with
employees. (Government Code 3543.1)

Membership Dues or Other Payments to an Employee Organization
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BP 4140(e)
4240(e)
4340(e)
BARGAINING UNITS (continued)

When drawing an order for the salary or wage payment of a bargaining unit employee of an
employee organization, the District shall deduct any amount which has been requested by the
employee in a revocable written authorization for the purpose of paying dues or other
payments for any service, program, or committee provided or sponsored by the employee
organization. (Education Code 45060, 45168)

An employee organization that certifies that it has and will maintain individual employee
authorizations shall handle and process employee written authorizations for payroll
deductions. When an employee organization provides such a certification to the District, the
District shall rely on information from the employee organization regarding the amounts of
such payroll deductions and from which employees. The employee organization shall not be
required to submit to the District a copy of the written authorization in order for the payroll
deductions to be effective. However, when there is a dispute about the existence or terms of
the written authorization, a copy of the employee's written authorization shall be submitted to
the District. The employee organization shall indemnify the District for any employee claims
regarding payroll deductions made by the District in reliance on notification from the
employee organization. (Education Code 45060, 45168)

When an employee organization which has declined to certify that it will handle and process
employee written authorizations makes a request for payroll deductions, the District shall
request a copy of the employee's written authorization before making the payroll deductions.
(Education Code 45060, 45168)

A written authorization shall remain in effect until expressly revoked in writing by the
employee and pursuant to the terms of the written authorization. Employee requests to cancel
or change authorizations for payroll deductions for employee organizations shall be directed
to the employee organization rather than the District. The employee organization shall be
responsible for processing these requests. The District shall rely on the information provided
by the employee organization regarding whether deductions for an employee organization
were properly canceled or changed. The employee organization shall be required to
indemnify the District for any claims made by an employee for deductions made by the
District in reliance on information from the employee organization. (Education Code 45060,
45168)

Policy ALTA LOMA SCHOOL DISTRICT
adopted: July 11, 2006 Alta Loma, California
revised: November 7, 2012

revised: October 17, 2018

31



Alta Loma SD

Board Policy
Personnel BP 4216(a)

PROBATIONARY/PERMANENT STATUS

The Board of Trustees desires to employ and retain highly qualified classified personnel to
support the District’s educational program and operations. Newly hired classified employees
shall serve a probationary period during which the Board shall determine their suitability
Jor long-term District employment.

A probationary employee who has been employed by the District for six months or 130 days
of paid service, whichever is longer, shall be classified as a permanent employee of the
District (Education Code 45113, 45301)

(cf. 3513.3 — District Police/Security Department)

Probationary employees shall nermally receive atleast-one written performance evaluation by
their supervisor during the probationary period. These evaluations shall indicate whether the
evaluator is satisfied or not satisfied with the employee's ability, performance, and

compat1b111ty w1th the _]Ob N%ﬁ—&ﬂﬂs—f&%@i%ﬁ&h&aﬁeﬁ—ﬂﬂ%e—}&elee#&—“m

The District may, without cause, dismiss a new employee during the probationary period.

Permanent employees
classifieation—and-are promoted to a hlgher class1ﬁcat10n shalI be c0n31dered probatlonary in
the new position until they have satisfactorily completed the probationary period. —served-six
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BP 4216(b)

PROBATIONARY/PERMANENT STATUS (continued)

A permanent employee who accepts a promotion and fails to complete the probationary period
for that promotional pos1t10n shall be employed in the 013351ﬁcat10n from Wthh he#she the

peﬂeé— (Educatmn Code 45113 45301)

This policy shall be made available to classified employees and the public. (Education Code
45113)

Policy ALTA LOMA SCHOOL DISTRICT
adopted: April 17, 2019 Alta Loma, California
amended: December 11, 2019
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Alta Loma SD

Board Policy
Instruction BP 6158 (a)

INDEPENDENT STUDY

The Board of Trustees finds and declares that by offering a range of quality educational
options, including classroom-based, hybrid and nonclassroom-based programs, Alta Loma
School District can better tailor instruction to pupils, thereby improving academic outcomes
while maximizing enrollments.

It is the intent of the Board of Trustees to offer educational programs that best serve the needs
of the pupils.

It is also the intent of the Legislature to encourage local educational agencies, when adopting
a written policy pursuant to Section 51747 or 51749.5 to consider offering more than one
independent study model for short- and long-term placements in accordance with Sections
51747, 51747.5, and 51749.6. (Education Code 51744)

The Board of Trustees authorizes independent study as an optional alternative instructional
strategy for eligible students whose needs may be best met through study outside of the regular
classroom setting. Independent study shall offer a means of individualizing the educational
plan to serve students who i jeet ' desire
a more challenging educational experience, whose health or other personal circumstances
that make classroom attendantce difficult, who are unable fo access course(s) due to
scheduling problems, and/or who need to make up credits or Jill gaps in their learning. As
necessary to meet student needs, independent study may be offered on a short- and long-term
placements, on a full-time or part-time basis and/or in conjunction with part- or full-time
classroom study.

The Board shall hold a public hearing when considering the scope of its existing or
prospective use of independent study as an instructional strategy, its purposes in authorizing
independent study, and factors bearing specifically on the maximum realistic lengths of
assignments and acceptable number of missed assignments for specific populations of
students or adult education students. (Education Code 5174 73s5CCR 1170

The Superintendent or designee may provide a variety of independent study opportunities,
including, but not limited to, through a program or class within a comprehensive school, an
alternative school or program of choice, a home-based format, and an online course.,
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S1747-51749,-51749.6)-
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BP 6158 (b)

INDEPENDENT STUDY  (continued)

Student participation in independent study shall be voluntary and no student shall be
required to participate. (Education Code 51747, 51749.5, 51749. 6)

Independent study for each student shall be under the general supervision of a District
employee who possesses a valid certification document pursuant to Education Code 44865 or
an emergency credential pursuant to Education Code 44300. Students' independent study
shall be coordinated, evaluated, and documented, as prescribed by law and reflected in the
accompanying administrative regulation. (Education Code 51747.5)

The minimum period of time for any independent study option shall be three consecutive
school days. (Education Code 46300 )

General Independent Study Requirements

For-the-2622-23-school-year-and-thereafter; tThe Superintendent or designee may offer and

approve independent study for an individual student upon determining that the student is
prepared to meet the District's requirements for independent study and is likely to succeed in
independent study as well as or better than the student would in the regular classroom setting.

The minimum instructional minutes fe%ﬂ%ﬂdeﬂ{s—pﬂﬂﬁkpﬂ-t—mg—m—mdepe{ﬂeﬂt_ﬁmdy shall
be the same for all students at each school including students participating in
independent study, as-requiredfor-theirp at-the eceivine in-pes

mstruetion; except as otherwise permitted by law.

~Ya = ¥a - ayay -a h o =

(Education Code 46100)

Because excessive leniency in the duration of independent study assignments may result in a
student falling behind peers and increase the risk of dropping out of school, independent study
assignments shall be completed no more than one week after assigned for all grade levels and
types of programs. When necessary based on the specific circumstances of the student’s
approved program, the Superintendent or designee may allow for a longer period of time

between the date on assignment is made and when it is due. However, in no event shall the
due date of an assignment be extended beyond the termination date of the agreement.

An evaluation shall be conducted to determine whether it is in a student's best interest to remain
in independent study whenever the student fails to make satisfactory educational progress
and/or misses three assignments. Satisfactory educational progress shall be determined based
on all of the following indicators:  (Education Code 51 747)

1. The student's achievement and engagement in the independent study program,
as indicated by the student's performance on applicable student-level measures

of student achievement and engagement specified in Education Code 52060

2. The completion of assignments, assessments, or other indicators that evidence
that the student is working on assignments
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BP 6158 (c)

INDEPENDENT STUDY (continued)

3. Learning of required concepts as determined by the supervising teacher

4. Progress towards successful completion of the course of study or individual
course, as determined by the supervising teacher

The Superintendent or designee shall ensure that students participating in independent study
are provided with content aligned to grade level standards at a level of quality and
intellectual challenge substantially equivalent to in-person instruction. (Education Code

51747)

The Superintendent or designee shall ensure that students participating in independent study
for 15 school days or more receive the following throughout the school year: (Education

Code 51747)

1. For students in grades kindergarten, and grades 1 to 3, opportunities for daily
synchronous instruction

2. For students in grades 4-8, opportunities for both daily live interaction and
at least weekly synchronous instruction

The Superintendent or designee shall ensure that procedures for tiered reengagement strategies
are used for all students participating in an independent study program for 15 school days or
more. (Education Code 51747)

1. Not generating attendance for more than ten percent of required minimum
instructional time over four continuous weeks of the District's approved instructional
calendar

2. Not participating in synchronous instructional offerings pursuant to Education Code
51747.5 for more than 50 percent of the scheduled times of synchronous instruction
in a school month as applicable by grade span

3. Inviolation of their written agreement
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BP 6158 (d)

INDEPENDENT STUDY  (continued)

Tiered reengagement strategies procedures used in the District’s independent study
programs shall include, local programs intended to address chronic absenteeism, as
applicable, including but are not neeessarty-limited to-al-of the following: (Education
Code 51747)
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I. Verification of current contact information for each enrolled student

2. Notification to parents/guardians of lack of participation within one schoo] day of the
recording of a non-attendance day or lack of participation

3. A plan for outreach from the school to determine student needs, including connection
with health and social services as necessary

4. A clear standard for requiring a student-parent-educator conference to review a
student’s written agreement and reconsider the independent study program’s
impact on the student’s achievement and well-being

The Superintendent or designee shall, for students who participate in an independent study
program for 15 school days or more, develop a plan to transition students whose families wish
to return to in-person instruction from independent study expeditiously, and, in no case later,
than five instructional days. (Education Code 51747)

When any student enrolled in classroom-based instruction is participating in independent
study due to necessary medical treatment or inpatient treatment for mental health or
substance abuse under the care of appropriately licensed professionals, the student shqll be
exempt from the live interaction and/or synchronous instruction, tiered reengagement
strategies, and transition back to in-person instruction requirements specified above, In
such cases, evidence from appropriately licensed professionals, of the student's need to
participate in independent study, shall be submitted fo the Superintendent or

designee. (Education Code 5174 7)
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BP 6158 (e)

INDEPENDENT STUDY (continued)

The Superintendent or designee shall ensure that a written master agreement exists for each
participating student as prescribed by law.  (Education Code 51747, 51 749.5)

Upon the request of the parent/guardian of a student, and before signing a written agreement
as described below in the section "Master Agreement," the District shall conduct a telephone,
videoconference, or in-person student-parent-educator conference or other meeting during
which the student, parent/guardian, and, if requested, their advocate may ask questions about
the educational options, including which curriculum offerings and nonacademic supports will
be available to the student in independent study. (Education Code 51747)

Master Agreement

A written agreement shall be developed and implemented for each student participating in
independent study for three or more consecutive school days. (Education Code 46300,
51747, 5 CCR 11703

For student participation for 15 school days or more, a signed written agreement shall be
obtained before the student begins independent study. For student participation of less than
15 school days, a signed written agreement shall be obtained within ten school days of the
Jfirst day of the student's enrollment. (Education Code 46300, 51747)

The agreement shall include general student data, including the student's name, address, grade
level, birth date, school of enroliment, and program placement.

The independent study agreement for each participating student also shall include, but are not
limited to, all of the following:  (Education Code 51747; 5 CCR 11700, 11702)

1. The manner, time, frequency, and place and-manner for submitting the student's
assignments, reporting the student's academic progress, and communicating with
a student's parent/guardian regarding the student's academic progress

2. The objectives and methods of study for the student's work and the methods used
to evaluate that work

3. The specific resources that will be made available to the student, including
materials and personnel, and access to internet connectivity and devices adequate
to participate in the educational program and complete assigned work

4. A statement of the Board's policy detailing the maximum length of time allowed
between an assignment and its completion, the level of satisfactory educational
progress, and the number of missed assignments which will trigger an evaluation
of whether the student should be allowed to continue in independent study
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BP 6158 (f)

INDEPENDENT STUDY (continued)

5. The duration of the independent study agreement, including the beginning and
ending dates for the student's participation in independent study under the
agreement, with a maximum of one school year

6. A statement of the number of course credits or, for the elementary grades, other
measures of academic accomplishment appropriate to the agreement, to be
earned by the student upon completion

7. A statement detailing the academic and other supports that will be provided to
address the needs of students who are not performing at grade level, or need
support in other areas, such as English learners, students with disabilities with
an individualized education program or a Section 504 plan in order to be
consistent with their program or plan, students in foster care or experiencing
homelessness, and students requiring mental health supports

8. The-inelusion-ofa 4 statement ofeach that independent study agreement-that

ndependent—study—is an optional educational alternative in which no puapi
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BP 6158 (g)

INDEPENDENT STUDY (continued)

9. In the case of a suspended or expelled student who is referred or assigned to any
school, class, or program pursuant to Education Code 48915 or 48917, a
statement that instruction may be provided through independent study only if the
student is offered the alternative of classroom instruction

10. Before the commencement of independent study projected to last Jfor 15 school days
or more, or within ten school days of the first day of enrollment for independent
study for less than 15 school days, the agreement shall be signed and dated by the
student, the student's parent/guardian or caregiver if the student is under 18 years
of age, the certificated employee responsible for the general supervision of
independent study, and for students with disabilities, the certificated employee
designated as having responsibility for the special education programming of the
student
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BP 6158 (h)

iNDEPENDENT STUDY (continued)

Written agreements may be signed using an electronic signature that complies with state and
federal standards, as determined by the ; ; iS-is-ei
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California-Code-of Regulations, aresatisfed: California Department of Education (CDE).

(Education Code 51747)
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The parent/guardian's signature on the agreement shall constitute permission for the student to
receive instruction through independent study.

Student-Parent-Educator Conferences

A student-parent-educator conference shall be held as appropriate including, but not limited
to, as a reengagement strategy and/or, if requested by a parent/guardian, prior to enrollment or
disenrollment from independent study. (Education Code 51745 .5, 51747, 51749.5)

Records
The Superintendent or designee shall ensure that records are maintained for audit purposes.
These records shall include, but not be limited to: (Education Code 51748; 5 CCR 11703)

1. A copy of the Board policy, administrative regulation, and other procedures
related to independent study

2. A listing of the students, by grade level, program, and school, who have
participated in independent study, along with the units of the curriculum
attempted and completed by students in grades K-8 and the course credits
attempted by and awarded to students in grades 9-12 and adult education

3. A file of all agreements, with representative samples of each student's work
products bearing the supervising teacher's notations indicating that the teacher
has personally evaluated the work or personally reviewed the evaluations made
by another certificated teacher
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BP 6158 (i)

INDEPENDENT STUDY (continued)

4. As appropriate to the program in which the students are participating, a daily or
hourly attendance register that is separate from classroom attendance records,
maintained on a current basis as time values of student work products judged by
a certificated teacher, and reviewed by the supervising teacher if they are two
different persons

5. Appropriate documentation of compliance with the teacher-student ratios
required by Education Code 51745.6 and 51749.5 (Education Code 51745.6 and
51749.5)

6. Appropriate documentation of compliance with the requirements pursuant to
Education Code 51747.5 to ensure the coordination, evaluation, and supervision
of the independent study of each student by a District employee who possesses
a valid certification document pursuant to Education Code 44865 or an
emergency credential pursuant to Education Code 44300 (Education Code
51747.5)

The District shall document each student's participation in live interaction and synchronous
instruction pursuant to Education Code 51747 on each school day, as applicable, in whole or
in part, for which live interaction or synchronous instruction is provided as part of the
independent study program. A student who does not participate in scheduled live interaction
or synchronous instruction shall be documented as nonparticipatory for that school day.
(Education Code 51747.5)

The Superintendent or designee shall also maintain a written or computer-based record such
as a grade book or summary document of student engagement, for each class, of all grades,
assignments, and assessments for each student for independent study assignments.
(Education Code 51747.5)

3580 District-Record

Fhe sSigned, dated-agreement;-any written and supplemental agreements, assignment records,
work samples, and attendance records may be maintained er as am electronic file
electronically- in accordance with Education Code 51747 and 51749.6 as applicable.

(Education Code 51747)
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BP 6158 (j)

INDEPENDENT STUDY (continued)

Program Evaluation

The Superintendent or designee shall annually report to the Board the number of District
students participating in independent study, the average daily attendance generated for
apportionment purposes, student performance as measured by standard indicators and in
comparison, to students in classroom-based instruction, and the number and proportion of
independent study students who graduate or successfully complete independent study. Based
on the program evaluation, the Board and Superintendent shall determine areas for program
improvement as needed.

05004 bili
£ SI2] _ Grades/Evaluation-a/Std L:
(ef6162-5—Student-Assessment)

Policy ALTA LOMA SCHOOL DISTRICT
adopted: November 1, 2006 Alta Loma, California
revised: October 6, 2010

February 7, 2018

April 6, 2022

August 3, 2022
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Alta Loma

SCHOOL DISTRICT

Inspiring Learners for u Lifetime

Superintendent’s Memorandum

; To: Board of Trustees

- From: Dr. Sherry Smith, Superintendent

Date: | January 18, 2023

Subject: Amend Board Bylaws

BACKGROUND:

RATIONALE:

FUNDING:

RECOMMENDATION:

In order to keep Board Policies and Bylaws in compliance with
applicable State and Federal laws, as well as to create consistency of
format within all Board Policies and Bylaws, the District contracted
with the California School Boards Association to facilitate the review
and revision of all Board Policies and Bylaws. District administration
has reviewed and evaluated the following Board Bylaw:

Second Reading

BB 9012 — Board Member Electronic Communications
BB 9222- Resignation

BB 9240 — Board Training

BB 9310 — Board Policies
BB 9320 — Meetings and Notices

BB 9322 - Agenda/Meeting Materials
BB 9323.2 — Actions by the Board
BB 9324 — Minutes and Recordings
BB 9400 — Board Self-Evaluation

This action will amend the bylaws to be compliant with current State
and Federal Law and current practices.

There is no fiscal impact to this action.

Recommend the Board amend the above listed Board Bylaws, as
presented.
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Alta Loma SD

Board Byiaw
Board Bylaw BB 9012(a)

BOARD MEMBER ELECTRONIC COMMUNICATIONS

The Board of Trustees recognizes that electronic communication is an efficient and convenient
way for Board members to communicate and expedite the exchange of information within the
District and with members of the public. Board members shall exercise caution so as to ensure
that electronic communications are not used as a means for the Board to deliberate outside of
an agendized Board meeting nor to circumvent the public's right to access records regarding
District business, or restrict access to a public forum.

(cf. 3513.1 — Cellular Phone Reimbursement)

A majority of the Board shall not, outside of an authorized meeting, use a series of electronic
communications of any kind. directly or through intermediaries, 10 discuss. deliberate, or take
action on any item that is within the subjecl matter jurisdiction of the Board. (Government
Code 54952.2)

Examples of permissible electronic communications concerning District business include, but
are not limited to. dissemination of Board mecting agendas and agenda packets, reports of
activities from the Superintendent, and reminders regarding meeting times, dates, and places.

Board members may engage in separate conversations or communications with members of
the public on a social media platform to answer questions, provide information, or solicit
information regarding a matter that is within the subject matter jurisdiction of the Board,
as long as a majority of the Board does not use the platform fo discuss among themselves
any business of a specific nature that is within the subject matter jurisdiction of the Board. A
Board member is prohibited from responding directly to any communication from other
Board members regarding maiters that are within the subject matter jurisdiction of the
Board or using digital icons (e.g., "likes" or emaojis) to express reactions to communications
made by other Board members. (Government Code 54952.2)

Whenever a Board member uses a social media platform to communicate with the public
about District business or Board activities, the Board member shall not block access to a
member of the public based on the viewpoint expressed by that individual.

Board members may use ¢lectronic communications to discuss matters that do not pertain to
dDistrict business. regardless of the number of Board members participating in the discussion.

Board members shall make cvery effort to ensure that their electronic communications
conform to the same standards and protocols established for other forms of communication. A
Board member may respond. as appropriate. to an electronic communication received from a
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BB 9012(b)

BOARD MEMBER ELECTRONIC COMMUNICATIONS (continued)

member of the community and should make clear that histher the response does not necessarily
reflect the views of the Board as a whole, Any complaint or request for information should be
forwarded to the Superintendent in accordance with Board bylaws and protocols so that the
issue may receive proper consideration and be handled through the appropriate dDistrict
process. As appropriate, communication received from the media shall be forwarded to the
designated District spokesperson.

{cf. 9200 — Limits of Board member Authority)
(cf. 1112 — Media Relations)

To the extent possible, electronic communications regarding any District-related business shall
be transmitted through a District-provided device or account. When any such communication
is transmitted through a Board member's personal device or account, he/she the Board member
shall copy the communication 1o a District electronic storage device for easy retrieval.

(cf. 1340 - Access to District Records)
(cf. 3580 ~ District Records)

Bylaw ALTA LOMA SCHOOL DISTRICT
adopted: January 13, 2010 Alta LLoma. California
revised: August 9. 2017
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Alta Loma SD

Board Bylaw BB 9222
RESIGNATION
A Board of Trustees member who wishes to resign from the Board may-de-—se-by shall file

filing-a written resignation with the County Supecrintendent of Schools. (Education Code 5090)
fcf. 9223 - Filling Vacancies)

The resigning Board member shall also notify the Board and give 4 a copy of their wriften
resignation shat-be-given to the Board secretary.

The written resignation is shall become ctfective when filed with the County Superintendent,
except when a deferred effective date is specified in the resignation. (Education Code 5090)

A Board member may not defer the effective date of histher their resignation for more than 60
days afier they filing file the resignation with the County Superintendent. (Education Code
5091)

Once filed, A a written resignation. whether specif; ying a deferred effective date or otherwise,
shall be irrevocable upon being filed. (Education Code 5090)

A Board member who tenders their resignation with a deferred effective date shall, until the
effective date of Upen resignation. the-Board-membermay continuc to exercise all histher the
powers of the office, except that they shall not have the right to vote—save-that-efveting for
a their successor in an action taken by the Board to make a provisional appointment. wntil

the-effective-date-of resignation: (Education Code 5091, 35178)

A Board member who resigns shall file. within 30 days of leaving office, a revised Statement
of Economic Interest Form 700 covering the period of time between the closing date of the last
statement required to be filed and the date he/she they leaves office. (Government Code 87302,
87500)

Bylaw ALTA LOMA SCHOOL DISTRICT
adopted: September 19. 2006 Alta Loma. California

amended: January 11, 2017
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Alta Loma SD

Board Bylaw BB 9240(a)
BOARD TRAINING

The Board of Trustees believes that the Board's ability to effectively and responsibly
govern the District is essential to promoting student achievement, building positive
commumty relatzons, and protectmg the publzc mterest m Dzstnct schools G}Hzens—e}eeted

;Che—Beaneeegﬂzes—%ha{—ﬁs—membefs—fwed—Hﬁaﬁnﬁg—Board members shall be prowded

sufficient opportunities for professional development that helps them understand their
responsibilities, stay abreast of new developments in education, and develop boardsmanship
skills.

The Board and/or the Superintendent or designee shall provide an orientation to newly
elected or appointed Board members which includes comprehensive information regarding
Board roles, policies, and procedures and the District's vision and goals, operations, and
current challenges. Throughout their first term, Board members shall continue to
participate in additional educational opportunities designed to assist them in
understanding the principles of effective governance, including, but not limited to,
information on school finance and budgets, student achievement and assessment, labor
relations, community relations, program evaluation, open meeting laws (the Brown Act),
conflict of interest laws, and other topics necessary to govern effectively and in compliance
with law.

All Board members are encouraged to continuously participate in advanced training
offered by the California School Boards Association in order to reinforce boardsmanship
skills and build knowledge related to key education issues. Such activities may include
online courses, webinars, webcasts, and in-person attendance at workshops and
conferences. In addition, workshops and consultations may be held within the district on
issues that involve the entire governance team.

Funds for Board development training shall be budgeted annually for the Board and each
Board member. and-meonitored-by-the Superintendent- In selecting appropriate activities,

the Board and/or individual Board members shall consider activities that are aligned with
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BB 9240(b)
BOARD TRAINING (continued)

the District's vision and goals and the needs of the Board or individual member to obtain
specific knowledge and skills. The Board shall annually develop a Board training calendar
in order to schedule and track Board training activities and to schedule opportunities for
Board members to report on the activities in which they participated,

Board members may attend a conference or similar public gathering with other Board
members and/or with the Superintendent or designee in order to develop common
knowledge and understanding of an issue or engage in team-building exercises. In such
cases, a majority of the Board members shall not discuss among themselves, other than as
part of the scheduled program, business of a specified nature that is within the District's
Jurisdiction, so as not to violate the Brown Act open meeting laws pursuant to Government
Code 54952.2.

Board members shall report to the Board, orally or in writing, or the Board iraining
activities they attend, for the purpose of sharing the acquired knowledge or skills with the
full Board and enlarging the benefit of the activity to the Board and District,

(cf. 9320 — Meetings and Notices)

Bylaw ALTA LOMA SCHOOL DISTRICT
adopted: September 19, 2006 Alta Loma, California
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Alta Loma SD

Board Bylaw BB 9310(a)

BOARD POLICIES

The Board of Trustees shall adopt written policies to convey its expectations for actions that
will be taken in the dDistrict, clarify roles and responsibilities of the Board and
Superintendent, and communicate Board philosophy and positions to the students, staff,

parents/ guardlans and the commumty Beafd—pel-}etes—afe—bmémg—eﬂ—ﬂie—dpfsmet—te—the

The Board shall ensure that District policies align with the District’s vision and goals,
promote student learning and achievement, provide for consistent and fair treatment of
students and staff, and proactively address equity and the provisions of equal access to
opportunities for all students.

The Board recognizes the importance of maintaining a policy manual that is up to date and
reflects the mandates of law. Board Ppolicies are binding on the District to the extent that
they do not conflict with federal or state law and are consistent with the District’s collective
bargaining agreements. No Board policy, bylaw, or administrative regulation, or any
portion therof, shall be operative if it is found to be in conflict with applicable federal or
state law or regulations or court decisions. If any portion of a policy is found to be invalid
the invalidity shall not affect other provisions of the policy.

Polices shall be regularly reviewed at a time allocated for this purpose on the agenda of
public Board meetings.

‘?E_ f;gg if““i;gé;g ‘6";:&’ 1)

The Board shall review certain policies annually, as required by Education Code 35160.5. If
no revisions are deemed necessary, the Board minutes shall nevertheless indicate that the
review was conducted. Other policies shall be monitored and reviewed as specified in the
policy itself or as needed to reflect changes in law or dDistrict circumstances.

. 5 2 : ; ;
‘éj; ; é;’i’lii ;” e 'E; 65“”;5;' o ”.E”? s

50



BB 9310(b)

BOARD POLICIES (continued)

Policy Development and Adoption Process

The éDistrict's policy development process shall include the following basic steps:

1.

The Board and/or Superintendent or designee shall identify the need for a new policy
or revision of an existing policy. The need may arise from a change in law, a new
dDistrict vision statement, ox new goals in the local control accountability plan,

educational research or trends, er-a-change-in-the—superintendeney——or—— Board
membership—The need-may-also-eecurasareswitof an  incident that has arisen in

the dDistrict, or a recommendation or request from staff, a parent/guardian, or other
interested persons.

As needed, the Superintendent or designee shall gather fiscal and-other data, staff and
public input, related dDistrict policies, sample policies from the California School
Boards Association or other organizations or agencies, and other useful information
and data to fully inform the Board about the issue.

1220 Citizen Advisoms Commitions)

The Board may hold discussions during a public Board meeting to gain an
understanding of the issue and provide initial direction to the Superintendent or

designee. The discussion may include, but not be limited to, hew-the-propesed-poliey
——may-affeet student-learning; community expectations, staff recommendations,

and the expected impact of the policy on student learning and well-being, equity,

governance and the District’s fiscal resources impaet—as-well-asthe-polieys—impact

ongovernanee and operational efficiency.

The Board or Superintendent may request that legal counsel review the draft policy as
appropriate.

The Superintendent or designee shall develop and present a draft policy for a first
reading at a public Board meeting. At its second reading, the Board may take action
on the proposed policy. The Board may waive the second reading or may require an
additional reading if necessary.

{ef—9323—Meeting-Conduct)

Only policies formally adopted by a majority vote of the Board shall constitute official Board

policy.

9322 o Moctine Motoriad
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BB 9310(c)

BOARD POLICIES (continued)

The dDistrict's policy development process may be revised or expanded as needed based on
the issue being considered, the need for more information, or to provide greater opportunities
for consultation and public input.

Policies shall become effective upon Board adoption or at a future date designated by the
Board at the time of adoption.

Board Bylaws

The Board shall prescribe and enforce rules for its own government consistent with state law
and regulations. (Education Code 35010)

Bylaws governing Board operations may be developed, adopted, and amended following the
same procedures as those used for the adoption or amendment of Board policy.

Administrative Regulations

The Superintendent or designee shall be responsible for developing and enforcing
administrative regulations for the operation of the dDistrict. Administrative regulations
shall be consistent with law and Board policy and shall be designed to promote the
achievement of dDistrict goals and objectives. Administrative regulations may describe
specific actions to be taken, roles and responsibilities of staff, timelines, and/or other
neeessary provisions. The Superintendent or designee may also may develop procedures
manuals, handbooks, or other guides to carry out the intent of Board policy.

When Board policies are amended, the Superintendent or designee shall review
corresponding administrative regulations to ensure that they conform to the intent of the
revised policy. In case of conflict between administrative regulation and Board policy, policy
shall prevail.

The Board may review and/or approve administrative regulations for the purpose of ensuring
conformity with the intent of Board policy.

Monitoring and Evaluation

e 7 gk h and; At any tzme, the Board and
Supermtendent or designee may determme that progress reports to the Board on the
implementation and/or effectiveness of the policy should be scheduled. it so, the Board
and Superintendent or designee shall agree upon a timeline and, as applicable, measures for
evaluating the effectiveness of the policy in achieving its purpose.
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BB 9310(d)
BOARD POLICIES (continued)
Access to Policies

The Superintendent or designee shall ensure that all éDlstrlct employees and the public have
access to an up-to- date éDlstnct policy manual.
ite: These-copies The Policy

manual shall be maintained either electronically and/or by paper copy.

(cf. 1113 - District and School Web Sites)
(cf. 1340 - Access to District Records)

As necessary, the Superintendent or designee shall notify staff, parents/guardians, students,
and other stakeholders whenever a policy that affects them is adopted or revised. Helshe The
Superintendent or designee may determine the appropriate communications strategy
depending on the issue. Policies shall be posted on the District’s website when required by
law.

Bylaw ALTA LOMA SCHOOL DISTRICT
adopted:  September 19, 2006 Alta Loma, California
amended: December 12, 2007
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Alta Loma SD

Board Bylaw BB 9320(a)
MEETINGS AND NOTICES

Meetings of the Board of Trustees are conducted for the purpose of accomplishing dDistrict
business. In accordance with state open meeting laws (Brown Act), the Board shall hold its
meetings in public and shall conduct closed sessions during such meetings only as authorized
by law. To encourage community involvement in the schools, Board meetings shall provide
opportunities for questions and comments by members of the public. All meetings shall be
conducted in accordance with law and the Board's bylaws, policies, and administrative
regulations.

tef—932H—Closed-SesstonPurposes-and-Agendas)
of 0327 doondalMectingMaterials)
tef9323—Meeting Conduct)

A Board meeting exists whenever a majority of Board members gather at the same time and
location, including teleconference location as permitted by Government Code 54953, place
to hear, discuss, er deliberate, or fake action upon any item within the subject matter
jurisdiction of the Board or dDistrict. (Government Code 54952.2)

A majority of the Board shall not, outside of an authorized meeting, use a series of
communications of any kind, directly or through intermediaries, including social media and
other electronic communication to discuss, deliberate, or take action on any item that is
within the subject matter jurisdiction of the Board.

(cf 9012 - Board Member Electronic Communications)

However, an employee or dDistrict official may engage in separate conversations or
communications with Board members in order to answer questions or provide information
regarding an item within the subject matter jurisdiction of the Board, as long as that
employee or éDistrict official does not communicate the comments or position of any Board
members to other Board members. (Government Code 54952.2)

(cf. 9322 — Board Agenda/Materials)
In order to help ensure the participation of individuals with disabilities at Board meetings, the
Superintendent or designee shall provide appropriate disability-related accommodations or

modifications upon request in accordance with the Americans with Disabilities Act.
(Government Code 54953.2, 54954.1)

Regular Meetings

The Board shall hold regular meetings each month. Regular meetings shall be held unless
otherwise noticed at 6:00 p.m. on the first and/or third Wednesday of each month at the
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BB 9320(b)

MEETINGS AND NOTICES (continued)

District Support Center.

At least 72 hours prior to a regular meeting, the agenda shall be posted at one or more
locations freely accessible to members of the public and on the District's Internet website.
(Government Code 54954.2)

Whenever agenda materials relating to an open session of a regular meeting are distributed to
the Board less than 72 hours before the meeting, the Superintendent or designee shall make
the materials available for public inspection at a public office or location designated for that
purpose at the time the materials are distributed to all or a majority of the Board.
(Government Code 54957.5)

(cf. 1340 - Access to District Records)
(cf. 9322 — Agenda/Meeting Materials

Special Meetings

Special meetings of the Board may be called at any time by the presiding officer or a
majority of the Board members. However, a special meeting shall not be called regarding the
salary, salary schedule, or other compensation of the Superintendent, assistant
superintendent, or other management employee as described in Government Code 3511.1.
(Government Code 54956)

[/

{ef-2H2H—Superintendent's-Contract)
(cf. 3460 — Financial Reports and Accountability)

Written notice of special meetings shall be delivered personally or by any other means to all
Board members and the local media who have requested such notice in writing. The notice
also shall be posted on the District's Jaternet website. The notice shall be received at least 24
hours before the time of the meeting. The notice shall also be posted at least 24 hours before
the meeting in a location freely accessible to the public. The notice shall specify the time
and plaee location of the meeting and the business to be transacted or discussed. No other
business shall be considered at this meeting. (Education Code 35144; Government Code
54956)

Any Board member may waive the 24-hour written notice requirement prior to the time of
the meeting by filing a written waiver of notice with the clerk or secretary of the Board or by
being present at the meeting at the time it convenes. (Education Code 35144;(Government
Code 54956)

Every notice of a special meeting shall provide an opportunity for members of the public to

directly address the Board concerning any item that has been described in the meeting notice,
before or during the item's consideration. (Government Code 54954.3)
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BB 9320(c)

MEETINGS AND NOTICES (continued)

Emergency Meetings

In the case of an emergency situation for which prompt action is necessary due to the
disruption or threatened disruption of public facilities, the Board may hold an emergency
meeting without complying with the 24-hour notice and/or 24-hour posting requirement for
special meetings pursuant to Government Code 54956. The Board shall comply with all
other requirements for special meetings during an emergency meeting. (Government Code
54956.5)

(cf. 9321 — Closed Session)
(cf. 9323.2 — Actions by the Board)

An emergency situation means either of the following: (Government Code 54956.5)

1. An emergency, which shall be defined as a work stoppage, crippling activity, or other
activity that severely impairs public health and/or safety as determined by a majority
of the members of the Board

2. A dire emergency, which shall be defined as a crippling disaster, mass destruction,
terrorist activity, or threatened terrorist activity that poses peril so immediate and
significant that requiring the Board to provide one-hour notice before holding an
emergency meeting under-this-seetion may endanger the public health and/or safety as
determined by a majority of the members of the Board

Except in the case of a dire emergency, the Board president or designee shall give notice of
the emergency meeting by telephone at least one hour before the meeting to the local media
that have requested notice of special meetings. All telephone numbers provided by the
media in the most recent request for notification must be exhausted. If telephone services are
not functioning, the notice requirement of one hour is waived and, as soon after the meeting
as possible, the Board shall notify those media representatives of the meeting and shall
describe the purpose of the meeting and any action taken by the Board. In the case of a dire
emergency, the Board president or designee shall give such notice at or near the time he/she
notifies notification is given to the other members of the Board about the meeting.
(Government Code 54956.5)

The minutes of the meeting, a list of persons the Board president or designee notified or
attempted to notify, a copy of the roll call vote, and any actions taken at the meeting shall be
posted for at least 10 days in a public place as soon after the meeting as possible.
(Government Code 54956.5)

Adjourned/Continued Meetings

A-mejerity-vote by tThe Board may adjourn/continue any regular or special meeting to a later
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BB 9320(d)

MEETINGS AND NOTICES (continued)

time and plaee location that shall be specified in the order of adjournment. Less than a
quorum of the Board may adjourn such a meeting. If no Board members are present, the
secretary or the clerk may declare the meeting adjourned to a later time and place and shall
give notice in the same manner required for special meetings. (Government Code 54955)

Within 24 hours after the time of adjournment, a copy of the order or notice of
adjournment/continuance shall be conspicuously posted on or near the door of the place
where the meeting was held. (Government Code 54955)

Study Sessions, Retreats, Public Forums, and Discussion Meetings

The Board may occasionally convene a study session or public forum to study an issue in
more detail or to receive information from staff or feedback from members of the public.

The Board may also convene a retreat or discussion meeting to discuss Board roles and
relationships.

Public notice shall be given in accordance with law when a quorum of the Board is attending
a study session, retreat, public forum, or discussion meeting. All such meetings shall
comply with the Brown Act and shall be held in open session and within dDistrict
boundaries.  Action items shall not be included on the agenda for these meetings.

Other Gatherings

Attendance by a majority of the Board members at any of the following events is not subject
to state-open-meetinglaws the Brown Act provided that a majority of the Board members do
not discuss specific District business among themselves other than as part of the scheduled

program: (Government Code 54952.2)

1. A conference or similar public gathering open to the public that involves a discussion
of issues of general interest to the public or to school Boards-members

2. An open, publicized meeting organized by a person or organization other than the
dDistrict to address a topic of local community concermn

3. An open and noticed meeting of another body of the District

4, An open and noticed meeting of a legislative body of another local agency
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BB 9320(e)

MEETINGS AND NOTICES (continued)

5. A purely social or ceremonial occasion

6. An open and noticed meeting of a standing committee of the Board, provided that the
Board members who are not members of the standing committee attend only as
observers

(ef—H30—Board-Commitices)

Individual contacts or conversations between a Board member and any other person are not
subject to the Brown Act. (Government Code 54952.2)

Location of Meetings

Meetings shall not be held in a facility that prohibits the admittance of any person on the
basis of ancestry or any characteristic listed in Government Code 11135.-4neluding—but-not

limited-to;religion;sex;or sexual-orientation: In addition, meetings shall not be held in a

facility which is inaccessible to individuals with disabilities or where members of the public
must make a payment or purchase in order to be admitted. (Government Code 54961)

o 0410 Nondiserimingtion in-District Progs L fosivitios)

Meetings shall be held within dDistrict boundaries, except to do any of the following:
(Government Code 54954)

1. Comply with state or federal law or court order or attend a judicial or administrative
proceeding to which the District is a party

2. Inspect real or personal property which cannot conveniently be brought into the
District, provided that the topic of the meeting is limited to items directly related to
the property

3. Participate in meetings or discussions of multiagency significance, provided these

meetings are held within one of the other agencies' boundaries, with all participating
agencies giving the notice required by law

4, Meet in the closest meeting facility if the dDistrict has no meeting facility within its
boundaries or if its principal office is located outside the District

5. Meet with elected or appointed state or federal officials when a local meeting would
be impractical, solely to discuss legislative or regulatory issues affecting the District

over which the state or federal officials have jurisdiction

6. Meet in or near a facility owned by the District but located outside the District,
provided the meeting agenda is limited to items directly related to that facility
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BB 9320(f)

MEETINGS AND NOTICES (continued)

7. Visit the office of the District's legal counsel for a closed session on pending
litigation, when doing so would reduce legal fees or costs

8. Attend conferences on nonadversarial collective bargaining techniques

9. Interview residents of another district regarding the Board's potential employment of
an applicant for Superintendent of the District

10.  Interview a potential employee from another district

Meetings exempted from the boundary requirements, as specified in items #1-10 above, shall
still be subject to the notice and open meeting requirements for regular and special meetings
when a quorum of the Board attends the meeting.

If a fire, flood, earthquake, or other emergency renders the regular meeting place unsafe,
meetings shall be held for the duration of the emergency at a plaee location designated by the
Board president or designee, who shall so inform all news media who have requested notice
of special meetings by the most rapid available means of communication. (Government
Code 54954)

Teleconferencing

A teleconference is a meeting of the Board in which Board members are in different
locations, connected by electronic means through audio and/or video. (Government Code
54953)

The Board may use teleconferences for all purposes in connection with any meeting within
the Board's subject matter jurisdiction. All votes taken during a teleconference meeting
shall be by roll call. (Government Code 54953)

During the teleconference, at least a quorum of the members of the Board shall participate
from locations within dDistrict boundaries. (Government Code 54953)

Agendas shall be posted at all teleconference locations and shall list all teleconference
locations whenever they are posted elsewhere. Additional teleconference locations may be
provided to the public. (Government Code 54953)

All teleconference locations shall be accessible to the public. All teleconferenced meetings
shall be conducted in a manner that protects the statutory and constitutional rights of the
parties or the public appearing before the Board, including the right of the public to address
the Board directly at each teleconference location. (Government Code 54953)
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BB 9320(g)

MEETINGS AND NOTICES (continued)

Teleconferencing During a Proclaimed State of Emergency

The Board may conduct Board meetings by teleconference without posting agendas at all
teleconference locations, identifying teleconference locations in meeting notices and
agendas, allowing pubic access to each teleconference location, providing an opportunity
for members of the public to address the Board directly at each teleconference location,
and ensuring that at least a quorum of the Board participated from locations within
District boundaries, during a proclaimed state of emergency pursuant to Government Code
8625-8629 in any of the following circumstances: (Government Code 54953)

L State or local officials have imposed or recommended measures to promote social
distancing

2 For the purpose of determining, by majority vote, whether as the result of the
emergency meeting in person would present imminent risks to the health or safety
of attendees

3. When it has been determined, by majority vote as described in Item #2 above, that

as a result of the emergency meeting in person would present imminent risks to the
health or safety of attendees

To conduct a teleconference meeting for these purposes the following requirements shall
be satisfied: (Government Code 54953)

L The notice and agenda shall be given and posted as otherwise required by the
Brown Act
2. The notice and agenda of the meeting shall specify the means by which members of

the public may access the meeting and offer public comments, including via a
call-in or internet-based service option

Members of the public may be required to register to log in to a meeting when
making public comments through an internet website or other online platform that
is operated by a third-party and not under the control of the Board

3. Members of the public shall be allowed to access the meeting, and the agenda shall
provide an opportunity for members of the public to address the Board directly
pursuant to Government Code 54954.3

4. Members of the public shall not be required to submit public comments in advance

of a Board meeting and shall be provided an opportunity to address the Board and
offer comments in real time
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BB 9320(h)

MEETINGS AND NOTICES (continued)

Public comment periods shall not be closed until the timed public comment period,
if such is offered by the Board, has elapsed or, if not timed, until a reasonable
amount of time per agenda item has been allowed

If during a Board meeting a disruption occurs which prevents the District from
broadcasting the meeting to members of the public or for members of the public to
offer public comments, the Board shall take no further action on any agenda item
until public access via the call or internet-based service option to the meeting is
restored

The District may, in its discretion, provide a physical location from which the public may
attend or comment. (Government Code 54953)

The Board may continue to conduct meetings by teleconference, as specified above for
teleconferencing during proclaimed states of emergency, by a majority vote finding within
30 days after teleconferencing for the first time, and every 30 days thereafter, that either:
(Government Code 54953)

1

Bylaw

The state of emergency continues to directly impact the ability of the Board to meet
safely in person

State or local officials continue to impose or recommend measures to promote
social distancing

ALTA LOMA SCHOOL DISTRICT

adopted: September 19, 2006 Alta Loma, California
amended: November 7, 2012
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Alta Loma SD

Board Bylaw BB 9322(a)

AGENDA/MEETING MATERIALS

Agenda Content

Board of Trustees meeting agendas shall reflect the District’s vision and goals and the
Board’s focus on student learning and well-being.

Each agenda shall state the meeting time and place location and shall briefly describe each
business item to be transacted or discussed, including items to be discussed in closed session.
(Government Code 54954.2)

(cf- 9320 - Meetings and Notices)
(cf. 9321- Closed Session Purposes and Agendas)

The agenda shall provide members of the public the opportunity to address the Board on any
agenda item before or during the Board's consideration of the item. However, T the agenda
need not provide an opportunity for public comment when the agenda item has previously
been considered at an open meeting by a committee comprised exclusively of Board
members, provided that shall-alse-provide members of the public were afforded an opportunity
to comment on the item, before or during the committee’s consideration of the item, and the
item has not been substantzally changed since the commtttee conszdered it. te—s&&at—reg&lar

jﬁﬁsd*eﬁe&eﬁhe—Beafd— (Eduea&e&@ed%é—}%—s- Government Code 54954, 3)

(ef9323—Meeting Conduct)

The agenda for a regular Board meeting shall also provide members of the public an
opportunity to provide comment on matters which are not on the agenda but which are
within the subject matter jurisdiction of the Board. (Government Code 35145.5;
Government Code 54954.3)

Each agenda for a regular meeting shall list the address designated by the Superintendent
or designee for public inspection of documents related to an open session item that have
been distributed to the Board less than 72 hours before the meeting. (Government Code
54957.5)

The agenda shall mclude mformatzon regardmg how, when and to whom a request for

dlsab1hty related accommodatlons or modlﬁcatlons, 1nclud1ng aux1hary aids and services, may
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BB 9322(b)

AGENDA/MEETING MATERIALS (continued)

be an individual who requires accommodations or modifications in order to participate in the
Board meeting. (Government Code 54954.2)

(cf. 9320 — Meetings and Notices)

Each agenda shall include a statement regarding the option for students and
parents/guardians to request that directory information or personal information of the
student or parent/guardian, as defined in Education Code 49061 and/or 49073.2, be
excluded from the minutes. The agenda shall also state that the request must be made in
writing to the secretary of the Board.

(cf. 9324 — Minutes and Recordings)
Agenda Preparation

The Board President and the Superintendent, as secretary to the Board, shall work together to

develop the agenda for each regular and special meeting. Each-agenda—shall reflectthe
Distriet's-vision-and-goals-and-the Board'sfoeus-on-student learnine.

Any Board member or member of the public may request that a matter within the jurisdiction
of the Board be placed on the agenda of a regular meeting. The request shall be submitted in
writing to the Superintendent or designee with supporting documents and information, if any,
at least one week before the scheduled meeting date. Items submitted less than a week before
the scheduled meeting date may be postponed to a later meeting in order to allow sufficient
time for consideration and research of the issue.

The Board President and Superintendent shall decide whether a request a from a member of
the public is within the subject matter jurisdiction of the Board. Items not within the subject
matter jurisdiction of the Board may not be placed on the agenda. In addition, before placmg
the item on the agenda, the Board President and Superintendent shall determine if the item is

merely a request for 1nformat10n, and zf so, respond accordmgly or—whether the-issue-is

The Board President and Superintendent shall decide whether an agenda item is appropriate
for discussion in open or closed session, and whether the item should be an action item subject
to Board vote; or an informational item that does not require immediate action—erconsent

In order to promote efficient meetings, the Board may bundle a number of items and act
upon them together by a single vote through the use of a consent agenda. Consent items
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BB 9322(c)

AGENDA/MEETING MATERIALS (continued)

shall be items of a routing nature and items for which Board discussion is not anticipated
and for which the Superintendent recommends approval. When any Board member request
the removal of an item from the consent agenda, the item shall be removed and given
individual consideration for action as a regular agenda item.

The agenda shall provide an opportunity for members of the public to comment on any
consent agenda item unless such item has been previously considered at an open meeting of
a committee comprised exclusively of Board members. (Government Code 54954.3)

Any Board action that involves borrowing $100,000 or more shall be discussed, considered
and deliberated upon as a separate item of business on the meeting agenda. (Government Code
53635.7)

(cf 9323.2 - Actions by the Board)

All public communications with the Board are subject to requirements of relevant Board
policies and administrative regulations.
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BB 9322(d)

AGENDPA/MEETING MATERIALS (continued)

Agenda Dissemination to Board Members

At least three-days 72 hours before each regular meeting, each Board member shall be provided
a copy of the agenda and agenda packet, including the Superintendent or designee's report;
minutes to be approved; copies of communications; reports from committees, staff, eitizens
and others; and other available documents pertinent to the meeting.

When special meetings are called, th

the-meeting—Board members shall receive, at least 24 hours prior to the meeting, notice of
the business to be transacted. (Government Code 54956)

Board members shall review agenda materials before each meeting. Individual members may
confer directly with the Superintendent or designee to ask questions and/or request additional
information on agenda items. However, a majority of Board members shall no, outside of a
noticed meeting, directly or through intermediaries or electronic means discuss, deliberate, or
take action on any matter within the subject matter jurisdiction of the Board.

ot 0012 Bogrd Momber&l o -

Agenda Dissemination to Members of the Public

Any agenda and related materials distributed to the Board shall be made available to the
public upon request without delay. Only those documents which are disclosable public
records under the Public Records Act (PRA) and which relate to an agenda item scheduled
Jor open session portion of a regular meeting shall be made available to the public.
(Government Code 54957.5)

At least 72 hours prior to a regular meeting, the agenda shall be posted at one or more
locations freely accessible to members of the public. (Government Code 54954.2)

(cf. 9320 — Meetings and Notices)

In addition, the Superintendent or designee shall post the agenda on the homepage of the
District website. The posted agenda shall be accessible through a prominent direct link to
the current agenda or to the District’s agenda management platform in accordance with
Government Code 54954.2. When the District utilizes an integrated agenda management
platform, the link to that platform shall take the user directly to the website with the District’s
agendas, and the current agenda shall be the first available. (Government Code 54954.2)
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BB 9322(c)

AGENDA/MEETING MATERIALS (continued)

If a document whieh relates to an open session agenda item of a regular Board meeting is
distributed to the Board less than 72 hours prior to a meeting, the Superintendent or designee
shall make the document available for public inspection at a designated location at the same
time the document 1s distributed to all or a majority of the Board;

1 N derthe P 1e T ords A ha erintendent o

The Superintendent or designee shall mail a copy of the agenda or a copy of all the
documents constituting the agenda packet to any person who requests the items. The
materials shall be mailed at the time the agenda is posted or upon distribution of the agenda
to a majority of the Board, whichever occurs first. (Government Code 54954.1)

The Superintendent or designee shall email a copy of, or a website link to, the agenda or a
copy of all the documents constituting the agenda packet to any person who request such
items to be delivered by email. If the Superintendent or designee determines that it is
technologically infeasible to do so, a copy of the agenda or a website link to the agenda and
a copy of all other documents constituting the agenda packet shall be sent fo the person who
has made the request in accordance with mailing requirements specified in law.
(Government Code 54954.1)

Any request for mailed copies of agendas or agenda packets shall be in writing and shall be
valid for the calendar year in which it is filed. Written requests must be renewed following
January 1 of each year. (Government Code 54954.1)

Persons requesting mailing of the agenda or agenda packet shall pay an annual fee, as
determined by the Superintendent or designee, not to exceed the cost of providing the service.

Any document prepared by the District or Board and distributed during a public meeting
shall be made available for public inspection at the meeting. Any document prepared by

another person shall be made available for public inspection after the meeting. These BB
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9322(f)

AGENDA/MEETING MATERIALS (continued)

requirements shall not apply to a document that is exempt from public disclosure under
the PRA. (Government Code 54957.5)

Upon request, the Superintendent or designee shall make the agenda, agenda packet,
and/or any writings distributed at the meeting available in appropriate alternative formats
to persons with a disability, as required by the Americans with Disabilities Act.
(Government Code 54954.1)

Policy ALTA LOMA SCHOOL DISTRICT
adopted: July 11, 2006 Alta Loma, California
amended: September 18, 2013
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Alta Loma SD

Board Byiaw BB 9323.2(a)
ACTIONS BY THE BOARD

The Board of Trustees shall act by a majority vote of all of the membership constituting the
Board, unless otherwise required by law. (Education Code 35164)

An "action" by the Board means: (Government Code 54952.6)
1. A collective decision by a majority of the Board members

2. A collective commitment or promise by a majority of the Board members to make a
positive or negative decision

3. A vote by a majority of the Board members when sitting as the Board upon a motion.
proposal. resolution, order or ordinance

The Board shall not take action by secret ballot, whether preliminary or final. (Government
Code 54953)

Actions taken by the Board in open session shall be recorded in the Board minutes. (Education
Code 35145)

Action on Non-Agenda Items

After publicly identifying the item, the Board may take action on a subject not appearing on
the posted meeting agenda under any of the following conditions: (Government Code 54954.2)

1. When a majority of the Board determines that an emergency situation exists, as
defined for emergency meetings pursuant to Government Code 54956.5

2. When two-thirds of the members present, or if less than two-thirds of the members
are present then by a unanimous vote of all members present, determine that the need
to take immediate action came to the d-District's attention afier the agenda was posted

3. When an item appeared on the agenda of, and was continued from, a meeting that

occurred not more than five days earlier
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BB 9323.2(b)

Challenging Board Actions

The District Attorney's office or any interested person may file an action in court for the

Government-Codeprovision: (Government Code 54960)

1. Stopping or preventing the Board’s violation or threatened violation of the Brown
Act

2. Determining the applicability of the Brown Act to ongoing or future threatened

Board actions

3. Determining the applicability of the Brown Act to a past action of the Board that is
not specified in Government Code 54960.1, provided that:

a. Within nine months of the alleged violation, a cease and desist letter is submitted
to the Board, clearly describing the past Board action and the nature of the alleged
violation.

b. The time for the Board to respond has expired and the Board has not provided an
unconditional commitment to cease and desist from and not repeat the past action
alleged to have violated the Brown Act.

c. The action is brought within the time required by Government Code 54960.2.

4. Determining the validity, under state or federal law, of any Board rule or action
which penalizes any of its members or otherwise discourages their expression

o Compelling the Board 10 audio record its closed sessions because of a court’s finding
of the Board’s violation of any applicable Government Code provision

The District Attorney or any interested person may file an action in court to nullify presents
demand-thatthe Board-cure-and-eerreet a Board action which beshe-alleges is alleged to be in

violation of law regarding any of the following: (Government Code 54960.1)

I Open meeting and teleconferencing (Government Code 54953)

89



BB 9323.2(c)

ACTIONS BY THE BOARD (continued)

2. Agenda posting (Government Code 54954.2)

3. Closed session item descriptions (Government Code 54954.5)
4. New or increased tax assessments (Government Code 54954.6)
s, Special meetings (Government Code 54950)

0. Emergency meetings (Government Code 54956.5)

Prior to bringing any action to nullify a Board action, the District Attorney or other
interested person shall present a Asy demand to "cure and correct” an alleged violation. The
demand shall clearly describe the challenged action and the nature of the alleged violation and
shall be presented to the Board in writing within 90 days of the date when the action was taken.
If the alleged violation concerns action taken in an open session but in violation of Government
Code 54954.2 (agenda posting), the written demand must be made within 30 days of the date
when the alleged action took place. (Government Code 54960.1)

Within 30 days of receiving the demand, the Board shall do one of the following: (Government
Code 54960.1)

1. Cure or correct the challenged action and inform the demanding party in writing of its
actions to cure or correct.

2 Determine not to cure or correct the alleged violation and inform the demanding party
in writing of its decision to not cure or correct.
3. Take no action. If the Board takes no action within the 30-day rexiew period. its

inaction shall be considered a decision not to cure or correct the action.

Bylaw ALTA LOMA SCHOOL DISTRICT
adopted: July 19, 2006 Alta Loma. California
amended: September 18, 2013
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Alta Loma SD

Board Bylaw BB 9324(a2)

MINUTES AND RECORDINGS

The Board of Trustees recognizes that maintaining accurate minutes of Board meetings helps
Joster public trust in Board governance and provides a record of Board actions for use by

dDistrict staff and the public and-helpsfoster public-trustin-Board-governance.

(ef—9000—Role-of the Board)
(ef—2005 —Goverrance-Standards)
fef—9323—Meeting Conduet)

The secretary of the Board efTrustees shall keep minutes and record all official Board actions.
The Board's minutes shall be public records and shall be made available to the public upon
request. (Education Code 35145, 35163)

of 1340 4 Disteict R )
fef— 9122 —Secretary)

The minutes of the Board meetings shall include, but not be limited to:

1 A notion of which Board members are present, in person or by teleconference, and
whether a member is not present for part of the meeting due to late arrival and/or
early departure

2. A brief summary of the Board’s discussion on each agenda topic, rather than a

verbatim record of each Board member’s specific point of view during the discussion
3. A summary of the public comments made on agendized items and unagendized topics

4. The specific language of each motion and the names of the Board members who
made and seconded the motion.

5. Any action taken by the Board, and the vote or abstention on that action of each
Board member present (Education Code 35145; Government Code 54953)
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BB 9324(b)

MINUTES AND RECORDINGS (continued)

Upon request by a student’s parent/guardian, or by the student if age 18 or older, the minutes
shall not include the student’s or parent/guardian’s address, telephone number, date of
birth, or email address, or the students name or other directory information as defined in
Education Code 49061. The request to exclude such information shall be made in writing
to the secretary or clerk of the Board. (Education Code 49073.2)

(¢f. 5125.1 — Release of Directory Information)

The Superintendent or designee shall distribute a copy of the "unapproved" minutes of the

previous meeting(s) eachregular—or-speeial-meeting with the agenda for the next regular

meeting. The Board shall approve the minutes as circulated or with necessary amendments.

Official Board minutes and recordings shall be stored in a secure location and shall be retained
in accordance with law.

(cf. 3580 - District Records)

Any minutes or recordings kept for Board meetings held in closed session shall be kept
separately from the minutes or recordings of regular and special meetings. Minutes or
recordings of closed sessions are not public records. (Government Code 54957.2)

(cf. 932.2 — Actions by the Board)

Video-or-Audio-Reeording Recording or Broadcasting of Meetings

The dDistrict may tape, film, stream, or broadcast any open Board meeting. At the beginning
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BB 9324(c)

INUTES AND RECORDINGS (continued)

of the meeting, Tthe Board president shall announce that a recording or broadcasting is being

made at the direction of the Board atthe beginning-efthe-meeting; and that the recording or

broadcast may capture images and sounds of those attending the meeting. aAs practicable,
the recorder or camera shall be placed in plain view of meeting participants.

Any dDistrict recording may be erased or destroyed 30 days after the meeting. Recordings
made at the direction of the Board during a regularerspeecial Beard meetings are public records
and, upon request, shall be made available for inspection by members of the public on a
dDistrict equipment recorder without charge. (Government Code 54953.5)

Bylaw ALTA LOMA SCHCOL DISTRICT
adopted: September 19, 2006 Alta Loma, California
amended: September 17, 2014
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Alta Loma SD

Board Bylaw BB 9400

BOARD SELF-EVALUATION

The Board of Trustees shall bi-annually conduct a self-evaluation in order to demonstrate
accountability to the community and ensure that dDistrict governance effectively supports
student achievement and the attainment of the dDistrict's vision and goals.

000G

The evaluation may address any areas of Board responsibility, including but not limited to
Board performance in relation to vision setting, curriculum. personnel. finance, policy
development, collective bargaining, and-community relations, and advocacy. The evaluation
also may address objectives related to Board meeting operations. relationships among Board
members, relationship with the Superintendent. understanding of Board and Superintendent
roles and responsibilities, communication skills, or other governance or boardsmanship skills.

ref-500 .'!‘ L the-Boards

The Board shall be-evaluated evaluate itself as a whole. Individual Board members are also
are encouraged expected 10 use the evaluation process as an opportunity to privately assess
and set goals for their own personal performance.

Each year, the Board with assistance from the Superintendent, shall determine an
evaluation method or instrument that measures key components of Board responsibility and
previously identified performance objectives, Visual and/or audio recordings of a Board
meeting may only be used as an evaluation tool when consent is given by all Board members

Any discussion of the Board's self-evaluation shall be conducted in open session.
) p

At the request of the Board. a facilitator may be used to assist with the evaluation process. The
Board may invite the Superintendent or others individual(s) with pertinent information 1o
provide input into the evaluation process.

Following the evaluation, the Board shall set goals, define and/or refine protocols, and
establish priorities and objectives for the following year’s evaluation. tThe Board shall also
develop strategies for strengthening Board performance based on identified areas of need,
including, but not limited to Board tmmmgs such as those oj_'fered by the California School
Boards Association. ¢

{ef 9230 —Orientation)

tef92H—Bourd-Developriont

Bylaw ALTA LOMA SCHOOL DISTRICT
adopted: September 19, 2006 Alta Loma. California
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Alta Loma
SCHOOL DISTRICT Human Resources Memorandum
To: Dr. Sherry Smith, Superintendent

From:@)Donna Carlson, Assistant Superintendent, Human Resources
Date: January 18, 2023

Subject:  Job Description for Database Technician - Special Education

BACKGROUND: The Special Education Department continues to experience a growing
need for student assessment and Special Education services. The
expansion of services for students has increased the need for additional
support and monitoring of programs and student assessments within
the Special Education Department.

Second Reading

RATIONALE: The job description for the Database Technician - Special Education
outlines the essential duties, qualifications and physical demands of the
position.

FUNDING: The Database Technician - Special Education will be placed on range 40

of the Classified Part-Time Hourly Schedule and will be funded from the
Special Education budget. The budgetary impact will be approximately
$25,027.

RECOMMENDATION: Recommend the Board adopt the job description for Database
Technician - Special Education, as presented, effective January 19,
2023.
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Adopted: TBD

ALTA LOMA SCHOOL DISTRICT
DATABASE TECHNICIAN - SPECIAL EDUCATION

DEFINITION

Under the direction of the Director of Special Education; plans, coordinates and performs activities
related to the support and operation of the Special Education Information Systems (SEIS) and
California Longitudinal Pupil Achievement Data System (CALPADS) integration. Audits, verifies, and
ensures accuracy of student records related to Individual Education Plans (IEPs) and related program
data, generates a variety of reports for use by the District and for reporting to State and Federal
agencies, provides support to staff regarding data entry related to Special Education, and coordinates
preschool assessments, in partnership with families, site staff and Inland Regional Center (IRC).

ESSENTIAL DUTIES

o Maintain a database of students enrolled in Special Education programs

e Export data between Student Information Systems (SIS) and Special Education Information
Systems (SEIS)

e  Monitor and audit SEIS, and site special education documentation for accuracy and data integrity

e Provide technical support to staff regarding SEIS and California Longitudinal Pupil Achievement
Data System (CALPADS)

o Collect, review, verify and submit special education information to the District and California
Department of Education (CDE) for certification

e Serve as a liaison for families, and other related agencies involved in the scheduling, coordination,
and planning of IEPs and assessment timelines

e Prepare assessment plans, meeting notices, and additional required documentation

o Verifies demographic information

e Respond to inquiries and provides information concerning program activities, policies, procedures,
and objectives in order to build partnerships

e Participate in collaborative meetings with site staff and agencies to provide information and

recommendations to the Special Education Team

Add, change and exit student information

Generate and analyze reports for teachers and administrators

Provide training and support for CALPADS requirements and updates

Initiate student referrals

Track County service providers for ALSD students

Maintain log of Private School service providers for ALSD students

Manage and coordinate translation requests

Provide a variety of clerical tasks, including typing, data entry, proofreading, and filing

Compile, prepare and maintain reports and summaries

Answer telephone inquiries

Perform a variety of data entry functions

Perform other duties as assigned

QUALIFICATIONS
Knowledge of:

Requirements, trends, methods and procedures pertaining to Student Information Systems (SIS),
Special Education Information Systems (SEIS), and California Longitudinal Pupil Achievement Data
System (CALPADS)

DC 11/2022
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Adopted: TBD

ALTA LOMA SCHOOL DISTRICT
DATABASE TECHNICIAN - SPECIAL EDUCATION - page 2

Provisions of applicable Special Education laws and codes, including but not limited to, the education
code, California Government Code and other federal and state regulations and safety procedures;
English usage, spelling, grammar and punctuation;

Legal mandates, policies, regulations, and guidelines regarding special education related issues;
Information and data management, storage, and retrieval systems;

Basic computer skills and standard office software applications;

Research techniques and report writing;

Business telephone efiquette

Ability to:

Work with District and school personnel, community members and outside agencies in a pleasant and
cooperative manner;

Establish and maintain effective, cooperative and harmonious working relationships with employees,
employee organizations, public agencies and the public;

Provide excellent customer service and maintain confidentiality regarding sensitive information;

Use a high degree of initiative and judgment in problem solving;

Work independently with minimal direction;

Plan and organize work;

Meet demanding schedules and timelines;

Use good judgment in the application of District and school policies;

Demonstrate tact, diplomacy and good judgment;

Relate effectively with diverse staff, students and community members;

Follow District, state and federal rules, policies, regulations and laws;

Effectively and efficiently serve as an informational resource to District personnel;

Perform data research and prepare clear and concise management reports;

Communicate effectively in oral and written form;

Understand and carry out oral and written directions;

Establish and maintain cooperative working relationships;

EDUCATION AND EXPERIENCE
Any combination of experience and training that would likely provide the required knowledge and skill
is qualifying. A typical way to obtain the required knowledge and skill would be:

Education:

High School Diploma or General Education Diploma (GED)
Minimum thirty semester college units

Experience:
Tweo years of experience in Special Education and database management preferably in

a school district

DC 11/2022
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Adopted: TBD

ALTA LOMA SCHOOL DISTRICT
DATABASE TECHNICIAN - SPECIAL EDUCATION - page 3
SUMMARY OF PHYSICAL DEMANDS RATINGS

The following analysis entails an evaluation of the “Physical Demands” factors of the job as it exists.
This method provides a basis for permitting modification to fit the capabilities and needs of workers
with disabilities.

Rating Symbol Key:

NP = Not Present — Does not exist

O = Occasionally — Up to 1/3 of the time

F = Frequently — From 1/3 to 2/3 of the time
C = Constantly — 2/3 or more of the time

1, STRENGTH:

A. Standing 10%
Walking 10%
Sitting 80%
B. Lifting 0 25 Ibs.
Carrying F 25 Ihs.
Pushing o 10 Ibs.
Pulling o 10 1bs.
2. CLIMBING 0
BALANCING NP
3. STOOPING o
KNEELING o
CROUCHING o
CRAWLING NP
4. REACHING C
HANDLING o
FINGERING C
FEELING o
5. TALKING:
Ovrdinary C
Other o
HEARING:
Conversations C
Other Sounds o

DC 11/2022
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Adopted: TBD

ALTA LOMA SCHOOL DISTRICT

DATABASE TECHNICIAN - SPECIAL EDUCATION - page 4

6.

SEEING

Acuity, Near
Acuity, Far
Depth Perception
Accommodation
Color Vision
Field of Vision

P

QZ2AQCQN

PHYSICAL DEMANDS RATING SUMMARY: Medium Work: 2 3 (4) (5) (6) (DOL Physical
Demand Categories 1 to 6 are very significant to the customary performance of the job if contained
in parentheses).

PHYSICAL DEMAND COMMENTS: Examples of sitting are computer work, reconciliation;
lifting/carrying/pushing/pulling are supplies, reams of paper, cart, desk drawer;
reaching/handling/fingering ave reports, telephone, computer keyboard, files; talking/hearing are
conversations with, staff and the general public in person and via telephone; seeing are computer
screen, bulletin board, reviewing reports and records.

SUMMARY OF ENVIRONMENTAL CONDITIONS RATINGS
The following analysis represents an evaluation of the surroundings in which the job is performed.
Environmental Conditions must by definition be specific and related to the job.

Key to Environmental Factors Rating:

NP = Not present in the job environment

S = Seldom — Under 5% of work day

0 = Occasionally — Up to 1/3 of the time

F = Frequently — From 1/3 to 2/3 of the time
C = Constantly — 2/3 or more time

1. ENVIRONMENT:
Inside 90%
Outside 10%

2. EXTREME COLD NP

3. EXTREME HEAT NP

4. WET/HUMID NP

5. NOISE 65 decibels
VIBRATION NP

Comments regarding “Noise” = General office conversation and equipment
DC 11/2022
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ALTA LOMA SCHOOL DISTRICT

DATABASE TECHNICIAN - SPECIAL EDUCATION - page 5

6. HAZARDS:
Mechanical S
Explosives NP
Electrical NP
Radiant Energy NP
Burns S
Other Hazard/s NP

Comments regarding “Mechanical Hazards” = Copier, opening boxes
Comments regarding “Burn Hazards” = Copier

7. ATMOSPHERIC CONDITIONS:

Fumes S

Mists NP

Odors S

Gasses NP

Dusts S

Poor Ventilation S

Other Atmospheric Hazards NP

Comments regarding “Fumes” = Copier

Comments regarding “Odors” = Copier

Comments regarding “Dust” = Paper

8. PROTECTIVE CLOTHING — DEVICES: Headsets available, gloves

9. E. C. SUMMARY: Inside Work: 2 3 4 5 (6) 7. Numbers encircled by () indicate significant
involvement of factors enumerated and rated above.

DC 11/2022
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SCHOOL DISTRICT Human Resources Memorandum

To: Dr. Sherry Smith, Superintendent
From@)l)onna Carlson, Assistant Superintendent, Human Resources
Date: January 18, 2023

Subject:  Job Description: Human Resources Technician - Senior

BACKGROUND: The Human Resources Department has experienced an increasing need
for support due to the changing and competitive employment climate
over the last several years. Hiring and retaining qualified certificated
and classified staff throughout the District continues to be a
challenging and demanding task. In addition, the need for continual
oversight of health and dental benefit programs, leaves of absence and
compliance with Workers’ Compensation and state education laws has
increased as well.

Second Reading

RATIONALE: The job description outlines the essential duties, qualifications and
physical demands of the Human Resources Technician - Senior position.

FUNDING: The Human Resources Technician - Senior will be placed on range 47 of
the Classified Benefitted Hourly Schedule and will be funded by the
general fund. The budgetary impact will be approximately $90,900,
however, due to the departmental restructuring of roles and
responsibilities, this new position will result in a cost savings for the
District.

RECOMMENDATION: Recommend the Board adopt the job description for Human Resources
Technician - Senior, as presented, with a retroactive effective date of
January 3, 2023.
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ALTA LOMA SCHOOL DISTRICT

HUMAN RESOURCES TECHNICIAN - SENIOR

DEFINITION

Under the direction of the Assistant Superintendent of Human Resources, the Human Resources
Technician - Senior performs a wide variety of responsible analytical and technical duties relating to
all aspects of District personnel. This position has both administrative and strategic responsibilities,
and will help with important functions such as staffing, training and development, and compensation
and benefits. Under general supervision, this position will also research, develop and maintain
statistics, interpret policies, procedures and collective bargaining agreements, coordinate recruitment
and selection efforts and monitor personnel transactions.

ESSENTIAL DUTIES.

Assist in the planning, organization, recommendation and administration of the District’s
programs for workers’ compensation and employee health benefits

e Coordinate District insurance programs with representatives of insurance carriers and
California Schools JPA

® Review and evaluate all District contracts and proposed insurance language for District
insurance requirements and compliance

o Analyze, oversee, and maintain the Modified Return to Work Program Jor workers’
compensation

e Represent the District, when assigned, at meetings with representatives from a variety of public
agencies and insurance companies

e Perform a variety of functions regarding employee fringe benefit program, including program
orientation, enrollment, claims processing, billing and other related matters

o Assure COBRA notification and compliance with federal law

e Explain legal and program requirements of insurance policies

e Assist employees in the preparation of benefit enrollment applications and in the completion of
other employee benefits materials

e May assist in the planning, organization, and conducting of personnel ovientations and
in-service training programs including health benefits open enrollment.

e Receive, process, and maintain a variety of records and files regarding the illness or on the job
injury of employees.

e Provide information and assist employees concerning workers’ compensation and health
benefits claim procedures.

o Prepare and distribute correspondence relative to District insurance concerns and issues.

o Serve as a liaison to the workers’ compensation and health benefits third party administrator.

e Research trends, laws and regulations for the purpose of communicating with District
administrators, vendors and employees

e Participate in development of HR objectives and systems, including data analysis, queries, and
generating ongoing reports.

e Assist in administering health and welfare benefits, compensation, leaves of absence and
employee performance programs.

e Suggest new procedures and policies for improving employee experience as well as the
efficiency of the HR department.

e Ensure compliance with state and federal regulations and applicable employment laws, and
update policies and procedures as necessary.

e Remain current regarding HR issues, trends, best practices, and research.
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ALTA LOMA SCHOOL DISTRICT

HUMAN RESOURCES TECHNICIAN - SENIOR - Page 2, continued

Assist with paperwork and schedules for smooth new-hire onboarding process, coordinating
with departments to deliver an exceptional first-day experience

Provide a dedicated and effective HR advisory service to employees that covers absence and
health issues, conduct and capability, grievances, organizational change, and all other
employee-relations matters

Assist in the communication, interpretation, and upkeep of employee handbook, employee
directory, and organizational chart, and contribute to policy development

Implement a comprehensive program of recruitment, selection and appointment process for
District vacancies

Generate, monitor, review for accuracy and approve Personnel Action Requests (PARs)

Plan and execute employee selection processes

Assist with screening employment applications

Initiate and prepare necessary forms, applications and letters in support of employment
requirements and conditions

Represent HR Personnel Services on interview panels

Review and/or draft interview questions ensuring legal compliance with all applicable
guidelines

Review and process reference checks and recommendation forms for approval

Assure that the employment functions comply with Equal Employment Opportunity (EEQ)
guidelines, Education Code, District policies and regulations

Help recruit for and fill extra-duty and/or stipend vacancies

Draft, review and edit job descriptions as new positions are created and existing positions
evolve

Assist in the development or modification of personnel policies, board policies, administrative
regulations and procedures

Devise and implement procedures to monitor and determine longevity

Maintain and update seniovity lists

Monitor layoff/rehire rights

Generate and post certificated and classified correspondence

Receive and process staff transfer request forms

Assist with the planning of new employee trainings

Interpret District rules, federal and state laws and Education Code guidelines

Gather, assemble, tabulate and prepare statistical data for analysis

Maintain complete and accurate personnel files and records

Solve routine or repetitive problems without assistance

Maintain confidentiality of privileged information

Respond to inquiries where judgment, knowledge and interpretations of negotiations,
personnel policies and regulations are necessary

Compose, interpret, edit and distribute in-District publications initiated by and related to HR
Organize and direct the work of others as needed

Understand and follow written and oral direction

Establish and maintain cooperative relationships with management, other employees and
persons contacted through the course of work

Participate in District in-service training as required

Performs related duties as vequired.

DC 12/2022
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ALTA LOMA SCHOOL DISTRICT
HUMAN RESOURCES TECHNICIAN - SENIOR - Page 3, continued

QUALIFICATIONS

Knowledge of:

Principles, trends, methods and procedures pertaining to insurance programs, workers’ compensation,
employee benefits programs and Human Resources

Provisions of applicable laws and codes, including but not limited to, the education code, California
Government Code and other federal and state regulations and safety procedures

English usage, spelling, grammar and punctuation

Practices and trends pertaining to workers’ compensation, and health benefits insurance program
matters,

Legal mandates, policies, regulations, and guidelines regarding Human Resources related issues;
Educational organization operating practices and procedures;

Information and data management, storage, and retrieval systems.

Basic computer skills and standard office software applications

Research techniques and report writing

Basic math, including calculations using fractions, percentages, and/or ratios

Business telephone etiquette

DESIRED QUALIFICATIONS

Work with District and school personnel, community members and outside agencies in a pleasant and
cooperative manner

Negotiate and deal effectively with insurance representatives, medical personnel, insurance agents, and
others

Establish and maintain effective, cooperative and harmonious working relationships with employees,
employee organizations, public agencies, health care providers and the public

Provide excellent customer service and maintain confidentiality regarding sensitive information
Coordinate the District’s benefits programs, including workers’ compensation, health, and medical
plans

Use a high degree of initiative and judgment in problem solving

Work independently with minimal direction

Plan and organize work

Meet demanding schedules and timelines

Use good judgment in the application of District and school policies

Demonstrate tact, diplomacy and good judgment

Relate effectively with diverse staff, students and community members

Follow District, state and federal rules, policies, regulations and laws

Effectively and efficiently serve as an informational resource to District personnel

Understand legal mandates, policies, regulations, and guidelines pertaining to personnel related
matters

Perform data research and prepare clear and concise management reports

Communicate effectively in oral and written form

Understand and carry out oral and written directions;

Establish and maintain cooperative working relationships.

Possession of a valid and appropriate California driver's license; have minimum required insurance
coverage as mandated by the state of California for operation of a vehicle

DC 12/2022
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ALTA LOMA SCHOOL DISTRICT

HUMAN RESOURCES TECHNICIAN - SENIOR, page 4, continued

EXPERIENCE, EDUCATION AND LICENSES
Any combination of experience and training that would likely provide the required knowledge and skill
is qualifying. A typical way to obtain the required knowledge and skill would be:

Education: .

High School Diploma or General Education Diploma (GED)

Minimum thirty semester college units

Bachelor’s Degree for an Accredited Institution is highly desirable

Supplementary advanced training and courses in Human Resources, Personnel, Business
Administration or related work

Experience:
Two years of experience in risk management and employee benefits, preferably in a school

district, supplemented by coursework, training or workshops in safety, employee benefits, or
related fields

SUMMARY OF PHYSICAL DEMANDS RATINGS

The following analysis entails an evaluation of the “Physical Demands” faciors of the job as it exists.
This method provides a basis for permitting modification fto fit the capabilities and needs of workers
with disabilities.

Rating Symbol Key:
NP = Not Present — Does not exist
O = Occasionally — Up to 1/3 of the time
F = Frequently — From 1/3 to 2/3 of the time
C = Constantly — 2/3 or more of the time

1. STRENGTH:

A. Standing 10%
Walking 10%
Sitting 30%
B. Lifting o 25 Ibs.
Carrying F 25 Ibs.
Pushing 4 10 Ibs.
Pulling o 10 Ibs.
2. CLIMBING o
BALANCING NP
3. STOOPING o
KNEELING o
CROUCHING 4
CRAWLING NP
DC 12/2022
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HUMAN RESOURCES TECHNICIAN - SENIOR ~ Page 5, continued

4. REACHING
HANDLING
FINGERING
FEELING

QSO0 N

5. TALKING:
Ordinary
Other

QN0

HEARING:
Conversations
Other Sounds

o N

6. SEEING
Acuity, Near
Acuity, Far
Depth Perception
Accommodation
Color Vision
Field of Vision

P

Q2Z2A0QN

7. PHYSICAL DEMANDS RATING SUMMARY: Medium Work: 2 3 (4) (5) (6) (DOL Physical
Demand Categories 1 to 6 are very significant to the customary performance of the job if contained
in parentheses).

8. PHYSICAL DEMAND COMMENTS: Examples of sitting are computer work, reconciliation;
lifting/carrying/pushing/pulling are supplies, reams of paper, cart, desk drawer;
reaching/handling/fingering are reports, telephone, computer keyboard, files; talking/hearing are
conversations with, staff and the general public in person and via telephone; seeing are computer
screen, bulletin board, reviewing reports and records.

SUMMARY OF ENVIRONMENTAL CONDITIONS RATINGS
The following analysis represents an evaluation of the surroundings in which the job is performed.
Environmental Conditions must by definition be specific and related to the job.

Key to Environmental Factors Rating:
NP = Not present in the job environment
S = Seldom — Under 5% of work day
O = Occasionally — Up to 1/3 of the time
F = Frequently — From 1/3 to 2/3 of the time
C = Constantly — 2/3 or more time

1. ENVIRONMENT:

Inside 90% Outside 10%
2. EXTREME COLD NP
DC 12/2022
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HUMAN RESOURCES TECHNICIAN - SENIOR - Page 6, continued

3. EXTREME HEAT NP
4. WET/HUMID NP
5. NOISE 65 decibels
VIBRATION NP
Comments regarding “Noise” = General office conversation and equipment
6. HAZARDS:
Mechanical S
Explosives NP
Electrical NP
Radiant Energy NP
Burns S
Other Hazard/s NP

Comments regarding “Mechanical Hazards” = Copier, opening boxes
Comments regarding “Burn Hazards” = Copier

7. ATMOSPHERIC CONDITIONS:

Fumes S
Mists NP
Odors S
Gasses NP
Dusts Y
Poor Ventilation AY
Other Atmospheric Hazards NP

Comments regarding “Fumes” = Copier

Comments regarding “Odors” = Copier

Comments regarding “Dust” = Paper

8. PROTECTIVE CLOTHING — DEVICES: Headsets available, gloves

9. E. C SUMMARY- Inside Work: 2 3 4 5 (6) 7. Numbers encircled by () indicate significant
involvement of factors enumerated and rated above.

DC 1272022
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Alta Loma
SCHOOL DISTRICT Human Resources Memorandum

To: Dr. Sherry Smith, Superintendent
From:@ Donna Carlson, Assistant Superintendent, Human Resources
Date: January 18, 2023

Subject:  Job Description: Director of Special Education

BACKGROUND: To clarify and ensure appropriate alignment of duties with the current
responsibilities of the Director of Special Education, the job
description for this position is being amended to update aspects of this
role.

Second Reading

RATIONALE: The amended job description for Director of Special Education outlines
the updates and changes in the essential responsibilities for this position.

FUNDING: There is no fiscal impact.

RECOMMENDATION: Recommend the Board amend the job description for the Director of
Special Education, as presented.
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Adopted: March 17, 2004
Amended: October 7, 2009
Amended: August 9, 2017

ALTA LOMA SCHOOL DISTRICT
DIRECTOR; OF SPECIAL EDUCATIONAUPH-SERVICES — Page 2
QUALIFICATIONS

Skills to:
Effectively and efficiently plan, manage, and direct the District’s Special Education and-Pupil-Serviees
functions and activities.

Knowledge of:
State and Federal legislation pertaining to special education; Section 504;

Principles, methods, techniques, and strategies of modern organization, management, and supervision;
Principles, methods, strategies, and techniques related to a comprehensive guidance and psychological
service program;

State and Federal mandates regarding timelines and criteria for special education placement;

Tests used for evaluation of student performance;

Curriculum development and design.

Ability to:

Integrate use of computers into areas of responsibility;

Communicate effectively in oral and written form;

Establish and maintain effective organizational and community relationships;

Effectively work with site administrators;

Effectively work with staff members in various programs;

Organize and conduct workshops and professional development activities;

Understand and carry out oral and written directions with minimal accountability controls.

EXPERIENCE AND EDUCATION
Any combination of experience and training that would likely provide the required knowledge and skill is
qualifying. A typical way to obtain the required knowledge and skill would be:

Experience:
Minimum of four (4) years successful teaching experience in regular and special education

programs; Minimum of 3 years successful administrative experience, including experience in the

areas of special education and-pupil personnel;

Successful leadership experience in curriculum/program development and design (desirable);
Site Administration Experience (desirable);

Education:
Master’s degree is required

LICENSE AND CERTIFICATE REQUIREMENTS
Possession of valid California Teaching Credential;
Possession of valid California Administrative Credential;
Possession of Special Education Credential (desirable);
Pupil Personnel Services Credential (desirable);
Criminal Justice Fingerprint Clearance.

jem 7/28/17
tlc 11/18/22

90



Adopted: March 17, 2004
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Amended: August 9, 2017

ALTA LOMA SCHOOL DISTRICT
DIRECTOR; OF SPECIAL EDUCATIONAPUPIL-SERVICES — Page 3

SUMMARY OF PHYSICAL DEMANDS RATINGS
The following analysis entails an evaluation of the “Physical Demands” factors of the job as it exists.
This method provides a basis for permitting modification to fit the capabilities and needs of workers with
disabilities.
Rating Symbol Key:
NP = Not Present - Does not exist
O = Occasionally - Up to 1/3 of the time
F = Frequently - From 1/3 to 2/3 of the time
C = Constantly - 2/3 or more of the time
1. STRENGTH:
A. Standing 25%
Walking 25%
Sitting 50%

B. Lifting 0O 25 1bs.
Carrying 25 1bs.
Pushing 10 Ibs.
Pulling 10 Ibs.

2. CLIMBING
BALANCING

Mo 000

3. STOOPING
KNEELING
CROUCHING
CRAWLING

£°%°

4. REACHING
HANDLING
FINGERING
FEELING

oOOn

5. TALKING:
Ordinary
Other
HEARING:
Conversations
Other Sounds

o0

QO

6. SEEING:
Acuity, Near
Acuity, Far
Depth Perception
Accommodation

jem 7/28/17
tlc 11/18/22
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ALTA LOMA SCHOOL DISTRICT
DIRECTOR; OF SPECIAL EDUCATIONAUPH-SERVICES — Page 4

Color Viston 0]
Field of Vision NP

PHYSICAL DEMANDS RATING SUMMARY: Light Work: (2) 3 (4) (5) (6)
(DOL Physical Demand Categories 1 to 6 are very significant to the customary performance of the job if
contained in parenthesis).

PHYSICAL DEMAND COMMENTS: Examples of sitting for extended periods are meetings, computer
use; reaching/handling/fingering are manipulating papers and materials, using computer; ordinary
talking/hearing are participating in verbal interactions; visual acuity/depth perception/visual
accommodation are driving vehicle to and from meetings, preparing and using written, typed or overhead
transparency materials.
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Alta Loma
SCHOOL DISTRICT Human Resources Memorandum

To: Dr. Sherry Smith, Superintendent
From:@)Donna Carlson, Assistant Superintendent, Human Resources
Date: January 18, 2023

Subject:  Job Description: Child Nutrition Elementary Lead

BACKGROUND: The Child Nutrition Department has experienced a significant increase

in additional duties with the movement to California Universal Meals.
As a result of this increase of duties the Child Nutrition Elementary
Lead position has become more demanding, resulting in the need for
the job description to be amended and reclassified to ensure
appropriate alignment of duties with the current role.

Second Reading

RATIONALE: The amended and reclassified job description outlines and clarifies the
essential duties, qualifications and physical demands of the position of
Child Nutrition Elementary Lead.

FUNDING: Due to the increased demands of this position, as well as to assist in
the recruitment of future and retention of current employees, the
District recommends movement from range 25 to range 30 on the
Classified Benefitted Hourly Schedule, retroactive to July 1, 2022. The
budgetary impact is approximately $26,460.

RECOMMENDATION:  Recommend the Board amend and reclassify the job description for
Child Nutrition Elementary Lead, as presented, with movement from

range 25 to range 30 on the Classified Benefitted Hourly Schedule
with a retroactive effective date of July 1, 2022.
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Adopted May 19, 1999
Amended: November 5, 2008
Amended: October 3, 2018

ALTA LOMA SCHOOQOL DISTRICT
CHILD NUTRITION ELEMENTARY LEAD

DEFINITION

Under-general-supervision, Under the supervision of the Child Nutrition Department, to organize and
coordinate the operatlon of a school cafeteria; to perform skilled functions in the preparation, cooking,
and baking of a—va cats—ves es;—desse Jfoods; to requisition,
receive, and store foodsfe&ﬁ?s and supplies; to mamtaln a variety of records and prepare reports; and-te-do
to perfornt other related work as required.

ESSENTIAL DUTIES
] Plan, sclzedule, Lead and part1c1pate 1n the preparatlon cookmg, and baklng of a variety of meat-and
3 - foods in accordance with

prescrlbed menus and establlshed pr ocedures

¢ Lead and participate in the serving of foods-

e Plan and prepare employee work schedules-

o  Follow department standard operating procedures

e Collect monies and prepare cash receipts and bank deposits:

e Maintain a variety of files-and records pertaining to the food service facility operation and prepare
written and computer-generated reports as required

o  Participate in state and federal audits

¢ Inventory and requisition foodstuffs and supplies-

¢ Ensure rotation of stock and FIFO (First In, First Out) procedures

* Receive, inspect, and confirm the quantity and quality of items food and supplies delivered-

* Review-quality-and Lead and participate in portion control, and the wrapping, arranging, and storage
of food to ensure the efficient use of foodstuffs and supplies.

o Conduct Assistin the orientation and #-serviee training of food service personnel-

¢ Maintain the food service facility and equipment in a clean, safe, and sanitary conditions

e  Follow up and resolve all environmental health inspection recommendations

e Provide technical input into the performance appraisat evaluation of food service workers-

»  Maya Assist in with the planning and preparation of banguets-and catering type-meals—Service

e Assist with and respond to refrigeration monitoring alerts, electrical outages and disasters that
may impact meal preparation and proper food storage

e Follow dietary recommendations for students with food allergies and special dietary needs as
provided by their medical authority

o Train staff to safely assist with meal preparation and service for students with food allergies and
special dietary needs

*  Maintain a positive atmosphere for students and staff

© Establish and maintain cooperative relationships with management, other employees and persons
contacted through the course of work

e  Maintain a high level of ethical behavior and confidentiality of information about students and

staff

s Participate in District in-service training as required
o Perform other duties as required

tc 12/05/22
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Adopted May 19, 1999
Amended: November 5, 2008
Amended: October 3,2018

ALTA LOMA SCHOOL DISTRICT
CHILD NUTRITION ELEMENTARY LEAD - Page 2

QUALIFICATIONS

Knowledge of:
Methods, procedures, and techniques for preparing, cooking, baking, and serving foeds in large

quantities;

Forecasting meal participation for purchasing and preparation;

Sanitation and safety practices and procedures;

Standard food service terminology, eafeteria appliances and equipment;

Menu planning, nutrition, and National School Lunch pregram Program requirements;

Basic arithmetic, record keeping, money handling, and banking procedures;

Methods and eperational procedures for requisitioning, receiving, and storing of foodstuffs and supplies;
Methods and techniques of personnel organization and supervision;

Safe working methods and procedures.

Ability to:

food;

Effectively organize, schedule, and lead food service personnel;

Analyze and determine foodstaffs, supplies, and materials requirements;

Effectively and efficiently perform a variety of data entry functions using computers;

A = = LU ara e A _ran A on a1ty et
- ct ot

Count money, make change, operate a cash register, and keep required records;
Operate a variety of food processing equipment;

Perform simple arithmetical calculations and maintain complete and accurate records;
Compile data and prepare clear and concise reports;

Understand and carry out oral and written directions;

Establish and maintain cooperative working relationships-;

Use good judgement in the application of District and school policies;
Accept change positively and support new ideas and methodologies;

Relate effectively with diverse staff, students and community members;
Maintain consistent, regular and punctual attendance;

Follow District, state and federal rules, policies, regulations and laws;

Meet demanding timelines and schedules;

Werk effectively as a member of a team.

EXPERIENCE AND EDUCATION
Any combination of experience and training that would likely provide the required knowledge and skill is
qualifying. A typical way to obtain the required knowledge and skill would be:
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ALTA LOMA SCHOOL DISTRICT

CHILD NUTRITION ELEMENTARY LEAD - Page 3

Experience:
Two years of experience in quantity food preparation, service and facility maintenance in a
commercial, institutional, or school food service setting.

Education;
Equivalent to the completion of the twelfth grade, supplemented by training or coursework in

nutrition, quantity food preparation, menu planning, safety, sanitation, or other closely related
areas.

CERTIFICATE REQUIREMENT
Possession of a Food Handlers Certificate issued by the San Bernardino County Health Department.
Possession of a valid California driver’s license and evidence of insurability.

Possession of a ServSafe Certificate issued by the State of California is desirable at time of application.
If not in possession, within the first six months of employment, probationary employee must take the
training, pass the test and obtain ServSafe certification.

SUMMARY OF PHYSICAL DEMANDS RATINGS
The following analysis entails an evaluation of the “Physical Demands” factors of the job as it exists.
This method provides a basis for permitting modification to fit the capabilities and needs of workers with
disabilities.
Rating Symbol Key:
NP = Not Present — Does not exist
O = Occasionally — Up to 1/3 of the time
F =Frequently — From 1/3 to 2/3 of the time
C = Constantly — 2/3 or more of the time

1. STRENGTH:

A. Standing 40%
Walking 45%
Sifting 15%

B. Lifting F 40 lbs.
Carrying F 40 lbs.
Pushing C 40 ibs.
Pulling C 40 1bs.

2. CLIMBING )

BALANCING O

3. STOOPING O

KNEELING O

CROUCHING O

CRAWLING NP
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ALTA LOMA SCHOOL DISTRICT
CHILD NUTRITION ELEMENTARY LEAD — Page 4
4. REACHING

HANDLING

FINGERING
FEELING

co0On

5. TALKING:
Ordinary
Other
HEARING:
Conversations
Other Sounds

OGN

o0

6. SEEING
Acuity, Near
Acuity, Far
Depth Perception
Accommodation
Color Vision
Field of Vision

O%O%’TJO

7. PHYSICAL DEMANDS RATING SUMMARY: Medium Work: 2 3 (4) (5) (6) (DOL Physical
Demand Categories 1 to 6 are very significant to the customary performance of the job if contained
in parentheses).

8. PHYSICAL DEMAND COMMENTS: Long periods of standing, standing on cement floors.
Examples of lifting/carrying/pushing/pulling are #10 cans, trays, carts, hand trucks;
reaching/handling are stocking supplies, chopping tomatoes; talking and hearing are normal
conversations; visual acuity is monitoring kitchen and students.

SUMMARY OF ENVIRONMENTAL CONDITIONS RATINGS
The following analysis represents an evaluation of the surroundings in which the job is performed.
Environmental € conditions must by definition be specific and related to the job.

Key to Environmental Factors Rating:
NP = Not present in the job environment
S = Seldom — Under 5% of work day
O = Occasionally — Up to 1/3 of the time
F = Frequently — From 1/3 to 2/3 of the time
C = Constantly — 2/3 or more time

1. ENVIRONMENT:
Inside 100% Outside 0%
Comments regarding “Inside/Outside work site location” = Primary activity of job performed inside
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ALTA LOMA SCHOOL DISTRICT
CHILD NUTRITION ELEMENTARY LEAD —Page 5

2. EXTREME COLD S
Comments regarding “Extreme Cold” = Refrigeration units

3. EXTREME HEAT S
Comments regarding “Extreme Heat” = Stoves, ovens, fryers

4. WET/HUMID S
5. NOISE 80 decibels
VIBRATION NP
Comments regarding “Noise” = Normal working conditions.
6. HAZARDS:
Mechanical O
Explosives NP
Electrical S
Radiant Energy NP
Burns S
Other Hazard/s 0

Comments regarding ‘“Mechanical Hazards” = Mixer, slicer

Comments regarding “Electrical Hazards” = Electrical Appliances
Comments regarding “Burn Hazards” = Oven, steam tables

Comments regarding “Other Hazardous Conditions” = Wet surfaces on floor

7. ATMOSPHERIC CONDITIONS:
Fumes
Mists
Odors
Gases
Dusts
Poor Ventilation
Other Atmospheric Hazards
Comments regarding “Fume Exposure” = Solvents, ovens
Comments regarding “Odor Exposure” = Oven cleaners, bleach, cleaner
Comments regarding “Dust Exposure” = Flour, pollen
Comments regarding “Poor Ventilation Conditions” = Not a problem if window is open, or fan is on.

5°Cgrg™

8. PROTECTIVE CLOTHING — DEVICES: Latex/mesh gloves, haimets, back braces, ax, fire
extinguisher, aprons, rubber mats

9. E.C.SUMMARY: Inside Work: (2) (3) (4) 5 (6) (7). Numbers encircled by () indicate significant
involvement of factors enumerated and rated above.
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Alta Loma

SCHOOL DISTRICT

Human Resources Memorandum

To: Dr. Sherry Smith, Superintendent

From: @Donna Carlson, Assistant Superintendent, Human Resources

Date: January 18, 2023

Subject: Job Description: Child Nutrition Junior High Lead

BACKGROUND:

RATIONALE:

FUNDING:

RECOMMENDATION:

The Child Nutrition Department has experienced a significant increase
in additional duties with the movement to California Universal Meals.
As a result of this increase of duties the Child Nutrition Junior High
Lead position has become more demanding, resulting in the need for
the job description to be amended and reclassified to ensure
appropriate alignment of duties with the current role.

Second Reading

The amended and reclassified job description outlines and clarifies the
essential duties, qualifications and physical demands of the position of
Child Nutrition Junior High Lead.

Due to the increased demands of this position, as well as to assist in
the recruitment of future and retention of current employees, the
District recommends movement from range 31 to range 35 on the
Classified Benefitted Hourly Schedule, retroactive to July 1, 2022. The
budgetary impact is approximately $5,206.

Recommend the Board amend and reclassify the job description for
Child Nutrition Junior High Lead, as presented, with movement from

range 31 to range 35 on the Classified Benefitted Hourly Schedule
with a retroactive effective date of July 1, 2022,
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Adopted: May 19, 1999
Amended: November 5, 2008
Amended: October 3, 2018

ALTA LOMA SCHOOL DISTRICT

CHILD NUTRITION JUNIOR HIGH LEAD

DEFINITION

Undergeneral-supervisionste Under the supervision of the Child Nutrition Department, to organize and
coordinate the operation of a junior high school cafeteria; to oversee and perform skilled functions in the
preparation, cooking, and baking of foods; te requisition, receive, and store foodstuffs and supplies; to
maintain a variety of records and prepare reports; and-te-de fo perform other related work as required.

ESSENTIAL DUTIES

e Plan, schedule, lead, and participate in the preparation, cooking, baking, and serving of a variety of
foods-in accordance with prescribed menus and established procedures

o Oversee sales and meal service at multiple selling locations

Make recommendations for optimal student traffic flow to minimize meal service wait times

Plan and develop employee work schedules- for preparation of multi-entrée meal service

Follow department standard operating procedures

Assist # with menu planning and adhere to predetermined—menus—Prescribed United States

Department of Agriculture and California Department of Education meal patterns and food

standards

¢ Maintain inventory and storeroom records-

e  Ensure rotation of stock and FIFO (First In, First Out) procedures

e Coordinate and review the collection and counting of cash and the preparation of cash receipts and
bank deposits-

o Participate in state and federal audits

» Requisition foodsteffs and supplies=

o Receive and distribute food and supplies for elementary kitchens

» Receive, inspect, and confirm the quantity and quality of feedstaffs-food and supplies delivered-

» Lead and participate in portion control, and the wrapping, arranging, and storage of foods to ensure
appropriate and efficient use of foodstuffs-and supplies-

e Maintain the food service facility in a clean, neat, safe, and sanitary condition-

o Follow up and resolve all environmental health inspection recommendations

¢ Conduct the orientation and in-serviee training of food service personnel:

¢ Provide technical input into the performance appraisal evaluation of food service workers:

¢ Maintain a variety of records pertaining to the food service facility operation and prepare written and
computer-generated reports as required-

e May a Assist in with the planning and preparation of banquetand catering type service-

o Assist with and respond to refrigeration monitoring alerts, electrical outages and disasters that
may impact meal preparation and proper food storage

e Follow dietary recommendations for students with food allergies and special dietary needs as
provided by their medical authority

o Train staff to safely assist with meal preparation and service for students with food allergies and
special dietary needs

e Maintain a positive atmosphere for students and staff

tc 12/05/22
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ALTA LOMA SCHOOL DISTRICT
CHILD NUTRITION JUNIOR HIGH LEAD - Page 2

o Establish and maintain cooperative relationships with management, other employees and persons
contacted through the course of work

e Maintain a high level of ethical behavior and confidentiality of information about students and
staff

o Participate in District in-service training as required.

o Perform other duties as required

QUALIFICATIONS

Knowledge of:

Methods, procedures, and techniques of preparing, cooking, baking, and serving foods in large quantities;
Forecasting meal participation for purchasing and preparation;

Recipe quantification and ingredient substitution;

Sanitation and safety practices and procedures;

Standard eafeteria food service terminology, appliances and equipment;

Menu planning, nutrition, and National School Lunch  Program requirements;

Basic record keeping, money handling, and banking procedures;

Methods and operational procedures for requisitioning, receiving, and storing foodstuffs-and supplies;
Methods and techniques of personnel organization and supervisions;

Safe working methods and procedures

Ability to:
Effectively and efficiently prepare and serve large quantities of nutritionally sound and attractive food;

Analyze and determine foodstuffs, supplies, and materials requirements;

Effectively organize, schedule, and supervise lead food service personnel;
Effectively and efficiently perform a variety of data entry functions using computers;
Perform simple arithmetical calculations and maintain complete and accurate records;
Maintain simple records and files;

Compile data and prepare clear and concise reports;

Count money, make change, operate a cash register, and keep required records;
Operate a variety of food processing equipment;

Understand and carry out oral and written directions;

Establish and maintain cooperative working relationships-;

Use good judgement in the application of District and school policies;

Accept change positively and support new ideas and methodologies;

Relate effectively with diverse staff, students and community members;

Maintain consistent, regular and punctual attendance;

Follow District, state and federal rules, policies, regulations and laws;

Meet demanding timelines and schedules;

Work effectively as a member of a team.

EXPERIENCE AND EDUCATION
Any combination of experience and training that would likely provide the required knowledge and skill is
qualifying. A typical way to obtain the required knowledge and skill would be:

tc 12/05/22
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Experience:
Three years of experience in quantity food preparation, service, and facility maintenance in a
commercial, institutional, or school food facility setting, including one year in a lead capacity.

Education:

Equivalent to the completion of the twelfth grade, supplemented by training or coursework in
nutrition, quantity food preparation, menu planning, safety, sanitation, or other closely related
areas.

CERTIFICATE REQUIREMENT
Possession of a Food Handlers Certificate issued by the San Bernardino County Health Department.
Possession of a valid California driver’s license and evidence of insurability.

Possession of a ServSafe Certificate issued by the State of California is desirable at time of application.
If not in possession, within the first six months of employment, probationary employee must take the
training, pass the test and obtain ServSafe certification.

SUMMARY OF PHYSICAL DEMANDS RATINGS
The following analysis entails an evaluation of the “Physical Demands” factors of the job as it exists.
This method provides a basis for permitting modification to fit the capabilities and needs of workers with
disabilities.
Rating Symbol Key:
NP = Not Present — Does not exist
O = Occasionally — Up to 1/3 of the time
F = Frequently — From 1/3 to 2/3 of the time
C = Constantly — 2/3 or more of the time

1. STRENGTH:

A. Standing 40%
Walking 45%
Sitting 15%

B. Lifting F 40 lbs.
Carrying F 40 Ibs.
Pushing C 40 lbs.
Pulling C 40 lbs.

2. CLIMBING 0

BALANCING 0

3. STOOPING 0O

KNEELING 0

CROUCHING 0

CRAWLING NP

tc 12/05/22
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4. REACHING

HANDLING

FINGERING
FEELING

coaan

5. TALKING:
Ordinary
Other
HEARING:
Conversations
Other Sounds

ON@!

(ON@!

6. SEEING
Acuity, Near
Acuity, Far
Depth Perception
Accommodation
Color Vision
Field of Vision

O%O%'TJO

7. PHYSICAL DEMANDS RATING SUMMARY: Medium Work: 2 3 (4) (5) (6) (DOL Physical
Demand Categories 1 to 6 are very significant to the customary performance of the job if contained
in parentheses).

8. PHYSICAL DEMAND COMMENTS: Long periods of standing, standing on cement floors.
Examples of lifting/carrying/pushing/pulling are #10 cans, trays, carts, hand trucks;
reaching/handling are stocking supplies, chopping tomatoes; talking and hearing are normal
conversations; visual acuity is monitoring kitchen and students.

SUMMARY OF ENVIRONMENTAL CONDITIONS RATINGS
The following analysis represents an evaluation of the surroundings in which the job is performed.
Environmental Conditions must by definition be specific and related to the job.

Key to Environmental Factors Rating:
NP = Not present in the job environment
S = Seldom — Under 5% of work day
O = Occasionally — Up to 1/3 of the time
F = Frequently — From 1/3 to 2/3 of the time
C = Constantly — 2/3 or more time

1. ENVIRONMENT:
Inside 100% Outside 0%
Comments regarding “Inside/Outside work site location” = Primary activity of job performed inside

tc 12/05/22
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2. EXTREME COLD S

Comments regarding “Extreme Cold” = Refrigeration units

3. EXTREME HEAT S

Comments regarding “Extreme Heat” = Stoves, ovens, fryers

4. WET/HUMID S

5. NOISE 80 decibels
VIBRATION NP

Comments regarding ‘“Noise” = Normal working conditions

6. HAZARDS:
Mechanical
Explosives
Electrical
Radiant Energy
Burns
Other Hazard/s

Comments regarding ‘“Mechanical Hazards™ = Mixer, slicer

oCwzwzO

Comments regarding “Flectrical Hazards” = Electrical appliances

Comments regarding “Burn Hazards” = Oven, steam tables

Comments regarding “Other Hazardous Conditions” = Wet surfaces on floor

7. ATMOSPHERIC CONDITIONS:

Fumes

Mists

Odors

Gasses

Dusts

Poor Ventilation

Other Atmospheric Hazards
Comments regarding “Fume Exposure” = Solvents, ovens

goog g™

Comments regarding “Odor Exposure” = Oven cleaners, bleach, cleaner

Comments regarding “Dust Exposure” = Flour, pollen

Adopted: May 19, 1999
Amended: November 5, 2008
Amended: October 3, 2018

Comments regarding “Poor Ventilation Conditions” = Not a problem if window is open, or fan is on.

8. PROTECTIVE CLOTHING — DEVICES: Latex/mesh gloves, hairnets, back braces, ax, fire

extinguisher, aprons, rubber mats

9. E.C.SUMMARY: Inside Work: (2) (3) (4) 5 (6) (7). Numbers encircled by () indicate significant

involvement of factors enumerated and rated above.
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Alta Lma

SCHOOL DISTRICT Human Resources Memorandum
To: Dr. Sherry Smith, Superintendent
From: onna Carlson, Assistant Superintendent, Human Resources

Date: January 18, 2023

Subject:  Job Description: Human Resources Secretary

BACKGROUND: The Human Resources Department has experienced a significant

increase in additional duties due to the current employment climate in
California. As a result of this increase of duties, the Human Resources
Secretary position has become more demanding, resulting in the need
for the job description to be amended and reclassified to ensure
appropriate alignment of duties within the current role.

Second Reading

RATIONALE: The amended job description outlines and clarifies the essential duties,
qualifications and physical demands of the position of Human Resources
Secretary

FUNDING: Due to the increased demands of this position, the District
recommends movement from range 36 to range 38 on the Classified
Benefitted Hourly Schedule, retroactive to July 1, 2022, The budgetary
impact is approximately $1,540.

RECOMMENDATION: Recommend the Board amend and reclassify the job description for the
Human Resources Secretary, as presented, with movement from range
36 to range 38 on the Classified Benefitted Hourly Schedule and with
a retroactive effective date of July 1, 2022.
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ALTA LOMA SCHOOL DISTRICT

HUMAN RESOURCES SECRETARY

DEFINITION

Under general the supervision of the Assistant Superintendent of Human Resources, this
position te performs a variety of advanced human resources services, transactions and related
clerical functions; to type, input computer data, process employees, organize and monitor
annual notifications and handbooks, oversee substitute teacher placement, and maintain
human resources records and files-and-complete-otherrelated-weork-asrequired. This position
assists with technical skills within the Human Resources Department; including research,
develop and maintain statistics, assist with coordinating recruitment and selection efforts and
monitor personnel transactions; and complete other related work as required.

ESSENTIAL DUTIES

Maintain personnel records

Maintain and develop new electronic and hardcopy files as needed

Answer the telephone and initiate outgoing calls

Assist office visitors by making telephone inquiries, by answering questions pertaining to
routine policies, regulations, and operational procedures, or by referring those making
inquiries to appropriate departments

Organize substitute staff lists, coordinate and arrange for substitutes as needed,
administer staff absence management system

Assist employees with questions, picture identification cards, annual intent to return
forms

Compile information and prepare reports and calendars as required

Review records, reports, and data for accuracy, completeness, and compliance with
standardized procedures

Input data for a computerized record management, storage, and retrieval system, and
utilize the output reports in the normal operations of the office

Assist supervisors by following up on administrative or clerical detail, which may include
contact with members of the educational community

Coordinate, assign and manage databases to track employees’ required trainings
Maintain appropriate documentation of employment mandates, such as TB clearances
and immunizations, and CPR/First Aid certifications

Coordinate and organize STRS and PERS retirement workshops

Process purchase orders and payment requests of department

Respond to County Unemployment Insurance office documentation requests

Process, monitor and track fingerprint inquires though the Department of Justice
Assist with the preparation and coordination of interview panels

Represent Human Resources on interview panels

Administer appropriate written and oral pre-employment testing materials for
applicants and score, rank and interpret results to determine eligibility to remain in
recruitment process

Maintenance of files and gather materials for interview packets

12/2022 DC
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HUMAN RESOURCES SECRETARY - Page 2

Input new employees into the EPICS system

Enter employee adjustments and changes into EPICS as needed

Generate and post annual certificated and classified correspondence

Assist with the planning of new employee trainings

Solve routine or repetitive problems without assistance

Maintain confidentiality of privileged information

Respond to inquiries where judgment, knowledge and interpretations of policies and

regulations are necessary

Understand and follow written and oral direction

o Establish and maintain cooperative relationships with management, other employees
and persons contacted through the course of work

e Participate in District in-service training as required

e Perform other related duties as required

QUALIFICATIONS

Knowledge of:

Functions of the Human Resources Department including employment requirements, salary
and position control;

Applicable sections of State Education Code;

Current Human Resource policies, procedures, trends and information sources;
Federal, state and local laws and regulations dealing with personnel;

Standard office practices, procedures and techniques and equipment;

Modern office practices, procedures, and techniques;

Proper English usage, spelling, grammar, and arithmetic;

Standard office machines and equipment;

Personnel practices and procedures.

Ability to:

Maintain records and files pertaining to a variety of personnel activities;

Maintain the security of confidential information;

Establish and maintain data management, storage, and retrieval systems;

Perform secretarial and clerical functions of average to above average difficulty with speed and
accuracy;

Type or keyboard at a net corrected speed of 50 words per minute;

Prepare accurate statistical summaries and reports independently;

Perform responsible, technical duties requiring independent judgment, initiative and
procedural accuracy;

Establish and maintain cooperative working relationships;

Use good judgment in the application of District and school policies;

Function in situations requiring tact, diplomacy, and discretion;
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Demonstrate competency in the use of a variety of computer programs such as word processing,
data entry, database, and spreadsheets.

ALTA LOMA SCHOOL DISTRICT

HUMAN RESOURCES SECRETARY - Page 3

EXPERIENCE AND EDUCATION
Any combination of experience that would likely provide the required knowledge and skills.
A typical way to obtain the required knowledge and skills would be:

Experience
Three years of experience in clerical work, preferably including experience in a human resource

or school site office.

Education
Equivalent to completion of the twelfth grade, including or supplemented by courses in clerical
skills and equipment operation.

SUMMARY OF PHYSICAL DEMANDS RATINGS
The following analysis entails an evaluation of the “Physical Demands™ factors of the job as it exists.
This method provides a basis for permitting modification to fit the capabilities and needs of workers with
disabilities.
Rating Symbol Key:
NP = Not Present — Does not exist
O = Occasionally — Up to 1/3 of the time
F = Frequently — From 1/3 to 2/3 of the time
C = Constantly — 2/3 or more of the time

1. STRENGTH:
A. Standing 10%
Walking 10%
Sitting 80%

25 Ibs.
25 1bs.
10 1bs.
10 1bs.

B. Lifting
Carrying
Pushing
Pulling

2. CLIMBING
BALANCING

%O CO™O

3. STOOPING
KNEELING
CROUCHING
CRAWLING

ZO0OO0

o~}

4, REACHING
HANDLING
FINGERING

12/2022 DC
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FEELING 6]

ALTA LOMA SCHOOL DISTRICT
HUMAN RESOURCES SECRETARY - Page 4

5. TALKING:
Ordinary
Other
HEARING:
Conversations
Other Sounds

o0 00

6. SEEING
Acuity, Near
Acuity, Far
Depth Perception
Accommodation
Color Vision
Field of Vision

O%OOOO

7. PHYSICAL DEMANDS RATING SUMMARY: Medium Work: 2 3 (4) (5) (6) (DOL Physical
Demand Categories 1 to 6 are very significant to the customary performance of the job if contained in
parentheses).

8. PHYSICAL DEMAND COMMENTS: Examples of lifting/carrying/pushing/pulling are supplies,
reams of paper, cart, desk drawer; reaching/handling/fingering are reports, telephone, computer
keyboard, files; talking/hearing are conversations with staff, general public in person and via
telephone; seeing are computer screen, reviewing reports and records.

SUMMARY OF ENVIRONMENTAL CONDITIONS RATINGS
The following analysis represents an evaluation of the surroundings in which the job is performed.
Environmental Conditions must by definition be specific and related to the job.

Key to Environmental Factors Rating:
NP = Not present in the job environment
S = Seldom — Under 5% of work day
O = Occasionally — Up to 1/3 of the time
F = Frequently — From 1/3 to 2/3 of the time
C = Constantly — 2/3 or more time

1. ENVIRONMENT:

Inside 90% Outside 10%
2. EXTREME COLD NP
3. EXTREME HEAT NP
4, WET/HUMID NP
12/2022 DC
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5. NOISE

VIBRATION

Comments regarding “Noise” = General office conversation and equipment
ALTA LOMA SCHOOL DISTRICT

HUMAN RESOURCES SECRETARY - Page 5

6.

HAZARDS:
Mechanical
Explosives
Electrical
Radiant Energy
Burns

Other Hazard/s

Comments regarding “Mechanical Hazards” = Copier, opening boxes

Comments regarding “Burn Hazards

7.

% —

Copier

ATMOSPHERIC CONDITIONS:
Fumes

Mists

Odors

Gases

Dusts

Poor Ventilation

Other Atmospheric Hazards

Comments regarding “Odors” = Copier
Comments regarding “Dust” = Paper

8.

PROTECTIVE CLOTHING - DEVICES: Headsets available, gloves

Amended: TBD

65 decibels
NP

SEBRRY

9. E.C.SUMMARY: Inside Work: 2 3 4 5 (6) 7. Numbers encircled by () indicate significant

involvement of factors enumerated and rated above.
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Alta Loma

SCHOOL DISTRICT

Human Resources Memorandum

To: Dr. Sherry Smith, Superintendent

From: @J Donna Carlson, Assistant Superintendent, Human Resources

Date: January 18, 2023

Subject:  Job Description: Database Technician

BACKGROUND:

RATIONALE:

FUNDING:

RECOMMENDATION:

The Database Technician position has experienced a significant
increase in additional responsibilities in the monitoring of student
information in the last several years. As a result, the Database
Technician job description is being amended and reclassified to
Database Management Specialist to ensure appropriate alignment of
duties with the current role.

Second Reading

The amended job description outlines and clarifies the essential duties,
qualifications and physical demands of the position of Database
Management Specialist.

Due to the amendment of the job description for this position, the
District recommends the Database Management Specialist be moved
from range 44 to range 50 on the Classified Benefitted Hourly
Schedule, retroactive to July 1, 2022. The budgetary impact is
approximately $6,579.

Recommend the Board amend and reclassify the job description of
Database Technician to Database Management Specialist, as presented,
with movement from range 44 to range 50 on the Classified Benefitted
Hourly Schedule with a retroactive effective date of July 1, 2022.
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ALTA LOMA SCHOOL DISTRICT
DATABASE FECHNICIAN MANAGEMENT SPECIALIST

DEFINITION

Under the supervision of the Associate Superintendent of Education Services Educational
Services—Department; the Database Management Specialist plans coordinates and performs
complex information processing and distribution tasks and analyzes the output of data
collection. This position requires specialized skills related to the development, maintenance,
activities-related-te-the support and operation of the District’s Student Information System (SIS)
and the California Longitudinal Pupil Achievement Data System (CALPADS). The incumbent
must possess expert knowledge of departmental procedures and database management. This
individual confers with administrators and staff to provide suppoﬂ documentation, training, data
extraction, reportmg to DlStI‘lCt staff and governmental agenc1es and performs related work as
assigned. T HEE ervice

ESSENTIAL DUTIES
s Provide technical support of the District’s Student Information System (SIS} application
and database

o Identify, analyze and resolve problems with administrative software, interacts effectively
with users to solve problems and advises on best practices for maintaining data

e Provide required information extracts to governmental and other outside agencies

¢ Establishment and enforcement of data entry standards

 Support the District-wide maintenance of student records to ensure compliance with
District standards and state and federal accountability measures.
Establishment, enforcement ad maintenance of security standards
Interpret state and federal mandates regardmg data

e Organize and compile disaggregated information for reports including but not limited
to CALPADS, Local Control Accountability Plan (LCAP) and California Assessment
of Student Performance and Progress (CAASPP)

¢ Communicate mandates to appropriate department personnel

« Data/export between SIS and secondary data systems
Export data to other formats for detailed analysis and specialized reporting

o Work independently on assigned projects, including research, documentation,
development, coordination and decision making to complete assigned projects

e Develop and/or assist with training programs with District Office departments
regarding maintenance of data fields required for local, state and federal
accountability and assessment

¢ Upload and maintain report card data, including attendance data
Participate in District mandated training and retraining programs

e Develop approaches to streamline processes and procedures to ensure data is reported
with speed and accuracy

¢ Certify District data reports to the State of California via CALPADS as needed
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DATABASE TECHNICIAN MANAGEMENT SPECIALIST ~ Page 2

e

Collaborate with teammates across the District to identify internal data sources,
validate and correct data inaccuracies

Design and layout reports to meet the needs of users and governmental agencies
Monitor database for accuracy and data integrity

Maintain knowledge of current state and governmental agencies reporting requirements
Alignment of all student data to California Department of Education (CDE) and
CALPADS standards and requirements

Maintain confidentiality of sensitive employee and student information

Provide user training and may travel to school sites in support of related duties

Provide training and information to office staff on the new policies related to state
reporting

Responsible for finding and correcting data anomalies with the SIS data gate and
certifying California Basic Educational Data System (CBEDS) or the successor system to
it, enrollment totals to be reported to the CDE

Manage the California Longitudinal Pupil Achievement Data System (CALPADS) with
existing SIS

May represent the District to state and local governmental agencies relative to CALPADS
and best practices

Troubleshoot problems in a timely and accurate manner

Provide excellent customer service to staff, parents and community members needing
technical assistance

Contribute creative ideas for capturing knowledge about the process as well as ways to
improve the process

Promote teamwork by sharing knowledgeable, providing cross training for other
employees, cooperating with others, participating in meetings and work groups and
support the goals and objectives of the District and department

Establish and maintain cooperative relationships with management, other employees
and persons contacted through the course of work

Participate in District in-service training as required

Proficient and skilled in Excel, Word, Web-based tools, Google Drive, and CALPADS
interface

Perform other related duties as assigned

QUALIFICATIONS

Knowledge of:

Requirements, trends, methods and procedures pertaining to SIS, CBEDS and CALPADS;
Provisions of applicable Education laws and codes, including but not limited to, the education
code, California Government Code and other federal and state regulations and safety
procedures;

English usage, spelling, grammar and punctuation;

Legal mandates, policies, regulations, and guidelines regarding education related issues;
Educational organization operating practices and procedures;
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DATABASE TECHNICIAN MANAGEMENT SPECIALIST — Page 3

Information and data management, storage, and retrieval systems;

Basic computer skills and standard office software applications;

Research techniques and report writing;

Business telephone etiquette;

Tochnicaling on:

Compose a variety of documents, and/or facilitate group discussions;

Analyze situations to define issues and draw conclusions related to data management;.
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O vy =9t Sirre sRw - v v 1 - -

Skills to:

Perform multiple tasks with a potential need to periodically upgrade skills in order to meet
changing job conditions;

Specific skill-based competencies required to satisfactorily perform the functions of the job
include:

Operate standard office equipment;

Planning and managing projects;

Problem solving;

Logical thinking;

Prepare and maintain accurate records;

Utilize pertinent software applications.

Ability to:

Schedule activities;

Gather, collate, and/or classify data;

Flexibility to work with others in a variety of circumstances;

Analyze data utilizing defined but different processes;

Operate equipment using a variety of standardized methods;

Work with a diversity of individuals and/or groups;

Work with a variety of data and utilize job-related equipment;

Problem solving to identify issues and create action plans;

Independent interpretation of guidelines;

Problem solve with equipment as needed;

Specific ability-based competencies required to satisfactorily perform the functions of the joh
include:

communicating with persons of varied technical knowledge and backgrounds, establishing and
maintaining effective working relationships, working as part of a team, adapting to changing
priorities, setting priorities, meeting deadlines and schedules, working with detailed
information/data, and applying logical processes and analytical skills.

Responsibilities include:
Working under direct supervision using standardized routines; leading; guiding, and/or
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DATABASE TECHNICIAN MANAGEMENT SPECIALIST - Page 4

coordinating others. Utilization of resources from other work units is often required to perform
the job’s functions.

DESIRED QUALIFICATIONS

Work with District and school personnel, community members and outside agencies in a
pleasant and cooperative manner;

Establish and maintain effective, cooperative and harmonious working relationships with
employees, employee organizations, public agencies and the public;

Provide excellent customer service and maintain confidentiality regarding sensitive
information;

Use a high degree of initiative and judgment in problem solving;

Work independently with minimal direction;

Plan and organize work;

Meet demanding schedules and timelines;

Use good judgment in the application of District and school policies;

Demonstrate tact, diplomacy and good judgment;

Relate effectively with diverse staff, students and community members;

Follow District, state and federal rules, policies, regulations and laws;

Effectively and efficiently serve as an informational resource to District personnel;
Understand legal mandates, policies, regulations, and guidelines;

Perform data research and prepare clear and concise reporis;

Communicate effectively in oral and written form;

Understand and carry out oral and written directions;

Establish and maintain cooperative working relationships.

EXPERIENCE AND EDUCATION
Any combination of experience and training that would likely provide the required knowledge
and skills. Is qualifying. A typical way to obtain the required knowledge and skills would be:

Experience
Two years of responsible and varied database and higher-level computer entry experience,

including some experience in organizing and coordinating specialized database functions.

Education
Equivalent to completion of the twelfth grade, including or supplemented by courses in data
entry, database management and output report development.

SUMMARY OF PHYSICAL DEMANDS RATINGS
The following analysis entails an evaluation of the “Physical Demands™ factors of the job as it exists.
This method provides a basis for permitting modification to fit the capabilities and needs of workers with
disabilifies.
Rating Symbol Key:
NP = Not Present — Does not exist
O = Occasionally — Up to 1/3 of the time
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F = Frequently — From 1/3 to 2/3 of the time
C = Constantly — 2/3 or more of the time

1. STRENGTH:
A. Standing 10%
Walking 10%
Sitting 80%

25 lbs.
25 lbs,
10 lbs.
10 Ibs.

B. Lifting
Carrying
Pushing
Pulling

2. CLIMBING
BALANCING

3. STOOPING
KNEELING
CROUCHING
CRAWLING

4. REACHING
HANDLING
FINGERING
FEELING

Z0O00O ZOOO ZO 0070

5. TALKING:
Ordinary
Other

o0

HEARING:
Conversations
Other Sounds

on

6. SEEING
Acuity, Near
Acuity, Far
Depth Perception
Accommodation
Color Vision
Field of Vision

P

OZO0O0ONO

7. PHYSICAL DEMANDS RATING SUMMARY: Medium Work: 2 3 (4) (5) (6) (DOL Physical
Demand Categories 1 to 6 are very significant to the customary performance cf the job if contained in
parentheses).
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8. PHYSICAL DEMAND COMMENTS: Examples of lifting/carrying/pushing/pulling are supplies,
reams of paper, carts, desk drawer; reaching/handling/fingering are reports, telephone, computer
keyboard, files; talking/hearing are conversations with students, general public in person and via
telephone; seeing are computer screen, bulletin board, reviewing reports and records.

SUMMARY OF ENVIRONMENTAL CONDITIONS RATINGS
The following analysis represents an evaluation of the surroundings in which the job is performed.
Environmental Conditions must by definition be specific and related to the job.

Key to Environmental Factors Rating:
NP = Not present in the job environment
S = Seldom — Under 5% of work day
O = Occasionally — Up to 1/3 of the time
F =Frequently — From 1/3 to 2/3 of the time
C = Constantly — 2/3 or more time

1. ENVIRONMENT:

Inside 90% QOutside 10%

2. EXTREME COLD NP

3. EXTREME HEAT NP

4, WET/HUMID NP

5. NOISE 65 decibels
VIBRATION NP

Comments regarding ‘“Noise” = General office conversation and equipment

6. HAZARDS:
Mechanical S
Explosives NP
Electrical NP
Radiant Energy NP
Burns S
Other Hazard/s NP

Comments regarding “Mechanical Hazards” = Copier, opening boxes
Comments regarding “Burn Hazards” = Copier

7. ATMOSPHERIC CONDITIONS:

Fumes S
Mists NP
Odors S

Gases NP
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Dusts S
Poor Ventilation S
Other Atmospheric Hazards NP

Comments regarding “Fumes” = Copier

Comments regarding “Odors” = Copier

Comments regarding “Dust” = Paper

8. PROTECTIVE CLOTHING — DEVICES: Headsets available, gloves

9. E.C.SUMMARY: Inside Work: 23 4 5 (6) 7. Numbers encircled by () indicate significant
involvement of factors enumerated and rated above.
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Alta Loma
SCHOOL DISTRICT

Inspiring Learners for a Lifetime

Superintendent’s Memorandum

To: Board of Trustees

From:%&’ Dr. Sherry Smith, Superintendent

Date: January 18, 2022

Subject:  2023-2024 School Calendar

BACKGROUND:

RATIONALE:

FUNDING:

RECOMMENDATION:

The calendar has been presented to staff for input and revision. Our
calendar continues to align closely with Chaffey Joint Union High
School District with regard to the start of school as well as winter and
spring recesses.

Adoption of the annual school calendar facilitates planning for the
upcoming year. By continued alignment with Chaffey for the majority
of non-student days, the District maximizes its ADA revenue because
families are not forced to choose between two districts for vacation and
holiday plans.

There is no monetary cost to the District.

Recommend the Board adopt the 2023-2024 school year calendar, as
presented.




Alta Loma School District 2023-2024 School Calendar (DRAFT)

July-23 August-23 Month # School Days
SiMiTiWiT!EiSs SIMIiTiwW:Ti!Fis July-23
1 1 3 4 5: 4 Independence Day Holiday (observed)
2 3 & 5 ) 7 8 6 7.8 9 108 11 12 24 Opening of School Offices
9i 10: 11i 12i 13 14 15 13 147 15! 16} 17i 18} 19i August23 19 (18)
16: 17i 18: 18i 20f 21! 22 20f 21 22t 23 24:  25¢ 26 1 New Certificated Staff Orientation
23: 24: 25: 26! 27 28 29 27 28i 29: 3pi 31 2 Convocation
30{ 31 7 Non-Work Day for 8th Grade Certificated Staff
7 First Day for Grades K-7 (Grades 1-7 Modified Day)
8 First Day 8th Grade Students (Grades 1-8 Modified Day)
September-23 October-23 September-23 20
S M T w T F S S M T w T F 5 a4 Labor Day Holiday
1 2 1 2 3 4 5 6 7 21-22 Elementary Parent Conferences (Grades 1-6 Modified Days)
3 5 6 7 8 9 8 9] 10; 11 12: 13: 14: 2528 Ir. High Parent Conferences (Grades 7-8 Modified Days)
10 11 12; 13 14 15 16 15 16 17 18 19 20 21 29 Ir. High - Modified Day (Grades 7-8)
17: 18: 19! 20 23 22i 231 24 25: 26i 27i 28! October-23 21
24: 25: 26: 27 30 29: 30! 31 9 Staff Development Day
27 End of Trimester | (58 Days)
November-23 16
10 Veterans Day Holiday
November-23 December-23 13-17 Elementary Parent Conferences (Grades 1-6 Modified Days)
s iMiTiwiTiFis SIMiT:iw: T F!sS 17 Ir. High - Modified Day (Grades 7-8)
2 3 4 1 2 20-24 Thanksgiving Holidays
58 6 7 11 3 4 5 6 7 8 9! December-23 15
12: 13 14 15 18 10 11 12 13 14 15 16 21 Modified Day, Grades 1-8; P.M. TK/Kdgn. Students attend A.M.
19 20 21 22 25 17 18 19i 20 21 23 22-29 Christmas Holidays/Winter Recess
26 27 28;: 29 30 24 26 27 28 29 30; January-24 17
31 15 New Year's Holiday/Winter Recess
8 Students Return
15 Martin Luther King Ir. Day
January-24 February-24 February-24 19
S M T W T F S S M T w T F S 12 President Lincoln’s Birthday Holiday
2 3 4 5 6 1 2 3: 16 End of Trimester Il (61 Days)
7 8 9: 10 11: 12¢ 13 4 5 6 7 8 5: 10: 19 Presidents' Day Holiday
14 16! 17! 181 19! 20 11 13} 14} 15 16) 17¢ March-24 15
21:  22: 23: 24: 25: 26i 27 18 20 21 22¢ 23: 241 5 Elementary Parent Conferences (Grades 1-6 Modified Days}
28! 29: 30i 31 25: 26: 27: 28: 29 7-8  Elementary Parent Conferences (Grades 1-6 Modified Days)
11 Staff Development Day
22 Modified Day, Grades 1-8; P.M. TK/Kdgn. Students Attend A.M.
25-29 Spring Recess
March-24 April-24 April-24 22
S ™M i w T F S S M T w il F S May-24 16 (17)
1 2 1 2 3 4 5 6: 17 Jr. High - Modified Day {Grades 7-8)
3 4 5 [ 7 8 9 7 8 9 10%¢ 11 12§ 13i 22 Last Day of School Grades K-7 (61 Days)
10 11 12; 13 14 15 16 14 15 16 17 i8 19 20 22 Modified Day, Grades 1-8; P.M. TK/ Kdgn. Students attend A.M.
i7¢ 18¢ 191 20 21 22 23 210 22¢ 237 24 25 26i 27 23 Last Day for 8th Grade Students (Modified Day)
24 25 26 27 28 29 30 28 29 30 24 Floating Holiday - Admisisons Day (Observed)
31 27 Memorial Day
Total School Days 180
May-24 June-24 Elementary Conferences - Modified Days
S M T w T F S 5 M T w T F S Jr. High Conferences - Modified Days
1 P 3 4 1 Modified Day - Extended Professional Development
5 6 7 8 11 2 3 4 5 6 7 8 Ir. High - Modified Day
12 13 14; 15 18 9 10 11 12 13 14 15 Elementary & ir. High - Modified Day
19 20 21: 22 25 16 17 18 19 20 21 22
26 281 29¢ 30 31 238 241 25i 26f 271 38 29 Non-School Cay: Schools and District Office Closed
30 Non-School Day: Schools Closed; District Office Open

*Note: Wednesdays are modified days at elementary sites grades -6

from August 9 through May 22.
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N Alta Loma
SCHOOL DISTRICT

Inspiring Learners for a Lifetime

RESOLUTION ADOPTING A
CONFLICT OF INTEREST CODE

Resolution No. 1-18-2023

WHEREAS, the Political Reform Act, Government Code 87300-87313, requires each public
agency in California to adopt a conflict of interest code; and

WHEREAS, the Governing Board of the Alta Loma School District has previously adopted a
local conflict of interest code; and

WHEREAS, past and future amendments to the Political Reform Act and implementing
regulations may require conforming amendments to be made to the District's conflict of interest
code; and

WHEREAS, a regulation adopted by the Fair Political Practices Commission, 2 CCR 18730,
provides that incorporation by reference of the terms of that regulation, along with an agency-
specific appendix designating positions and disclosure categories shall constitute the adoption
and amendment of a conflict of interest code in conformance with Government Code 87300 and
87306; and

WHEREAS, the Alta Loma School District has recently reviewed its positions, and the duties of
each position, and has determined that changes to the current conflict of interest code are
necessary; and

WHEREAS, any earlier resolutions, bylaws, and/or appendices containing the District's conflict
of interest code shall be rescinded and superseded by this resolution and Appendix; and

NOW THEREFORE BE IT RESOLVED that the Alta Loma School District Governing Board
adopts the following Conflict of Interest Code including its Appendix of Designated Employees
and Disclosure Categories.

PASSED AND ADOPTED THIS day of -, at a meeting, by
the following vote:

AYES: NOES: ABSENT:

Attest:

Secretary/President
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Alta Loma

SCHOOL DISTRICT

mes e eroens - Fducational Services Memorandum

To: Dr. Sherry Smith, Superintendent

From: 09 Chris Deegan, Associate Superintendent, Educational Services
Date: January 18, 2023

Subject:  Approval of School Plan For Student Achievement

BACKGROUND: Each year site staff reviews student achievement data, to determine
strengths and weaknesses of the instructional program, and to align their
findings to Local Control Accountability initiatives. This analysis
allows teachers and administrators to determine school goals for the
year. These goals are described in the School Plan for Student
Achievement. State and Federal funds are aligned with the goals. The
School Plan for Student Achievement is presented to each school’s Site
Council for additional input and approval.

RATIONALE: The California Department of Education mandates that each school
receiving State and Federal monies develop a School Plan for Student
Achievement. The plan must be approved by the school’s Site Council
and the Board of Trustees.

FUNDING: There is no impact to the General Fund

RECOMMENDATION:  Recommend the Board approve the 2022-23 School Plan for Student
Achievement for all District schools
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Alta Loma
SCHOOL DISTRICT

Inspiring Learners for a Lifetine

Administrative Services Memorandum

To: Dr. Sherry Smith, Superintendent

From: Z}«t Eric Hart, Associate Superintendent, Administrative Services

Date: January 18, 2023

Subject:  Review and Acceptance of District Audit for 2021-22 School Year

BACKGROUND:

RATIONALE:

FUNDING:

RECOMMENDATION:

Pursuant to Education Code Sections 41020 and 41020.3 and Board
Policy 3460, an audit of the District’s financial records is completed
annually by a Certified Public Accountant (CPA). The audit must be
placed on the agenda of a regularly scheduled Board Meeting for review
and acceptance.

The audit, performed by the firm of Jeanette L. Garcia and Associates,
is included for review. There were no findings and/or recommendations
for the fiscal year ended June 30, 2022.

Unrestricted General Fund (Fund 01)

Recommend the Board review and accept the 2021-22 Audited
Financial Report as presented.
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Alta Loma

SCHOOL DISTRICT

Inspiring Learners for o Lifetime

Administrative Services Memorandum

To: Dr. Sherry Smith, Superintendent

From: él,},. Eric Hart, Associate Superintendent, Administrative Services

Date: January 18, 2023

Subject: Review and Acceptance of District Audit for 2021-22 School Year for the District
General Obligation Bond Building Fund

BACKGROUND:

RATIONALE:

FUNDING:

RECOMMENDATION:

Pursuant to Senate Bill (SB) 581, and Board Policy 3460, a financial
and performance audit of the District’s Bond Program by a Certified
Public Accountant (CPA) will occur annually prior to March 31. The
audit must be placed on the agenda of a regularly scheduled Board of
Trustees Meeting for review and acceptance. The Citizens’ Bond
Oversight Committee (CBOC) will also review the audit report at their
next scheduled meeting.

The audit, performed by the firm of Jeanette L. Garcia and Associates,
is included for review. There were no findings and/or recommendations
for the fiscal year ended June 30, 2022.

Measure H Bond Fund (Fund 21)

Recommend the Board review and accept the 2021-22 Audited
Financial Report for the General Obligation Bond Building Fund as
presented.
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Alta Loma
SCHQOQL DISTRICT

taspicing | carners for u {Heiine

Administrative Services Memorandum

To: Dr. Sherry Smith, Superintendent

From: é,l’f Eric Hart, Associate Superintendent, Administrative Services

Date: January 18, 2023

Subject:  Request the Extension to Utilize the Piggyback Irvine Unified School District Bid
No. 19/20-01, Technology Equipment and Peripherals, Awarded to CDW
Government, LLC

BACKGROUND:

RATIONALE:

FUNDING:

RECOMMENDATION:

The Irvine Unified School District piggyback bid with CDW
Government, LLC is for the purchase of technology equipment and
supplies. To align with the District’s intent to increase the use of
technology in classrooms and to deliver the finest 21 Century
education to all students, the District has the need to purchase
technology equipment and supplies.

The annual cost to purchase technology equipment and supplies could
potentially exceed the equipment 2023 public bid threshold of $99,100.
Competitive bids must be sought or identified to meet the formal bid
requirements. However, Public Contract Code Section 20118 allows
school districts the opportunity to utilize competitively bid contracts
from other public agencies. Piggyback language can be found in Irvine’s
bid documents. It is in the District’s best interest to utilize this contract
as needed to purchase various technology equipment and supplies. On
December 13, 2022, Irvine Unified School District authorized the
extension of another 1-year term effective January 1, 2023 — December
31, 2023. The contract is currently in year four (4) of a five (5) year
maximum term.

Unrestricted General Fund (Fund 01) and Fund 21.

Recommend the Board approve the use of the piggyback Irvine Unified
School District Bid No. 19/20-01, Technology Equipment and
Peripherals, Awarded to CDW Government, LLC for the length of the
contract.

PREPARED BY: R H.Ryan Hardman, Interim Coordinator of Purchasing Warehouse and

Reprographics
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Organizational/Regular Meeting of the Board of Education

IRVINE UNIFIED 12/13/2022 - 06:30 PM
SCHOOL DISTRICT

19. a. Amend Contract/Award - Technology Equipment and Peripherals

Rationale

The Irvine Unified School District (District) has a need for technology equipment and peripherals.

On December 17, 2019, the Board of Education (Board) awarded Bid No. 19/20-01 IT Technology
Equipment and Peripherals to CDW Government, LLC (CDWG). Bid No. 19/20-01 IT Technology
Equipment and Peripherals was a unit-cost bid that included equipment and services the District
anticipated were necessary to meet the District's technology needs.

The initial term of the contract was January 1, 2020 through December 31, 2021 with the option to
extend for three (3) additional one (1) year terms, for a maximum term of five (5) years, in accordance
with provisions contained in Education Code section 17596, upon mutual written agreement of the
District and CDWG and the approval of the Board. The first extension for the period of January 1, 2022
through December 31, 2022 was Board approved on September 14, 2021.

The District has been pleased with the services from CDWG; therefore, staff requests the authorization
to extend the contract for one (1) additional one (1) year term, as allowable per the terms and conditions
outlined in the Bid, from January 1, 2023 through December 31, 2023.

Certain products specified in the bid have subsequently been updated, altered or discontinued; therefore,
the parties wish to amend the underlying Bid Form Pricing Sheet to allow the District to purchase 1) new,
upgraded products that replace those originally specified, and 2) substitute products which are direct
replacements for original products that have been discontinued. Section 19.C of Bid No. 19 /20-01 IT
Technology Equipment and Peripherals allows the successful bidder to "delete Equipment removed from
the market by the manufacturer and/or add Equipment introduced to the market by the manufacturer
under the following conditions: a. Deleted Equipment has been discontinued and is no longer available
from the manufacturer; b. Added Equipment is a direct replacement for original Equipment listed in the
bid, Contractor's bid, the resulting Agreement and/or any Purchase Agreements."

Manufacturers have discontinued certain products specified in the bid. In some cases, the replacement
products include significant technical upgrades that have affected the product price. Additionally, some
manufacturer cost increases require an adjustment to licensing and product costs. The Technical
Specifications and Requirements form in Bid No. 19 /20-01 IT Technology Equipment and Peripherals
allows "price increases reflecting original manufacturer's cost increases to the successful Bidder.”

The Updated Bid Form Pricing Sheet is attached.

{USD/Fogarty/Ford/Bennett
Board Agenda
December 13, 2022
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Organizaticnal/Regular Meeting of the Board of Education
IRYINE UNIFIED 12/13/2022 - 06:30 PM

SCHOOL DISTRICT

Attachment

Financial Impact

Funding may be provided by various sources including, but not limited to: General Fund - Fund 01,
Deferred Maintenance Fund - Fund 14, Building Fund - Fund 21, Capital Facilities Fund - Fund 25,
County School Facilities Fund - Fund 35, Special Reserve Fund for Capital Outlay Projects - Fund 40,
Community Facilities Districts, and Stimulus Funding Sources.

Amount of expenditure undetermined. School sites and programs make purchases within budget
allocation amounts. Savings are anticipated due to reduced pricing of the Bid Contract.

Recommended Motion

Authorize the Assistant Superintendent of Business Services to amend the contract with CDW
Government, LLC for technology equipment and peripherals, resulting from Bid No. 19/20-01 IT, to
incorporate the additional and substituted products set forth in the Updated Bid Form Pricing Sheet and
to extend the contract for one (1) additional one (1) year term, effective January 1, 2023 through
December 31, 2023.

Quick Summary / Abstract

Authorize the Assistant Superintendent of Business Services to amend the contract with CDW
Government, LLC for technology equipment and peripherals, resulting from Bid No. 19/20-01 IT, to
incorporate the additional and substituted products set forth in the Updated Bid Form Pricing Sheet and
to extend the contract for one (1) additional one (1) year term, effective January 1, 2023 through
December 31, 2023.

Supporting Documents

!
CDWG Contract - Updated Bid Pricing Sheet 12.2022
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AMENDMENT 7 TO AGREEMENT

This AMENDMENT 7 TO AGREEMENT (“Amendment 7°) by and between CDW Government LLC {“CDW@G”,
“Contractor”) and irvine Unified School District on behalf of itself and its affiliated schools {“Customer” or
“District”), Is entered into on January 1, 2023 (the “Effective Date”), with reference to the facts set forth
below. Contractor and District agree to amend the terms and conditions of the Agreement ("Agreement”),
upon and subject to the terms and conditions of this Amendment 7, notwithstanding anything to the contrary
in the Agreement. Initial capitalized terms not otherwise defined herein shall have the meaning set forth in
the Agreement.

Whereas, Contractor and District entered into the Agreement on fanuary 1, 2020 with a term date ending
December 31, 2021; and

Whereas, Contractor and District entered into an Amendment to the Agreement on January 1, 2021; and
Whereas, Contractor and District entered into an Amendment 2 to the Agreement on March 1, 2021; and
Whereas, Contractor and District entered into an Amendment 3 to the Agreement on June 9, 2021; and

Whereas, Contractor and District entered into an Amendment 4 to the Agreement on January 1, 2022
extending the term end date through December 31, 2022; and

Whereas, Contractor and District entered into an Amendment S to the Agreement on January 1, 2022; and
Whereas, Contractor and District entered into an Amendment 6 to the Agreement on August 1, 2022; and

Whereas, Contractor and District have mutually agreed to amend the Agreement as set forth in this
Amendment 6.

NOW THEREFORE, in consideration of the mutual covenants, promises, representations, warranties, and
conditions set forth herein, Contractor and District hereby agree as follows:

1. The Agreement is hereby amended to extend the term end date through December 31, 2023 pursuant to
section 4 of the Agreement. The Agreement may be extended upon mutual consent of District and Contractor
for two (2) additional one (1) year periods in accordance with provisions contained in Education Code section
17596 (K-12). The maximum term of the Agreement is five (5) years.

2. Whereas, section 19.C. of Bid No. 19/20-01 IT Technology Equipment and Peripherals allows the successful
Bidder to “delete Equipment removed from the market by the manufacturer or and/or add Equipment
introduced to the market by the manufacturer under the following conditions: a. Deleted Equipment has been
discontinued and are no longer available from the manufacturer; b, Added equipment is a direct replacement
for original Equipment listed in the bid, Contractor’s bid, the resulting Agreement and/or any Purchase
Agreements.” Such changes have been made by manufacturers and the Bid Form Pricing Sheet is hereby
amended to reflect changes in Exhibit A. Any future price decreases by the manufacturer will be incorporated
into the Bid Form Pricing Sheet to decrease the purchase price for District.

3. Whereas, the Technical Specifications and Requirements in the RFP and Agreement states that “price
increases reflecting original manufacturer’s cost increases” may be allowed. Such changes have been made by
manufacturers and the Bid Form Pricing Sheet is hereby amended to reflect changes in Exhibit A.

1fPage
AMENDMENT 7 TO AGREEMENT
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Documentation reflecting aforementioned price increases is attached hereto in Exhibit B. Any future price
decreases by the manufacturer will be incorporated into the Bid Form Pricing Sheet to decrease the purchase
price for District.

4. Except as otherwise expressly modified herein, all terms and conditions of the Agreement shall rerain in
full force and effect. To the extent there is a conflict between this Amendment 7 and the Agreement, this
Amendment 7 shall control.

5. This Amendment 7 may be executed in multiple counterparts, each of which shall be deemed an original
and, together shall constitute one document.

IN WITNESS WHEREOQF, Contractor and DISTRICT have executed this Amendment 7 to Agreement as of the
Effective Date.

CDW Government LLC irvine Unified Sghool District

By: DC{V‘C( Hortehins By: Jo nFog%v /

Title: V P-Stat e ¢ I otgrams /Title _A_séﬂ: Business Services
Date:__ Hl1 1 ‘%Dd’a"— te:_ Deermbiy V4 022
*Digital Signoture Not Accepted DISTRICT Board Approved: b((’( mbirr 13, 1022

2
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EXHIBIT A
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SCHOOL DISTRICT

Human Resources Memorandum

To: Dr. Sherry Smith, Superintendent

From:@j Donna Carlson, Assistant Superintendent, Human Resources

Date: January 18, 2023

Subject:  Additional Junior High Coaching Stipend

BACKGROUND:

RATIONALE:

FUNDING:

RECOMMENDATION:

Certificated and classified employees who meet State and District
requirements earn an hourly stipend of $40 an hour as coaches and $30
an hour as assistant coaches to oversee the junior high school
intramural sports program. The District is in the process of hiring
qualified assistant coaches for positions that have not been filled with
current employees.

In addition to their hourly stipend, junior high coaches who are
currently overseeing a sport without an assistant coach are
recommended to receive 50% of the junior high assistant coaching
stipend, in the amount of $15 per hour, to compensate them for the
additional responsibilities and duties required.

There is no impact to the District’s General Fund.
Recommend the Board approve the additional stipend compensation of

$15 an hour for coaches overseeing a junior high intramural sport
without an assistant coach.
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Alta Loma

SCHOOL DISTRICT

Human Resources Memorandum

To: Dr. Sherry Smith, Superintendent
From: onna Carlson, Assistant Superintendent, Human Resources
Date: January 18, 2023

Subject: Resident Substitute Teachers

BACKGROUND:

RATIONALE:

FUNDING:

RECOMMENDATION:

The recruitment and retention of certificated substitute teachers has
been challenging and competitive in recent years. Resident substitute
teachers will help provide sufficient classroom coverage in the event
of a scheduled or unscheduled teacher absence.

One Resident Substitute teacher will be assigned and available on a
daily basis at each of the District’s school sites. If a teacher vacancy is
not covered through the existing substitute pool, the school site
Secretary will have the ability to place the Resident Substitute Teacher
into a vacancy. Resident Substitute Teachers will be considered
members of the school site staff and will be added to the staff list.
Resident Substitute Teachers will be paid the daily rate of $220.

Resident Substitute Teachers will be funded through the general fund.

Recommend the Board approve the District’s use and assignment of
Resident Substitute Teachers at a rate of $220 per day, through May
25, 2023.
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SCHOOL DISTRICT

g Human Resources Memorandum

To: Dr. Sherry Smith, Superintendent
From:@’l}oma Carlson, Assistant Superintendent of Human Resources
Date: January 18, 2023

Subject: Revised Classified Part Time Hourly Schedule - Student Helpers

BACKGROUND: The Classified Part Time Hourly Schedule - Student Helpers was last
revised on January 1, 2022 to $15 an hour.

RATIONALE: Our current Classified Part Time Hourly Schedule for Student Helpers
needs to be aligned with California’s minimum wage order which was
increased on January 1, 2023 to $15.50 an hour.

FUNDING: The increase in salary costs is approximately $120 annually to the
Unrestricted General Fund.

RECOMMENDATION:  Recommend the Board approve the revised Classified Part Time Hourly
Schedule - Student Helpers as presented with a retroactive effective date
of January 1, 2023.
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ALTA LOMA SCHOOL DISTRICT

Classified Part Time Hourly Schedule - Student Helper
Effective: January 1, 2023

(Increase in California Minimum Wage)

1Yr 2Yrs
A B
Student Helper $15.50 $15.81

Student Heiper-
Intermediate $16.50 $17.33
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SCHOOL DISTRICT

Human Resources Memorandum

To: Dr. Sherry Smith, Superintendent

From@/Donna Carlson, Assistant Superintendent, Human Resources

Date: January 18, 2023

Subject: Request for Retirement from Maria Geraldine Young, Account Clerk, Senior

BACKGROUND:

RATIONALE:

FUNDING:

RECOMMENDATION:

Geraldine Young began her career with Alta Loma School District on
April 9, 2007 as an Intermediate Accounting Clerk at the District
Service Center. Geraldine was promoted to Senior Account Clerk on
January 1, 2008 and has since remained in that position.

Geraldine’s favorite memory during her time with the District is of the
Thanksgiving Feast. She has very fond memories of each of the
people she has worked with and says there are too many to list.

Geraldine’s plans in retirement are to see family, spend more time with
her mom and to visit her daughter and grandbaby in Texas. She also
looks forward to traveling and starting new hobbies.

Congratulations, Geraldine, on the occasion of your retirement. Thank
you for 15 years of exemplary service to the Alta Loma School
District.

Geraldine’s final day of service to the Alta Loma School District was
December 31, 2022,

Impact to the District’s general fund will be $16,953 annually, until
Geraldine reaches age 65.

Recommend the Board accept the request for retirement from Maria
Geraldine Young, Senior Accounting Clerk at the District Service
Center.
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N Alta Loma
:  SCHOOL DISTRICT

Inspiring Learners for a Lifetime

DRAFT

Board of Trustees Meeting Schedule
2023-2024 School Year

July No Meeting
August August 2, 2023
September September 6, 2023 September 20, 2023
October October 18, 2023
November November 15, 2023
December December 13, 2023
January January 17, 2024
February February 21, 2024
March March 13, 2024
April April 3, 2024 April 17, 2024
May May 1, 2024 May 15, 2024
June June 5, 2024 June 12, 2024

All regularly scheduled Board Meetings are held on WEDNESDAYS in the Board Room at the Alta
Loma School District Support Center, 9390 Base Line Road. Meetings begin at 6:00 PM, but start
time is subject to change.

To confirm meeting start time, please refer to the posted agenda which can be found on the Alta
Loma School District website, www.alsd.k12.ca.us, in the school office, and at the Base Line Road
entrance to the District Support Center. Agendas are posted at least 48 hours prior to the
meeting and are usually posted the Friday before each meeting.

Adopted by the Board of Trustees:



Alta Loma
SCHO01 DISTRICH Human Resources Memorandum

To: Dr. Sherry Smith, Superintendent
From: @Donma Carlson, Assistant Superintendent, Human Resources
Date: January 18, 2023

Subject:  Job Description: Fiscal Services Technician

BACKGROUND: Due to personnel changes within the Fiscal and Risk Management
Departments, a restructure of roles and responsibilities across the
Fiscal and Human Resources Departments has taken place. As a
result, a new job description for the position of Fiscal Services
Technician is being created.

First Reading

RATIONALE: The job description for Fiscal Services Technician outlines the essential
duties, qualifications and physical demands of the position.

FUNDING: The Fiscal Services Technician will be placed on range 44 of the
Classified Benefitted Hourly Schedule and will be funded by the general
fund. This departmental restructure will result in an anticipated net cost
savings for the District.

RECOMMENDATION:  Recommend the Board adopt the job description for Fiscal Services
Technician, with placement on range 44 of the Classified Benefitted
Hourly Schedule, as presented.
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Adopted: TBD

ALTA LOMA SCHOOL DISTRICT
FISCAL SERVICES TECHNICIAN

DEFINITION

Under the direction of the Director of Fiscal Services, the Fiscal Service Technician is responsible
for processing accounting and budget functions, including state and federal reporting and various
functions of the accounting and budget cycle which include, budget transfers, Journal entries,
accounts payable, accounts receivable, categorical grant/entitlement monitoring, purchasing, stores,
asset management, bids, leases and payroll; to serve as a clerical ligison to the Joint Powers
Authorities and third party insurance carrier; to provide assistance, council, and information
regarding insurance claim procedures to District personnel; and to do other related work as
required.

ESSENTIAL DUTIES

o Prepare, audit, analyze and verify financial reports and records.

e Reconcile general ledger accounts.

e Prepare month-end and year end closing entries.

e Prepare monthly budget-to-actual analysis and resolve variances with appropriate
administrators.

o Prepare and process journal entries, budget transfers, and related accounting functions, as
needed,

o Analyze, prepare, and review data for input into federal, state, and local financial reports

e Prepare and/or review cash flows and other data necessary in the preparation of financial
reports.

e Monitor and update budget, accounting, and other related financial data, including
preparation and tracking of monthly financial reports.

o Analyze, evaluate, and develop procedures to meet needs of preparation, control, and
coordination of departmental budgets.

o Post, examine, adjust, balance, and reconcile accounting recovds; allocate funds to correct
accounts; post budget transfers as needed.

o Locate and resolve problems and determine corrective entries; use judgment in balancing and
reconciling differences within the record keeping system, resolving most problems without
assistance,

e Perform internal audits and assist external auditors by preparing documentation required for
annual audits.

o  Perform professional level accounting work in accordance with a prescribed accounting
system, federal and state laws, Generally Accepted Accounting Principles (GAAP), California
Schools Accounting Manual (CSAM), and Governmental Accounting Standards Board
(GASB).

o Develop and maintain spreadsheets and generate a variety of computerized reports.

e Coordinate and analyze costs and prepare budget projections.

e Monitor compliance and collection of financial data for state, federal and local reimbursement
in order to meet legal, fiduciary, and statutory regulations.

o Compare and reconcile reports, forms, and other financial documents.

o  Perform other related duties as assigned that support the objective of the position.

e Collaborate with other District departments to reconcile position control and ensure all district
authorized positions are accurately veflected within District budgets and the position control
system.

rp 1/2023
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ALTA LOMA SCHOOL DISTRICT
FISCAL SERVICES TECHNICIAN - Page 2

¢ Provide technical guidance and oversight for assigned areas of responsibility to assist District
staff at the site/program/department level.

® Perform specialized and technical functions in assembling, tabulating, calculating, analyzing,
verifying, and filing accounting and fiscally related information and data.

®  Process a variety of documents pertaining to financial-related transactions, including accounts
payable and other fiscal record management functions.

®  Audit and process for payment all employee reimbursements, travel/conference advances, and
Justifications.

o  Process student/parent reimbursements.

® May receive money, prepare a record of cash receipts and bank deposit documents, and reconcile
bank statements.

o  Assist in revision, formulation, and implementation of accounting and budget control record

management systems and procedures.

Verify/assign account classifications.

Prepare and verify the accuracy and completeness of financial files, records, and reports.

Assist with maintaining vendor list and 1099 reporting.

Operate computers and other business office machines and equipment.

Work with computer-based accounting, budget control, and attendance systems.

Prepare system input data and analyze, verify, and reconcile output reports.

May perform lead functions within a specialized accounting, budget control, or payroll record

management system that may include the preparation of technical and complex reports.

o Interpret and provide information regarding routine legal mandates, policies, regulations, and
operational guidelines to District personnel.

®  May provide technical information to county, state, and federal agencies.

Physical custody, record keeping, reimbursement, reconciling, and maintenance of the Cash

Clearing Account.

Manage and maintain capital projects in the fixed assets system.

Prepare and distribute correspondence relative to District insurance concerns and issues.

Serve as a liaison to the Risk Management administrator.

Assist in the development of safety and risk management policies, regulations and guidelines.

Perform a variety of functions pertaining to the District’s insurance programs, including

program orientation, claims processing, and claim investigation,

Provide information and assist employees concerning property and liability claim procedures.

e Perform general clerical functions (e.g., answer telephones, schedule meetings and
appointments, file, copy, fax, scan, etc.) for the purpose of supporting departmental activities in
an efficient manner.

® » & & o 0 0

QUALIFICATIONS

Knowledge of:

Accounts payable and the preparation of purchasing related processes;

Bank deposits and statement reconciliation processes;

Laws, regulations, rules and District policies and procedures applicable to areas of responsibility;
Methods, practices, and procedures of school district accounting, budget control, and payroil record
management;

Operation of manual and computer-assisted accounting, budget control, and payroll record
management systems;

Modern office practices, procedures, and techniques;

Organization and planning methods, trends, technigues, and practices.

rp 1/2023



Adopted: TBD

ALTA LOMA SCHOOL DISTRICT

FISCAL SERVICES TECHNICIAN - Page 3

Ability to:

Effectively and efficiently serve as an informational recourse to District personnel;

Understand legal mandates, policies, regulations, and guidelines regarding risk management related
issues;

Perform complex and technical accounting, budget control, and payroll clerical functions;

Perform complex and specialized pupil attendance functions and reports utilizing independent
Judgment, speed and accuracy;

Prepare, review, and analyze accounting, budget control, and payroll files, records, summaries, and
reports;

Perform double entry bookkeeping and elementary accounting;

Lead and advise other accounting and budget control clerical personnel;

Make complex arithmetical calculations and verify the results;

Effectively and efficiently operate computers and other machines and equipment;

Type or keyboard at a net corrected speed of 40 words per minute;

Understand and carry out oral and written directions;

Establish and maintain cooperative working relationships.

EXPERIENCE AND EDUCATION
Any combination of experience and training that would likely provide the required knowledge and
skills is qualifying. A typical way to obtain the required knowledge and skills would be:

Experience:
Three years of highly responsible experience in accounting, payroll, or budget control record

management and reporting, including one year in a lead or specialized capacity.

Preferred Experience:
One year in a lead or specialized capacity; Processing Risk Management claims; Managing Property
and Liability Insurance.

Education:

Egquivalent to the completion of the twelfth grade, supplemented by training or coursework in
elementary accounting, bookkeeping, business office organization and planning, or closely related
fields.

SUMMARY OF PHYSICAL DEMANDS RATINGS
The following analysis entails an evaluation of the “Physical Demands” factors of the job as it exists.
This method provides a basis for permitting modification to fit the capabilities and needs of workers
with disabilities.
Rating Symbol Key:
NP = Not Present — Does not exist
O = Occasionally — Up to 1/3 of the time

F = Frequently — From 1/3 to 2/3 of the time
C = Constantly — 2/3 or more of the time

rp 172023
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ALTA LOMA SCHOOL DISTRICT

FISCAL SERVICES TECHNICIAN - Page 4

1. STRENGTH:
A. Standing 10%
Walking 10%
Sitting 80%

25 Ibs.
25 Ibs.
10 Ibs.
10 Ibs.

B. Lifting
Carrying
Pushing
Pulling

2. CLIMBING
BALANCING

%Q QOM™MOQ

3. STOOPING
KNEELING
CROUCHING
CRAWLING

QO
=

4. REACHING
HANDLING
FINGERING
FEELING

SO

5. TALKING:
Ordinary
Other
HEARING:
Conversations
Other Sounds

S ON

6. SEEING
Acuity, Near
Acuity, Far
Depth Perception
Accommodation
Color Vision
Field of Vision

)
%QQQG

7. PHYSICAL DEMANDS RATING SUMMARY: Medium Work: 2 3 (4) (5) (6) (DOL Physical
Demand Categories 1 to 6 are very significant to the customary performance of the job if contained
in parentheses).

rp 1/2023
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ALTA LOMA SCHOOL DISTRICT
FISCAL SERVICES TECHNICIAN - Page 5

8. PHYSICAL DEMAND COMMENTS: Examples of sitting are computer work, reconciliation;
lifting/carrying/pushing/pulling are supplies, reams of paper, cart, desk drawer;
reaching/handling/fingering are reports, telephone, computer keyboard, files; talking/hearing are
conversations with students, general public in person and via telephone; seeing are computer
screen, bulletin board, reviewing reports and records.

SUMMARY OF ENVIRONMENTAL CONDITIONS RATINGS

The following analysis represents an evaluation of the surroundings in which the job is performed.
Environmental Conditions must by definition be specific and related to the job.

Key to Environmental Factors Rating:
NP = Not present in the job environment
S = Seldom — Under 5% of work day
O = Occasionally — Up to 1/3 of the time
F = Frequently — From 1/3 to 2/3 of the time
C = Constantly — 2/3 or more time

1. ENVIRONMENT:

Inside 90% Outside 10%
2. EXTREME COLD NP
3. EXTREME HEAT NP
4. WET/HUMID NP
5. NOISE 65 decibels
VIBRATION NP
Comments regarding “Noise” = General office conversation and equipment
6. HAZARDS:
Mechanical S
Explosives NP
Electrical NP
Radiant Energy NP
Burns
Other Hazard/s
Comments regarding “Mechanical Hazards” = Copier, opening boxes
Comments regarding “Burn Hazards” = Copier
7. ATMOSPHERIC CONDITIONS:
Fumes AY
Mists NP

rp 172023
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ALTA LOMA SCHOOL DISTRICT

FISCAL SERVICES TECHNICIAN - Page 6

Odors Ay
Gasses NP
Dusts S
Poor Ventilation S
Other Atmospheric Hazards NP

Comments regarding “Fumes” = Copier

Comments regarding “Odors” = Copier

Comments regarding “Dust” = Paper

8. PROTECTIVE CLOTHING - DEVICES: Headsets available, gloves

9. E. C. SUMMARY: Inside Work: 2 3 45 (6) 7. Numbers encircled by () indicate significant
involvement of factors enumerated and rated above.

rp 172023
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Alta Loma
SCHOOL DISTRICT Human Resources Memorandum

To: Dr. Sherry Smith, Superintendent
\ Y

From:'\\}}bonna Carlson, Assistant Superintendent, Human Resources
~

Date: January 18, 2023

Subject:  Job Description: Family Engagement Liaison

BACKGROUND: To clarify and ensure appropriate alignment of duties with the current
responsibilities of the position, the job description for the Family
Engagement Liaison has undergone a review. The Family Engagement
Liaison position is being amended and reclassified due to the
increasing need of support for the District family engagement
programs and policies that further student engagement, achievement
and success.

First Reading

RATIONALE: The amended and reclassified job description outlines and clarifies the
essential duties, qualifications and physical demands of the position of
Family Engagement Liaison.

FUNDING: Due to the increased demands of this position, the District
recommends movement from range 25 to range 28 on the Classified
Part-Time Hourly Anniversary Steps Schedule, retroactive to July 1,
2022. The budgetary impact is approximately $1,264.

RECOMMENDATION: Recommend the Board amend and reclassify the job description for
Family Engagement Liaison, as presented, with movement from range
25 to range 28 on the Classified Part-Time Hourly Anniversary Steps
Schedule with a retroactive effective date of July 1, 2022, as presented.
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Adopted: June 13, 2018
Amended: TBD

ALTA LOMA SCHOOL DISTRICT

FAMILY ENGAGEMENT LIAISON

DEFINITION

Under general supervision; to assist in the development and implementation of The Family Engagement
Program; to provide a communication link between the parents and the school; to assist with parent
advisory committees; to serve as a liaison to inform parents of community resources; to facilitate an
understanding of District policy, regulations, and program goals and objectives; to support parents and
students by making home visits; to assist in performing clerical support activities; and to do other
technical and clerical retated work as required.

ESSENTIAL DUTIES

e Performs a variety of tasks as a communication link between the school and parents/guardians.

e TFacilitates parent/guardian understanding of school resources to address their questions, complaints,
and comments.

® Provides friendly outreach where parents/guardians are welcomed, helped, encouraged and cared for.

e Performs a variety of planning, organization, and coordination functions and activities related to
parents/guardians,

e Involves parents/guardians in the joint development of the District and school site’s Family
Engagement Policy.

® Assists in evaluating the content and effectiveness of the policy annually.

® Assists schools in planning and implementing effective parent/guardian involvement activities to
improve student academic achievement and school performance.

o Performs a variety of technical and clerical duties to assist Administrators.

e Applies pertinent rules, procedures and policies related to Student Services and Educational
Programs.

e Coordinates and integrates parent involvement resources and services from the community to
strengthen school programs and practices.

e Communicates family-friendly volunteer policies to recruit and organize parent/guardian help and
support.

e Represents the District during county Parent Engagement Network meetings and/or events.

e Assists in surveying, analyzing, and reporting yearly stakeholder input related to the Local Control
Accountability Plan (LCAP).

e Arranges translation and interpretative services pertaining to both oral and written communication
needs.

e Assists in the planning, organization, and coordination of advisory committee functions and activities
(DELAC TIDE Foster Youth Summ1t etc)

® 8 B 5 : g

L] Partmpates in home visits to ensure productlve communlcation resxdency, and awareness of youth
and community services.

e Assists schools with student attendance/tardies and informs families of available resources and
supports.

° Coordinates tIansportation for chronically absent students.

® ¢ A C oI ratrecs

e Assists as Parent Llalson for Tltle 1 Engagement mandates.

e Performs a variety of support functions including inventory, ordering and distribution of school

supplies.

Establishes and maintains accurate recovds and files related to departmental activities.
Collects information and completes required reports for local, state and federal agencies.
Maintains confidential student and family records.

TM/5/29/18
dle 01/2023
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Adopted: June 13, 2018
Amended: TBD

ALTA LOMA SCHOOL DISTRICT
FAMILY ENGAGEMENT LIAISON - Page 2

® Provides assistance to school site and District Office staff pertaining to Student Services and
Educational Programs.

e Provides any clerical support necessary to the school, District, as well as advisory committees
including recording data, copying documents, filing, laminating and other activities.

e Utilizes current technologies to communicate, analyze data, prepare presentations, and perform
related tasks.

e Demonstrates knowledge of the District’s and site’s programs and objectives.

e Proficiently operates @ variety of standard office equipment, computer and software programs.

e Performs other related duties as assigned.

QUALIFICATIONS

Knowledge of:

Procedures, methods, techniques, and strategies utilized in the development of parent school liaison
processes;

Multicultural awareness and sensitivity as required by the assignment;

Purpose, goals, and objectives of public education;

Procedures, methods, techniques, and strategies utilized in dealing with sensitive school and community
problems, issues and concerns.

Ability to:

Communicate clearly and concisely, both orally and in writing, in English and a designated second
language as needed;

Understand and carry out oral and written directions;

Organize, set priorities and exercise sound independent judgment within areas of responsibility;
Creatively and innovatively provide liaison services to the educational community;

Assist in the implementation of a comprehensive Family Engagement program;

Establish and maintain cooperative educational community relationships;

Interact effectively with parents and children of diverse backgrounds, experiences and interests;

Recruit and maintain the interest of parents and help increase their participation in school activities.

EXPERIENCE AND EDUCATION
Any combination of experience and training that would likely provide the required knowledge and skill is
qualifying. A typical way to obtain the required knowledge and skill would be:

Experience:
A minimum of one year of paid experience providing service in parent and community service

programs, or similarly related areas.

Education:
Equivalent to the completion of the twelfth grade. Course work or training in parent education
and community awareness programs is preferred.

Licenses and other Requirements:
Possession of valid driver’s license

Proof of insurability

IM/5/29/18
dic 01/2023

147



Adopted: June 13, 2018
Amended: TBD

ALTA LOMA SCHOOL DISTRICT
FAMILY ENGAGEMENT LIAISON — Page 3

SUMMARY OF PHYSICAL DEMANDS RATINGS
The following analysis entails an evaluation of the “Physical Demands” factors of the job as it exists.
This method provides a basis for permitting modification to fit the capabilities and needs of workers with
disabilities.
Rating Symbol Key:

NP = Not Present — Does not exist

O = Occasionally — Up to 1/3 of the time

F = Frequently — From 1/3 to 2/3 of the time

C = Constantly — 2/3 or more of the time

SUMMARY OF PHYSICAL DEMANDS RATINGS (continued)

1. STRENGTH:
A. Standing 60%
Walking 30%
Sitting 5%

B. Lifting
Carrying
Pushing
Pulling

25 1bs.
25 1bs.
25 1bs.
25 1bs.

2. CLIMBING
BALANCING

3. STOOPING
KNEELING
CROUCHING
CRAWLING

4. REACHING
HANDLING
FINGERING
FEELING

cNoNoRw) %OOO %O oNeoNeNe;

5. TALKING:
Ordinary
Other
HEARING:
Conversations
Other Sounds

o o0

6. SEEING
Acuity, Near
Acuity, Far
Depth Perception
Accommodation

Z%mo

IM/5/29/18
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Adopted: June 13, 2018

Amended: TBD
ALTA LOMA SCHOOL DISTRICT
FAMILY ENGAGEMENT LIAISON — Page 4
Color Vision NP
Field of Vision NP

7. PHYSICAL DEMANDS RATING SUMMARY: Medium Work: 2 3 (4) (5) (6) (DOL Physical
Demand Categories 1 to 6 are very significant to the customary performance of the job if contained in
parentheses).

8. PHYSICAL DEMAND COMMENTS: Examples of significant Physical abilities are associated with
instructing and supervising volunteers.

SUMMARY OF ENVIRONMENTAL CONDITIONS RATINGS
The following analysis represents an evaluation of the surroundings in which the job is performed.
Environmental Conditions must by definition be specific and related to the job.

Key to Environmental Factors Rating:
NP = Not present in the job environment
S = Seldom — Under 5% of work day
O = Occasionally — Up to 1/3 of the time
F = Frequently — From 1/3 to 2/3 of the time
C = Constantly — 2/3 or more time

1. ENVIRONMENT:
Inside 50% Outside 50%

2. EXTREME COLD S
3, EXTREME HEAT S
4, WET/HUMID S
5. NOISE 80 decibels

VIBRATION
Comments regarding “Noise” = Operating machines in workroom and loud conversation

3

6. HAZARDS:
Mechanical
Explosives
Electrical
Radiant Energy
Burns
Other Hazard/s
Comments regarding “Electrical Hazards” = Gutlet covers on all plugs

R

7. ATMOSPHERIC CONDITIONS:
Fumes
Mists
Odors

’ﬁ%m

IM/5/29/18
dlc 01/2023

149



Adopted: June 13, 2018

Amended: TBD
ALTA LOMA SCHOOL DISTRICT
FAMILY ENGAGEMENT LIAISON —Page 5
Gasses NP
Dusts 0
Poor Ventilation NP
Other Atmospheric Hazards NP

Comments regarding “Dust Exposure” = Pollen, sand
8. PROTECTIVE CLOTHING — DEVICES: None

9. E.C.SUMMARY: Inside Work: 2 3 4 5 6 (7). Numbers encircled by () indicate significant
involvement of factors enumerated and rated above.

IM/5/29/18
dlc 01/2023

150



//‘
,,/

f

_,,/

Alta Loma
SCHOOL DISTRICT Human Resources Memorandum
To: Dr. Sherry Smith, Superintendent

From: @éonna Carlson, Assistant Superintendent, Human Resources
Date: January 18, 2023

Subject:  Job Description: Secretary - Senior

BACKGROUND: To clarify and ensure appropriate alignment of duties with the current
responsibilities of the position, the job description for Secretary -
Senior has undergone a review. As the duties for the Secretary - Senior
position have significantly increased over the last several years to
include oversight of the CHAMPS preschool program, intra and inter
district transfers requests, as well as student services and educational
programs, the job description is being amended and reclassified.

First Reading

RATIONALE: The amended and reclassified job description outlines and clarifies the
essential duties, qualifications and physical demands of the position of
Secretary - Senior.

FUNDING: Due to the increased demands of this position, the District
recommends movement from range 38 to range 39 on the Classified
Benefitted Hourly Schedule, retroactive to July 1, 2022. The budgetary
impact is approximately $1,300.

RECOMMENDATION: Recommend the Board amend and reclassify the job description for
Secretary - Senior, with movement from range 38 to range 39 on the
Classified Benefitted Hourly Schedule with a retroactive effective date
of July 1, 2022, as presented.
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Adopted: May 19, 1999
Amended: TBD

ALTA LOMA SCHOOL DISTRICT

SECRETARY - SENIOR

DEFINITION

Under general supervision, to perform specialized and responsible clerical and secretarial functions; use
computer and application software; to relieve supervisor of clerical detail and to perform routine
administrative aide functions; and to do other related work as required.

ESSENTIAL DUTIES

nd Educational Programs.

upport for Student Services a

Serve as administrative s

[ J

® Review and screen incoming correspondence and communications routed to supervisor.

® Act as a receptionist and office management aide to administration, including the answering of
routine inquiries and correspondence, scheduling appointments, conferences and meetings, and a
variety of operational details.

® Determine the communications or correspondence to refer appropriate staff members for the
gathering of data, or for a response.

® Plan and organize follow-up activities to ensure that operational timelines are met.

®  Assist with budget planning and expenditure control process.

® Amange correspondence for supervisor's personal reply in the order of a predetermined priority with
appropriate background materials available for reference.

¢ Independently or in accordance with general instructions, compose correspondence concerning a wide
range of subjects requiring a thorough knowledge of policies, regulations, and operational procedures.

® Review outgoing correspondence and other materials for consistency with policies, regulations,
operational procedures, formatting, grammatical construction, and punctuation.

e Take notes of meetings and conferences, and prepare accurate summaries.

® May take and transcribe dictation, or use transcription equipment to prepare a wide variety of subject
area materials, including information and data that may be of a privileged or sensitive nature.

® Serve as an administrative aide by receiving and responding to inquiries from either office visitors or
from telephone contacts.

¢ Prepare input data for a computerized record management, storage, and retrieval system, and utilize
the output reports in the office operational functions.

® Operate a computer, and use a variety of application software.

¢ Maintain a variety of records and files, that may include student, personnel, budget, expenditure,
payroll, and other related records and files, including materials of a confidential and sensitive nature.

® May assist with budget planning and expenditure control processes.

e May assist with organizing the clerical functions of the office to which assigned.

® May assist with planning and implementation of District-wide events including GATE activities.

® May assist with and organize expulsion processes and residency investigations.

® Support inquiries and enrollment for intersession and independent study programs.

® Process all cash and on-line payments for CHAMPS Program tuition,

o Communicate with all subsidized agencies and verify student participation to apply tuition to
student accounts.

® Prepare all bank deposits for the CHAMPS Program.

e Communicate past due amounts and collect overdue payments from fee-based families.

¢ Independently manage the online program for payments and student registrations, including
assisting parents.

® Prepare annual tax statements and provide tax documentation to families.

ca/6-17-99
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Amended: TBD

ALTA LOMA SCHOOL DISTRICT
SECRETARY - SENIOR - Page 2

® Process all staff reimbursements.

® Monitor deposits and final payments to field-trips, consultants and outside agencies providing
services to the CHAMPS Program.

¢ Prepare registration documents for the CHAMPS Program.

® Process CHAMPS enrollment applications, verify accuracy of data inputted into the student
database,

®  Collect and process timesheets for all Home Hospital employees.

Collect and process Intra-District and Inter-District Transfer Requests.

e Perform other duties as assigned,

QUALIFICATIONS

Knowledge of:

Organization and coordination of specialized and responsible clerical functions;

Modem office methods and equipment, including automated record management and filing systems,
computer operational processes, receptionist and telephone techniques, correspondence, and report
writing;

English usage, grammar, spelling, and punctuation;

Basic methods and techniques of organization and planning.

Ability to:

Learn, interpret, and apply legal mandates, policies, rules and regulations, and operational procedures;
Assume responsibility for routine administrative detail;

Compose correspondence independently;

Establish and maintain comprehensive and accurate files and records, and prepare concise and complete
reports as required;

Type or keyboard at a net corrected speed of 50 words per minute;

Make arithmetical calculations with speed and accuracy;

Understand and carry out oral and written directions;

Establish and maintain cooperative working relationships;

Function in situations requiring tact, diplomacy, and discretion;

Take summary notes and transcribe accurately, or use transcription equipment effectively in preparing
various written materials.

EXPERIENCE AND EDUCATION
Any combination of experience and training that would likely provide the required knowledge and skills
is qualifying. A typical way to obtain the required knowledge and skills would be:

Experience:
Two years of responsible and varied secretarial and clerical experience, including some

experience in organizing and coordinating specialized clerical functions.

Education:

Equivalent to the completion of the twelfth grade, including or supplemented by course work in
shorthand, typing, data entry and output report development, and advanced secretarial skill areas.
Coursework in shorthand or speed writing is desirable.

ca/6-17-99
dic 01/2023
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ALTA LOMA SCHOOL DISTRICT
SECRETARY - SENIOR — Page 3

SUMMARY OF PHYSICAL DEMANDS RATINGS
The following analysis entails an evaluation of the “Physical Demands” factors of the job as it exists.
This method provides a basis for permitting modification to fit the capabilities and needs of workers with
disabilities.
Rating Symbol Key:
NP = Not Present — Does not exist
O = Occasionally — Up to 1/3 of the time
F =Frequently — From 1/3 to 2/3 of the time
C = Constantly — 2/3 or more of the time

1. STRENGTH:
A. Standing 10%
Walking 10%
Sitting 80%

B. Lifting
Carrying
Pushing
Pulling

25 1bs.
25 1bs.
10 Ibs.
10 Ibs.

2. CLIMBING
BALANCING

%O oOOm™O

3. STOOPING
KNEELING
CROUCHING
CRAWLING

ZO OO0
=

4, REACHING
HANDLING
FINGERING
FEELING

ZOOO
o

5. TALKING:
Ordinary
Other
HEARING:
Conversations
Other Sounds

oRolNoRe!

6. SEEING
Acuity, Near
Acuity, Far
Depth Perception
Accommodation
Color Vision
Field of Vision

olrAoloNoNe!

ca/6-17-99
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ALTA LOMA SCHOOL DISTRICT
SECRETARY - SENIOR - Page 4

7. PHYSICAL DEMANDS RATING SUMMARY: Medium Work: 2 3 (4) (5) (6) (DOL Physical
Demand Categories 1 to 6 are very significant to the customary performance of the job if contained in
parentheses).

8. PHYSICAL DEMAND COMMENTS: Examples of lifting/carrying/pushing/pulling are supplies,
reams of paper, carts, desk drawers; reaching/handling/fingering are reports, telephone, computer
keyboard, files; talking/hearing are conversations with students, general public in person and via
telephone; seeing are computer screen, bulletin board, reviewing reports and records.

SUMMARY OF ENVIRONMENTAL CONDITIONS RATINGS
The following analysis represents an evaluation of the surroundings in which the job is performed.
Environmental Conditions must by definition be specific and related to the job.

Key to Environmental Factors Rating:
NP = Not present in the job environment
S = Seldom — Under 5% of work day
O = Occasionally — Up to 1/3 of the time
F = Frequently — From 1/3 to 2/3 of the time
C = Counstantly — 2/3 or more time

1. ENVIRONMENT:

Inside 90% Outside 10%
2. EXTREME COLD NP
3. EXTREME HEAT NP
4. WET/HUMID NP
5. NOISE 65 decibels
VIBRATION NP
Comments regarding “Noise” = General office conversation and equipment
6. HAZARDS:
Mechanical S
Explosives NP
Electrical NP
Radiant Energy NP
Burns S
Other Hazard/s NP
Comments regarding “Mechanical Hazards™” = Copier, opening boxes
Comments regarding “Burn Hazards” = Copier
7. ATMOSPHERIC CONDITIONS:
Fumes NP
Mists NP
Odors S
ca/6-17-99
dlc 01/2023



Adopted: May 19, 1999

Amended: TBD
ALTA LOMA SCHOOL DISTRICT
SECRETARY - SENIOR - Page 5
Gases NP
Dusts S
Poor Ventilation S
Other Atmospheric Hazards NP

Comments regarding “Fumes” = Copier

Comments regarding “Odors” = Copier

Comments regarding “Dust” = Paper

8. PROTECTIVE CLOTHING — DEVICES: Headsets available, gloves

9. E.C.SUMMARY: Inside Work: 23 4 5 (6) 7. Numbers encircled by () indicate significant
involvement of factors enumerated and rated above.

ca/6-17-99
dlc 01/2023
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Alta Loma
SCHOOL DISTRICT

Insplring Learncrs for a Lifetime

Superintendent’s Memorandum

To: Board of Trustees

From: %g Dr. Sherry Smith, Superintendent

Date: January 18, 2023

Subject: Amend Board Policies Related to Philosophy, Goals, Objectives & Comprehensive
Plans, Students and Instruction

BACKGROUND:

RATIONALE:

FUNDING:

RECOMMENDATION:

In order to keep Board Policies in compliance with applicable State and
Federal laws, as well as to create consistency of format within all Board
Policies, the District contracted with the California School Boards
Association to facilitate the review and revision of all Board Policies.

First Reading

BP 0510 — School Accountability Report Card
BP 5111 — Admission

BP 5116 — School Attendance Boundaries

BP 6164.2 — Guidance/Counseling Services

This action will amend the policies to be compliant with current State
and Federal Law and current practices.

There 1s no fiscal impact to this action.

Recommend the Board amend the above listed Board Policies related to
Philosophy, Goals, Objectives & Comprehensive Plans, Students and
Instruction, as presented.




Alta Loma SD

Board Policy
Philosophy, Geals, Objectives and Comprehensive Plans BP 0510 (a)

SCHOOL ACCOUNTABILITY REPORT CARD

Such-repert-cards-shall-be-designed+to ilnform parents/guardians and the community about

the conditions, needs and progress at each school and to help-provide data by which
parents/guardians can make meanmgful comparlsons between schools. :Phe—Bea-Pd—be}ieve-s
that-The process of deve ds—giv ; H] evie
achievements; gathering and analyzmg data also prov:des opportumtles Jor school and
District staff to review achievements and identify areas for improvement; enlistlocal

and establish o vision for the-future.

The Board of Trustees shall annually issue a school accountability report card for each school
site. (Education Code 35256)

In preparing the District's report cards, the Superintendent or designee may choose to use
or adapt the model template provided by the California Department of Education. If the
model template is not used, the Superintendent or designee shall ensure that data are
reported in a manner that is consistent with the definitions for school conditions as
provided in the template. At least every three years, the Board shall compare the content of
the District's report cards to the State's model template, recognizing that variances are
allowed by law as necessary to meet local needs. (Education Code 33126.1, 35256)

The Board shall annually approve the SARCs for all District schools and shall evaluate
the data contained in the SARCs as part of the Board's regular review of the effectiveness
of the District's programs, personnel, and fiscal operations.

Superlntendent or de51gnee shall develop strategles for commumcatmg the information
contained in the eards SARCS to all stakeholders, including opportunities for staff and the
community to discuss their content.

Notification and Dissemination of SARCs
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BP 0510 (b)

SCHOOL ACCOUNTABILITY REPORT CARD (continued)

The Beard-Superintendent or designee shall publicize the issuance of schoel-aceountability
repoert-eards SARCS and notify parents/guardians that a paper copy will be provided upon
request. On or before February 1 of each year, the Superintendent or designee shall make
the SARCs available in paper copy and on the internet. (Education Code 35256)

Policy ALTA LOMA SCHOOL DISTRICT
adopted: November 1, 2003 Alta Loma, California
amended: March 1, 2008
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Alta Loma SD

Board Policy
Students BP 5111 (a)

ADMISSION

The Board of Trustees believe o
edueational-services: encourages the enrollment and approprzate placement of all chzldren

who are eligible for enrollment in school. Staffshallencourage parents/guardiansto-enroll
all-sehool-aged-childreninsehoolk The Superintendent or designee shall inform

parents/guardians of children entering seeking admission to a District school at any grade
level about admission requirements and shall assist them with enrollment procedures.

The Superintendent or designee shall announce and publicize the timeline and process for
registration of students at District schools. Applications for intradistrict or interdistrict
enrollment shall be subject to the timelines specified in applicable Board policies and
administrative regulations.

All appropriate staff shall receive training on District admission policies and procedures,
including information regarding the types of documentation that can and cannot be
requested.

Before enrolling any child in a District school, the Superintendent or designee shall verify the
child's age, residency within the District, immunization, and other applicable eligibility
criteria specified in law, the accompanying Administrative Regulation, or other applicable
Board Policy or Administrative Regulation.

The Superintendent or designee shall ensure-thatthe-enreliment-of shall immediately enroll
a homeless student, or foster ehild youth, student who has had contact with the juvenile
Jjustice system, or a child of a military family is-net-delayed-beecause regardless of
outstanding fees or fines owed to the ehild's student’s last school or for histher their inability
to produce previous academic, medical, or other records normally required for enrollment.
(Education Code 48645.5, 48850, 48852.7, 48853.5, 49701; 42 USC 11432)

The Superintendent or designee shall not inquire into or request documentation of a student's
citizenship or immigration status, and shall not deny a student enrollment in a District school
on the basis of the citizenship or immigration status of the student or their parents/guardians.
Any information obtained about a student's or parent/guardian's citizenship or immigration
status shall not be shared without parent/guardian consent or a lawful judicial order, in
accordance with laws pertaining to the confidentiality of student records.
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BP 5111 (b)

ADMISSION (continued)

When enrolling in any District school, including a school in their attendance area, children
whose parents/guardians reside within District boundaries shall be subject to the timelines
established by the Board for open enrollment. Children whose parents/guardians do not
reside within the District or who are not otherwise eligible for enrollment in the District may
apply for interdistrict attendance in accordance with the timelines specified in applicable
Board Policies and Administrative Regulations.

The Superintendent or designee shall maintain procedures which provide for the verification
of all entrance requirements specified in law and in Board Policies and Regulations.

Policy ALTA LOMA SCHOOL DISTRICT
adopted: September 19, 2006 Alta Loma, California
amended: February 21, 2018
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Alta Loma SD

Board Pslicy
Students BP 5116

SCHOOL ATTENDANCE BOUNDARIES

The Board of Trustees shall establish school attendance boundaries in order to maximize the
efficient use of District facilities and effective administration of District schools. The
Superintendent or designee shall periodically review school attendance boundaries and, as
necessary, make recommendations to the Board for boundary adjustments.

When reviewing school attendance boundaries, the Superintendent or designee shall
consider the following factors:

1. School enrollment data, including declining enrollment patterns

2. Facility capacity and design, including potential commercial and residential
developments

3. Federal, state, or court mandates

4. Student safety

5. Transportation capacity

6. Educational programs, such as magnet schools and charter schools

7. Other factors

In order to alleviate overcrowding, the Superintendent or designee may place some students
in a school outside of their attendance area. Parents/guardians of students who are attending
schools outside of their attendance area shall be notified of the school their child will be

attending as soon as possible. H-available; transportationshall be-provided for-such students-

Policy ALTA LOMA SCHOOL DISTRICT
adopted: September 1, 1990 Alta Loma, California
amended: July 1, 2006
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Alta Loma SD

Board Policy
Instruction BP 6164.2 (a)

GUIDANCE/COUNSELING SERVICES

The Board of Trustees recognizes that a structured, coherent, and comprehensive counseling
program ean-help promotes academic achievement and growth, and serves the diverse needs
of all District students. The District shall provide an educational counseling program that
offers students services and supports within a Multi-Tiered Systems of Support (MTSS)
Sframework, in accordance with law. Counseling staff shall be available to meet with junier
high students to discuss academic, social, ex personal difficulties, as-well-as or other issues
that may impact student learning and well-being.

The Superintendent or designee shall ensure that all persons employed to provide direct
school counseling, school psychology, andfer school social work services fo students, and/or
implement equitable school programs and services that support students’ academic and
social emotional development and college and career readinéss shall possess the
appropriate credential from the Commission on Teacher Credentialing authorizing their
employment in such positions. Responsibilities of each position shall be clearly defined in a
job description.

Aeademie Fducational and Career Counseling

Beginning in grade 7, parents/guardians shall receive a general notice at least once before
career counseling and course selection so that they may participate in the counseling
sessions and decisions. (Education Code 221.5)

The Distriet's-academie educational counseling program shall help-students-establish

Sawatre » -

2

ineluded-when-making-educational-plans—include academic counselng in the following
areas (Education Code 49600):

1. Development and implementation, with parent/guardian involvement, of the
student's immediate and long-range educational plans

2. Optimizing progress towards achievement of proficiency standards and
competencies
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BP 6164.2 (b)

GUIDANCE/COUNSELING SERVICES (continued)

3. Completion of the required curriculum in accordance with the student's needs,
abilities, interests, and aptitudes

As part of the District's educational counseling program, students may be offered mental
and behavioral health services under which a student may receive prevention, intervention,
short-term counseling services, and mental health related classroom instruction to reduce
stigma and increase awareness of counseling support services.

For assessing or counseling students, the District shall not use testing or other materials
that permit or require impermissible or unlawful differential treatment of students. (5
CCR 4931)

Personal or Mental Health Counseling

A school counselor, school psychologist, or school social worker may provide individualized
personal, mental health, or family counseling to students in accordance with the
specialization(s) authorized by his/her their credential. Such services may include, but are
not limited to, support related to the student's social and emotional development, behavior,
substance abuse, mental health assessment, depression, or mental illness. As appropriate,
students and their parents/guardians shall be informed about community agencies,
organizations, or health care providers that offer qualified professional assistance.

Written parent/guardian consent shall be obtained before mental health counseling or
treatment services are provided to a student, except when the student is authorized to consent
to the service pursuant to Family Code 6920-6929, Health and Safety Code 124260, or other
applicable law.
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BP 6164.2 (c)

GUIDANCE/COUNSELING SERVICES (continued)

Any information of a personal nature disclosed to a school counselor by a student age 12
years or older or by histher the student’s parent/guardian is confidential and shall not become
part of the student record without the written consent of the person who disclosed the
confidential information. The information shall not be revealed, released, discussed, or
referred to except under the limited circumstances specified in Education Code 49602.
(Education Code 49602)

A counselor shall consult with the Superintendent or designee and, as appropriate, with the
District's legal counsel whenever unsure of how to respond to a student's personal problem or
when questions arise regarding the possible release of confidential information regarding a
student.

Crisis Counseling

The Board recognizes the need for a prompt and effective response when students are
conironted with a traumatic incident. School counselors shall assist in the development of the
comprehensive school safety plan, emergency and disaster preparedness plan and other
prevention and intervention practices designed to assist students and parents/guardians
before, during, and after a crisis.

Early identification and intervention plans shall be developed to help identify those students
who may be at risk for violence so that support may be provided before they engage in
violent or disruptive behavior.

In addition, the Superintendent or designee shall identify crisis counseling resources to train
District staff in effective threat assessment and, appropriate response techniques and/or
methods to directly help students cope with sueh a crisis if they if occurs.

Policy ALTA LOMA SCHOOL DISTRICT
adopted: November 1, 2007 Alta Loma, California
amended:
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Alta Loma
SCHOOL DISTRICT

Inspiring Learners for a Lifetime

Superintendent’s Memorandum

To: Board of Trustees

From: Q&% Dr. Sherry Smith, Superintendent

Date: January 18,2023

Subject: Amend Board Bylaws

BACKGROUND:

RATIONALE:

FUNDING:

RECOMMENDATION:

In order to keep Board Policies and Bylaws in compliance with
applicable State and Federal laws, as well as to create consistency of
format within all Board Policies and Bylaws, the District contracted
with the California School Boards Association to facilitate the review
and revision of all Board Policies and Bylaws. District administration
has reviewed and evaluated the following Board Bylaw:

First Reading
BB 9220 — Governing Board Elections

BB 9223- Filling Vacancies
BB 9323 — Meeting Conduct

This action will amend the bylaws to be compliant with current State
and Federal Law and current practices.

There is no fiscal impact to this action.

Recommend the Board amend the above listed Board Bylaws, as
presented.
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Alta Loma SD

Board Byiaw BB 9220(a)
GOVERNING BOARD ELECTIONS

Board Member Qualifications

Any person is eligible to be a member of the Board of Trustees, without further qualifications,
if the person he/she is 18 years of age or older, a citizen of California, a resident of the school
District or, if applicable, the trustee area, a registered voter, and not legally disqualified from
holding civil office. Any person who has been convicted of a felony involving the giving,
accepting, or offering of a bribe, embezzlement or theft of public funds, extortion, perjury, or
conspiracy to commit any such crime, under California law or the law of another state, the
United States of America, or another country, is not eligible to be a candidate for office or
elected as be a Board member except when he/she the person has been granted a pardon in
accordance with law. (Education Code 35107; Elections Code 20)

A District employee elected to the Board shall resign histher from District employment before
being sworn in or shall have his/her the employment automatically terminated upon being
sworn into office. (Education Code 35107)

The Board encourages all candidates to become knowledgeable about the role of Board
members. The Superintendent or designee shall provide all candidates with information that
will enable them to understand the responsibilities and expectations of being a Board member.
The Superintendent or designee shall provide all candidates with general information about
school programs, District operations, and Board responsibilities.

A Board member may be recalled as permitted by Elections Code 11000. Proponents of a
recall are required to serve, file, and publish or post a notice of intention to circulate the
recall petition and to comply with other applicable law and formalities and county elections
official directives. The petition, pursuant to Elections Code 11041, is required to be in the
format provided by the Secretary of State and to include an estimate of the cost of conducting
the special election, as determined by the county elections official, in consultation with the
District.

Within 14 days after the meeting at which the Board receives a certificate of sufficiency of
signatures on a recall petition from the county elections official, the Board shall order an
election to be held to determine whether the Board member named in the petition shall be
recalled. The election shall be held not less than 88, nor more than 125 days after the date
that the Board orders the election. However, the election may be conducted within 180 days
after the issuance of the Board’s order to consolidate the election with a regularly scheduled
election.

Recall elections shall be conducted in accordance with Elections Code 11381-11386.
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BB 9220(b)

GOVERNING BOARD ELECTIONS ({(continued)

Consolidation of Elections

To reduce cost associated with conducting elections, the Board may consolidate Board
elections with the local municipal or statewide primary or general election in accordance with
Elections Code 1302.

In addition, if a regularly scheduled Board election held other than on a statewide election
date results in a decrease in local voter turnout of 25 percent or more compared to the
average local turnout for the previous four statewide general elections, the Board shall take
action to consolidate Board elections with statewide elections. (Elections Code 14051,
14052)

In order to consolidate elections based on either circumstance described above, the Board
shall adopt a resolution and submit it to the County Board of Supervisors for approval not
later than 240 days prior to the date of the currently scheduled District election. (Elections
Code 10404.5)

Whenever a regularly scheduled Board election is changed due to consolidation of elections,
the terms of office of incumbent Board members shall be extended to align with the next
applicable election. (Elections Code 10404.5)

Elections Process and Procedures

The District is divided into trustee areas and each trustee area shall be represented by a Board
member who resides in and is elected by voters residing within that trustee area. Trustee areas
shall be balanced by a population as required by state and federal law.

Prior to March 1 following the year in which the results of each decennial federal census are
released, the Board shall adjust the boundaries of the District’s trustee areas based on
population figures as validated by the Population Research Unit of the Department of Finance.
(Education Code 5019.5)

The election method or trustee-area boundaries are in effect at the beginning of a Board
member’s term shall be used when any vacancy that occurs during that term is to be filled,
even if, during the term, the District has adopted “by-trustee area” election method or trustee
area boundaries have been adjusted.

Any petition for a special election ordered pursuant to Education Code 5091 shall contain
the county election official’s estimate of the cost of conducting the special election,
expressed on a per-student basis. (Education Code 5091)

Campaign Conduct

All candidates, including current Board members running as incumbents, shall abide by local,
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BB 9220(c)

GCVERNING BOARD ELECTIONS (continued)

county, state, and federal requirements regarding campaign donations, funding, and
expenditures.

In order to help protect the public's trust in the electoral process as well as the public's
confidence in the Board and District, the Board encourages all candidates to sign and adhere
to the principles in the Code of Fair Campaign Practices pursuant to Elections Code 20440.

Statement of Qualifications

On the 125th day prior to the day fixed for the general District election, the Board secretary or
their designee shall deliver a notice, bearing the secretary's signature and District seal, to the
county elections official describing both of the following: (Elections Code 10509)

1. The elective offices of the District to be filled at the general election and which
offices, if any, are for the balance of an unexpired term

2. Whether the District or the candidate is to pay for the publication of a statement of
qualifications pursuant to Elections Code 13307

£ 9223 Eilling V. :

Candidates for the Board may submit a candidate statement to the elections official for
inclusion in the voter’s pamphlet. Candidate statements shall be limited to no more than 200
words. (Elections Code 13307)

When the elections official allows for the electronic distribution of candidate statements, a
candidate for the Board may, in addition to or instead of submitting a candidate statement for
inclusion in the mailed voter’s pamphlet, prepare and submit a candidate statement for
electronic distribution.

The District shall assume no part of the cost of printing, handling, translating, mailing, or
electronically distributing candidate statements filed pursuant to Elections Code 13307. As a
condition of having candidate statements included in the hard copy and/or electronic voter’s
pamphlet, the District may require candidates to pay their estimated pro rata share of these
costs to the District in advance pursuant to Elections Code 13307.

Tie Votes in Board Member Elections
Before each election, the Board shall decide establish whether fo resolve a potential tie by lot
or by runoff election. isto-be-reselvedbylot-erwith-a-ranoff-election: If the Board has

decided to resolve a tie by lot, the Board shall, immediately after the election, notify the
candidates who received the tie votes of the time and place where the candidates or their
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BB 9220(d)

GOVERNING BCARD ELECTIONS (continued)

representatives should appear before the Board. The Board at that time shall determine the
winner by lot. (Edueation-Ceode5016) If the Board has decided to resolve a tie with a runoff
election, the Board shall schedule the runoff election in accordance with law. (Education Code
5016)

Bylaw ALTA LOMA SCHOOL DISTRICT
adopted:  September 19, 2006 Alta Loma, California
amended: September 18,2013

December 14, 2022
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Alta Loma SD

Board Bylaw BB 9223(a)

FILLING VACANCIES

Events Causing a Vacancy

A vacancy on the Board of Trustees may eeeur arise from for any of the following events:

1.

2.

The death of an incumbent (Government Code 1770)

The adjudication pursuant to a quo warranto proceeding declaring that an incumbent
is physically or mentally incapacitated due to disease, illness, or accident and that
there is reasonable cause to believe that the incumbent will not be able to perform the
duties of his/her the office for the remainder of histher the term (Government Code
1770)

A Board member's resignation (Government Code 1770)

A vacancy resulting from resignation occurs when the written resignation is filed with
the County Superintendent of Schools having jurisdiction over the District, except
where a deferred effective date is specified in the resignation so filed, in which case
the resignation shall become operative on that date. A Board member may not defer
the effective date of their resignation for more than 60 days after they—file the
resignation is filed with the County Superintendent. Upon being filed with the County
Superintendent, a written resignation, whether specifying a deferred effective date or
otherwise, shall be irrevocable. (Education Code 5090, 5091)

A Board member's removal from office, including by recall (Elections Code 11384
11000; Government Code 1770)

A Board member's ceasing to be a resident of the District (Government Code 1770)

A-vaeancy-on-the Board-alse-eccurs-when-a 4 Board member ceases to inhabit the
trustee area which-they represented on the Board (58 Ops.Cal.Atty.Gen. 888 (1975))

A Board member’s absence from the state for more than 60 days, except in the

following situations: (Government Code 1064, 1770)

a. Upon District business with the approval of the Board

b. With the consent of the Board for an additional period not to exceed a total
absence of 90 days
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BB 9223(b)

FILLING YACTANCIES (continued)

10.

1§l

12.

13.

c. In the case of illness or other urgent necessity, and upon a proper showing
thereof, the time limited for absence from the state may be extended by the
Board.

d. For federal military deployment, not to exceed an absence of a total of six
months, as a member of the armed forces of the United States or the
California National Guard

If the absence of the Board member for this purpose exceeds six months, the
Board may approve an additional six-month absence upon a showing that
there is a reasonable expectation that the member will return within the second
six-month period, and the Board may appoint an interim member to serve in
their during the absence. If two or more members of the Board are absent by
reason of these circumstances, and those absences result in the inability to
establish a quorum at a regular meeting, the Board may immediately appoint
one or more interim members as necessary to enable the Board to conduct
business and discharge its responsibilities. The term of an interim member
appointed in these circumstances shall not extend beyond the return of the
absent Board member or beyond the next regularly scheduled election for that
office, whichever occurs first.

A Board member's ceasing to discharge the duties of the office for the period
of three consecutive months, except when prevented by illness or when absent
from the state with the permission required by law (Government Code 1770)

A Board member's conviction of a felony or any offense involving a violation of
their official duties or conviction of a designated crime resulting in a
forfeiture of office (Government Code 1770, 3000-3003)

A Board member's refusal or neglect to file the required oath within
the time prescribed (Government Code 1770)

The decision of a competent tribunal declaring void a Board member's
election or appointment (Government Code 1770)

A Board member's commitment to a hospital or sanitarium as a drug addict,
dipsomaniac, inebriate, or stimulant addict by a court of competent jurisdiction, in
which case the office shall not be deemed vacant until the order of commitment
has become final (Government Code 1770)

A "failure to elect" in which no candidate or an insufficient number of candidates
have filed to run for a Board seat(s) (Education Code 5090, 5326, 5328)
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BB 9223(c)

FILLING VACANCIES (continued)

Timelines for Filling a Vacancy
When a vacancy occurs, the Board shall take the following action, as appropriate:

1. When a vacancy occurs within four months of the end of a Board member's
term, the Board shall take no action. (Education Code 5093)

3. 2.  'When a vacancy occurs from six months to 130 days before a regularly scheduled
Board election at which the position is not scheduled to be filled, a special election to
fill the position shall be consolidated with the regular election. The person so elected
shail take office at the first regularly scheduled Board meeting following the
certification of the election and shall serve only until the end of the term of the
position which they-were the person was elected to fill. (Education Code 5093)

3. When a vacancy occurs outside of the statutory time windows identified in Items #1
and #2 above, the Board shall, within 60 days of the date of the vacancy or the
filing of the member’s deferred resignation, either order an election or make a
provisional appointment. (Education Code 5091, 5093)

Eligibility

In order to be appointed or elected to fill a vacancy on the Board, a person must meet the
eligibility requirements specified in Education Code 35107-, as described in BB 9220 -
Governing Board Elections.

£ 9220 G o Bogrd Elooti
Provisional Appoeintments

When authorized by law to make a provisional appointment to fill a vacancy on the Board,
the Board shall advertise in the local media to solicit candidate applications or nominations.
A committee consisting of less than a quorum of the Board shall ensure that applicants are
eligible for Board membership and announce the names of the eligible candidates. The
Board shall interview the candidates at a public meeting, accept oral or written public input,
and select the provisional appointee by a majority vote.

Within 10 days after the appointment is made, the Board shall post notices of the actual
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BB 9223(d)

FILLING VACANCIES (continued)

vacancy, or the filing of a deferred resignation, and the provisional appointment. The notice
shall be published in the local newspaper pursuant to Government Code 6061 and posted in
at least three public places within the District. (Education Code 5092)

The notice shall contain: (Education Code 5092)

1. The date of the occurrence of the vacancy or the date of the filing of, and the effective
date of, the resignation

2. The full name of the appointee

3. The date of appointment

4. A statement notifying the voters that unless a petition calling for a special election
pursuant tc Education Code 5091 is filed in the office of the County Superintendent
within 30 days of the provisional appointment, it shall become an effective
appointment

The person appointed shall hold office until the next regularly scheduled election for
District Board members and shall be afforded all the powers and duties of a Board member
upon appointment. (Education Code 5091)

If within 30 days of the Board’s appointment, registered voters of the District or, where
elections are by trustee areas, of the trustee area submit a petition for special election
which the County Superintendent determines to be legally sufficient, the provisional
appointment is terminated, and a special election shall be held in accordance with
Education Code 5091 to fill the vacancy.

Appointment Due to Failure to Elect

When a vacancy occurs because no candidate or an insufficient number of candidates have
been nominated (i.e., a failure to elect) and a District election will not be held, the Board
shall appoint a qualified person to the office. This appointment shall be made at a meeting
prior to the day fixed for the election and the appointee shall be seated at the organizational
meeting as if elected at the District election. (Education Code 5328)

When an appointment is being made because of a failure to elect, the District shall publish a
notice once in a newspaper of general circulation published in the District, or if no such
newspaper exists, in a newspaper having general circulation within the District. This notice
shall state that the Board intends to make an appointment and shall inform persons of the
procedure available for applying for the appointment. (Education Code 5328.5)
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BB 9223(e)

FILLING VACANCIES (continued)

The procedure for selecting and interviewing candidates shall be the same as the procedures
for "Provisional Appointments," as specified above.

Bylaw ALTA LOMA SCHOOL DISTRICT
adopted: ~ September 19, 2006 Alta Loma, California
amended: November 7, 2012

December 14, 2022
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Alta Loma SD

Board Bylaw BB 9323(a)

MEETING CONDUCT

Meeting Procedures

All Board of Trustees meetings shall begin on time and shall be guided by an agenda prepared
in accordance with Board bylaws and posted and distributed in accordance with the Ralph M.
Brown Act (open meeting requirements) and other applicable laws.

0322 OB s

The Board president shall conduct Board meetings in accordance with Board bylaws and
procedures that enable the Board to efficiently consider issues and carry out the will of the
majority.

(ef-9121— President)

The Board believes that late night meetings deter public participation, can affect the Board's
decision-making ability, and can be a burden to staff. Regular Board meetings shall be
adjourned no later than 9:30 p.m. unless extended to a specific time determined by a majority
of the Board. The meeting shall be extended no more than once and, if necessary, may be
subsequently adjourned to a later date.

Quorum and Abstentions

The Board shall act by majority vote of all of the membership constituting the Board.
(Education Code 35164)

The Board believes that when no conflict of interest requires abstention, its members have a
duty to vote on issues before them. When a member abstains, the abstention shall not be
counted for purposes of determining whether a majority of the membership of the Board has
taken action.

49270 Conflictof Interest)
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MEETING CONDUCT ({continued)

Public Participation

Members of the public are encouraged to attend Board meetings and to address the Board
concerning any item on the agenda or within the Board's jurisdiction. So as not to inhibit public
participation, persons attending Board meetings shall not be requested to sign in, complete a
questionnaire, or otherwise provide their name or other information as a condition of attending
the meeting, except that if the meeting is conducted using remote public participation or with
a Board member attending remotely pursuant to Government Code 54953, a member of the
public desiring to provide comment through the use of a third party internet website or online
platform may be required to register as required by the third party provider.

In order to conduct District business in an orderly and efficient manner, the Board requires that
public presentations to the Board comply with the following procedures:

1. The Board shall give members of the public an opportunity to address the Board on any item
of interest to the public that is within the subject matter jurisdiction of the Board, either before
or during the Board's consideration of the item. (Education Code 35145.5, Government Code
54954.3)

2. At atime so designated on the agenda at a regular meeting, members of the public
may bring before the Board matters that are not listed on the agenda.—at-aregular
meeting-matters-that-are-not-Jisted-on-the-agenda: The Board shall take no action or
discussion any item not appearing on the posted agenda, except as authorized by law.
(Education Code 35145.5, Government Code 54954.2)

3. Without taking action, Board members or District staff members may briefly respond
to statements made or questions posed by the public about items not appearing on the
agenda. Additionally, on their own initiative or in response to questions posed by the
public, Board members or staff members may ask a question for clarification, make a
brief announcement, or make a brief report on their own activities. (Government Code
54954.2)

Furthermore, the Board or a Board member may provide a reference to staff or other
resources for factual information, ask staff to report back to the Board at a subsequent
meeting concerning any matter, or take action directing staff to place a matter of
business on a future agenda. (Government Code 54954.2)

4. The Board need not allow the public to speak on any item that has already been
considered by a committee composed exclusively of Board members at a public
meeting where the public had the opportunity to address the committee on that item.
However, if the Board determines that the item has been substantially changed since
the committee heard it, the Board shall provide an opportunity for the public to speak.
(Government Code 54954.3)
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MEETING CONDUCT (continued)

e H30—Board Conmittacs)

- A person wishing to be heard by the Board shall first be recognized by the president
and shall then proceed to comment as briefly as the subject permits.

In general, individual speakers will be allowed three minutes to address the Board on
each agenda or nonagenda item, and the Board will limit the total time for public mput
on each item to 20 minutes. However, in exceptional circumstances when necessary to
ensure full opportunity for public input—with-Beard-eonsent, the Board president may,
with Board consent, adjust the amount of time allowed for public input, and/or the
time allotted for each speaker. Any such adjustment shall be done equitably so as to
allow a diversity of viewpoints. The president may also ask members of the public
with the same viewpoint to select a few individuals to address the Board on behalf of
that viewpoint.

In order to ensure that non-English speakers receive the same opportunity to directly
address the Board, any member of the public who utilizes a translator shall be provided
at least twice the allotted time to address the Board, unless simultaneous translation
equipment is used to allow the Board to hear the translated public testimony
simultaneously.(GovernmentCode54954.3)

. The Board president may rule on the appropriateness of a topic, subject to the following
conditions:

a. If the topic would be more suitably addressed at a later time, the Board president
may indicate the time and place when it should be presented.

b. The Board shall not prohibit public criticism of its policies, procedures,
programs, services, acts or omissions. (Government Code 54954.3)

c. In—additien; ¢The Board may shall not prohibit public criticism of District
employees. However, whenever a member of the public initiates specific
complaints or charges against an individual employee, the Board president shall
inform the complainant of the appropriate complaint procedure.

1312 1 ComplaintsC ing-District Bl |
(ef9321—Closed-Session Purposes-and-Agendas)

- The Board president shall not permit any actual disruption—distorbanee—or—willfial
terruption of Board meetings. Persistent—disraption Actual disruption by an

individual or group or any conduct or statements that threaten the safety of any
person(s) at the meeting shall be grounds for the president to terminate the privilege of
addressing the Board—TheBoard-may and remove disraptive the individuals from the

meeting. and-ord

Q am Aorac
o n

>
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BB 9323(d)

MEETING CONDUCT (continued)

The Board President or designee may remove an individual for actually disrupting
the meeting. Prior to removal, the individual shall be warned that their behavior is
disrupting the meeting and that failure to cease the disruptive behavior may result in
removal. If, after being warned, the individual does not promptly cease the disruptive
behavior, the Board President, or designee, may then remove the individual from the
meeting. (Government Code 54957.95)

When an individual’s behavior constitutes the use of force or a true threat of force,
the individual shall be removed from a Board meeting without a warning.
(Government Code 54957.95)

Disrupting means engaging in behavior during a Board meeting that actually
disrupts, disturbs, impedes, or renders infeasible the orderly conduct of the meeting
and includes, but is not limited to, a failure to comply with reasonable and lawful
regulations adopted by a legislative body pursuant to Section 54954.3 or any other
law, or engaging in behavior that constitutes use of force or a true threat of force.
(Government Code 54957.95)

True threat of force means a threat that has sufficient indicia of intent and
seriousness, that a reasonable observer would perceive it to be an actual threat to use
Jforce by the person making the threat. (Government Code 54957.95)

Additionally, the Board may order the room cleared if necessary. In this case,
members of the media not participating in the disturbance shall be allowed to remain,
and individuals not participating in such disturbances may be allowed to remain at
the discretion of the Board. When the room is ordered cleared due to a disturbance,
further Board proceedings shall concern only matters appearing on the agenda.
(Government Code 54957.9)

Recording by the Public
Members of the public may record an open Board meeting using an audio or video recorder,

still or motion picture camera, cell phone, or other device, provided that the noise, illumination,
or obstruction of view does not persistently disrupt the meeting. The Superintendent or
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BB 9323(e)

MEETING CONDUCT (continued)

designee shall may designate locations from which members of the public may make such
recordings without causing a distraction.

£ 0324 Bood g ! Reconds

If the Board finds that noise, illumination or obstruction of view related to these activities
would persistently disrupt the proceedings, these activities shall be discontinued or restricted
as determined by the Board. (Government Code 54953.5, 54953.6)

Bylaw ALTA LOMA SCHOOL DISTRICT
adopted: September 19, 2006 Alta Loma, California
amended: January 16, 2008

November 2, 2022
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