ALTA LOMA SCHOOL DISTRICT
Regular Meeting of the Board of Trustees
Wednesday, October 18, 2023
5:00 PM

District Support Center
9390 Base Line Road
Alta Loma, California

Motion
Ist 2nd App
5:00 PM A. OPEN SESSION

CALL TO ORDER AND ROLL CALL
PUBLIC COMMENT ON CLOSED SESSION ITEMS

Consistent with the Public Comment Announcement, members of the public are
provided an opportunity to directly address the Board concerning items specified
in the notice for this Regular Meeting of the Board of Trustees. This Public
comment period is the opportunity for the public to address the Board on items on
the closed session agenda. The Board is allowing a maximum of 3 minutes per
individual.

Action D. ADOPTION OF AGENDA
E. CLOSED SESSION

Jl. Public Employee Performance Evaluation/Employment —
Superintendent. (Government Code §54957)

[ 2. Conference with labor negotiators Sherry Smith, Superintendent,
Eric Hart, Associate Superintendent, Administrative Services, Donna
Carlson, Assistant Superintendent, Human Resources and other negotiation
team members. (Government Code §54957.6)
a. Alta Loma Educators Association (ALEA).

M 3. Conference with labor negotiators for unrepresented employees:
(Government Code §54957.6)
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.

[ 4. Student Disciplinary/Expulsion/Readmission Matters.
(Government Code §35146, §48912 §49070)

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's website at www.alsd.k12.ca.us.



6:00 PM

Action

F.

Motion
Ist 2nd App

[1 5. Public Employee Employment/Discipline/Dismissal/Release.

(Government Code §54957, 54957.10

M6. Conference with Legal Counsel — Existing/Potential Litigation.

(Government Code §54956.9(d)(1), and §54956.9(d)(2))
a) Complaint No. 2223-1, Claim for Damages (Government Code 911.2)

OPEN SESSION

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

PLEDGE OF ALLEGIANCE

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; and (2) 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.

APPROVAL OF MINUTES

9/20/23 (pp. 1-6)

RECOGNITIONS AND PRESENTATIONS

1. Student Presentation — Victoria Groves

2. Crossing Guard Update

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; and
(2) other topics within the jurisdiction of the Board.



Action

Motion
1st  2nd App

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).

SUPERINTENDENT AND STAFF REPORTS

An opportunity for the Superintendent 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. Curriculum/instructional updates
2. District activities
3. Timely events/information

a) Williams Quarterly Reporting (No Complaints received during

reporting period July 1, 2023 — September 30, 2023).
b) Davis Demographics

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.

1. 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)Anaheim Convention Center; 2) California Association
City of Supervisors of Child Welfare and Attendance
(CASCWA); 3) California School Nutrition Association;

4) CUE, Inc.; 5) iFly Indoor Skydiving; 6) Jazz Band Tune

Up Festival; 7) La Verne Heritage Foundation; 8) Lewis
Family Playhouse; 9) Mission San Juan Capistrano; 10) Motion
Picture Licensing Corporation (MPLC); 11) Riverside City
College (RCC) Jazz Festival; 12) San Bernardino County
Superintendent of Schools; 13) Sawdust Factory; 14) SELPA
Administrators of California. (pp. 7-9)

2. Recommend the Board approve payments to vendors in Board
Payment Report, as presented. (p. 10)

3. Recommend the Board approve employment, terminations,
resignations, leaves and temporary assignments, as presented.

(p. 11-19)

4. Recommend the Board accept the following donations:
a. Donation of $2,000 from Schools First Credit Union
to Alta Loma School District to be used for the District’s
2023-2024 Convocation. (No exhibit)



Action

Action

Action

Action

Motion

5. Recommend the Board authorize Assistant Superintendent,
Dr. Christina Pierce to attend the CASCWA State Conference,
April 24, 2024 — April 26, 2024 in Monterey, California and
approve all related expenses.

(No exhibit)

6. Recommend the Board amend Board Policy related to
Business and Noninstructional Operations, as presented.
Second Reading
BP 3515.2— Disruptions

(pp. 20-21)
O. GENERAL FUNCTIONS
1. Recommend the Board designate December 13, 2023 as the

annual organizational meeting for the Board of Trustees.
(No exhibit)

P. BUSINESS AND FINANCIAL PROCEDURES

1. Recommend the Board authorize payment for added scope
to CG Acoustics, Inc. in the amount of $17,728.79 for the
Hermosa Elementary Modernization Project, under the threat
of litigation due to bid deficiency, and authorize Superintendent
Sherry Smith and/or Associate Superintendent Eric Hart to sign
all related documents. (p. 22)

Q HUMAN RESOURCES

1. Recommend the Board approve the Consulting Contract with
Michele Rachielles for Administrative Coaching at the rate of
$31.25 per 15-minute increment, not-to-exceed $6,000, effective
October 19, 2023 through May 22, 2024, as presented. (pp. 23-24)

2.  Recommend the Board approve the Consulting Contract with
Michele Rachielles for Reading Specialist Support for Learning
Labs at the rate of $75 per hour, not-to-exceed $5,000, effective
October 19, 2023 through May 22, 2024, as presented. (pp. 25-26)

R. BOARD INFORMATION/DISCUSSION

1. Board Policy related to Community Relations
First Reading
BP 1330 — Use of School Facilities
BP 3515 — Campus Security
BP 3515.3 — District Campus Security
BP 5145.12 — Search and Seizure

(pp. 27-38)

2. Amend Job Description
First Reading
e Administrative Secretary
(pp. 39-44)



Motion
Ist  2nd  App

3. Governance Calendar
(pp. 45-46)

S. FUTURE AGENDA ITEMS
T. ANNOUNCEMENTS
1. The date of the next regular meeting of the Board of Trustees is

Wednesday, November 15, 2023, 6:00 PM at the District Support Center,
9390 Base Line Road.

U. ADJOURNMENT



MINUTES OF THE REGULAR MEETING OF THE BOARD OF TRUSTEES, ALTA LOMA SCHOOL
DISTRICT, COUNTY OF SAN BERNARDINO-WEDNESDAY, SEPTEMBER 20, 2023

OPEN SESSION, CALL TO ORDER AND ROLL CALL
The regular meeting, was called to order by Board President Brad Buller at 6:00 PM. Present
were members Buller, Chung, Davies, Hurley, and Martinez. Absent none.

PLEDGE OF ALLEGIANCE
Alta Loma Junior High School ASB President, Trevor Newman led the flag salute.

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

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 Dr. Hurley, seconded by Mr. Chung and carried unanimously to approve the meeting
minutes of September 6, 2023 as presented.

RECOGNITIONS AND PRESENTATIONS

Student Presentations — Alta Loma Junior High School
e ASB President, Trevor Newman
¢ Student Ambassador, Kiyomi Marquez
e Alta Loma Junior High School’s Builders Club

The newly appointed Transportation Supervisor, Lynn McKendall was introduced and
congratulated by the Board and Executive Cabinet.

Director of Student Services, Cara Cerecerez and Director of Special Education, Elizabeth Piiia
gave a Comprehensive Counseling Overview presentation to the Board.

PUBLIC COMMENT
Member of the public Kurtis Downs spoke on the subject of Transgender and shared a few titles
of books with the Board that he felt would be beneficial for the Board to look at.

PUBLIC HEARING
None.

BOARD REPORTS

Board member Malinda Hurley ...attended the Superintendent’s Community Cabinet on
Wednesday, September 13, where Director of Student Services, Cara Cerecerez presented the
District’s School Counseling Program; Friday, September 15, attended the 2023 Fiesta Elencia
Awards Ceremony in Ontario, celebrating the local area’s Hispanic parent leaders; Alta Loma
Elementary’s own Liliana Doonan was nominated by Principal Jauss for being a vital and
engaged PTA leader volunteering her time leading and supporting our students; Monday,
attended the San Bernardino County Superintendent of Schools (SBCSS) online Boardsmanship
Virtual Training on the Brown Act; the two presenting attorney’s did an excellent job explaining
specifics about closed sessions, quorums and social media.




MINUTES OF THE REGULAR MEETING OF THE BOARD OF TRUSTEES
September 20, 2023

Page 2

Board member Eric Chung ... September 7, attended the parent information night at Vineyard
Junior High for the 6™ grade move; east side schools have a different enthusiasm towards the 6™
grade move, Dr. Smith, Dr. Pierce, and Principal Vetere did a wonderful job presenting, the more
information that gets out there, the more parents understand the benefits and ultimately there is a
choice; September 8, attended Carnelian Elementary’s Patriot Assembly along with Trustee
Martinez and Associate Superintendent Eric Hart, it was amazing; thanked Ms. Lewan for the
personal invitation; September 12, had a special meeting with Principal Vetere, Principal Carter
and Dr. Pierce, to develop a Speech and Debate Team at both junior high schools, it has been
great to collaborate with everyone, it looks like this will get started in the next couple of weeks;
September 13, had the opportunity to walk Camelian and Hermosa with Dr. Smith and Dr.
Pierce, Principal Williams and Principal Bowyer are doing an amazing job at their sites;
September 19, had a site visit at Stork with Dr. Smith and Dr. Pierce, seeing the students
engaging in academic discourse and differentiation is pretty amazing.

Board member Jessica Martinez ... joined Trustee Chung and Associate Superintendent Hart at
Camelian for their Patriots Assembly, it was neat to see all the staff that had family members
their being honored; after the assembly it was nice to chat with Principal Williams and staff and
get to connect with them on a personal level; Monday, joined the Virtual Brown Act Training
from SBCSS, it was a very informative training.

Board member Rebecca Davies ...September 7, attended the 6™ grade Transition Parent
Information Night at Vineyard Junior High, along with Trustee Chung, there was a good turnout
of parents; September 8™, had a site visit at Alta Loma Elementary with PTA President Jennifer
Gruber, Associate Superintendent Eric Hart, Principal Jauss, and M & O Director Brian
Salsgiver; September 19, attended the east side Math Festival held at Deer Canyon Elementary,
lots of parents with their student playing fun math games.

Board member Brad Buller ... attended both east and west side Math Festivals, they were a
delight, Trustee Buller commended the team that put the math festivals together.

SUPERINTENDENT AND STAFF REPORTS

Superintendent Smith commented how proud she is of Alta Loma Junior High’s Builders Club
that shared at tonight’s Board Meeting, thanked Trustee Chung for his efforts in getting
donations and helping the Builders Club bring their garden to life. Dr. Smith thanked Associate
Superintendent Hart for getting water run to the property, so the Builders Club could tumn the
property into their vision.

Coming up next week, Dr. Smith shared that the District is holding their second Family
Engagement Series Night, the topic will be “Parenting in the Digital World.” This week Dr.
Smith held her Superintendent’s Student Advisory Meeting, they gave her great feedback on the
6% grade transition to the middle school without giving their personal opinion on the subject. Dr.
Smith is finishing up phase one of the 6™ grade move parent information meetings, tomorrow
night Dr. Smith will be heading to Alta Loma Junior High for the west side parent information
night. October 1 the first interest survey will be sent out to parents, no one will be committing,
the District is just trying to get a sense of what people are thinking to drive the next steps.
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Assistant Superintendent Christina Pierce shared a brief LCAP update. The first LCAP Advisory
Meeting will be next Wednesday, at 3:30 pM. Dr. Pierce attended her first Assistant
Superintendent Meeting at the County, they provided all the new updates that will be coming for
the 2024-25 school year. Dr. Pierce and her staff are gearing up for a new three-year cycle and
this information will be shared at the LCAP Advisory Meeting.

Dr. Pierce gave a shout out to Vineyard Junior High for winning the “Gold Award” for their
PBIS implementation. It’s exciting to have one of our schools recognized at both the county and
state levels.

Dr. Pierce held a focus group today with some 6™ grade teachers and incoming 6™ grade parents,
the intent of this group is to get their perspective, insight, and input as the District develops the
middle school model. It was a very productive meeting and Dr. Pierce is looking forward to the
next one.

Associate Superintendent Hart shared with the Board that last year’s District SERP offering had
13 participants, 11 of the 13 were teachers and 2 were administrators. The point of a SERPs is to
generate savings for a district and the 13 participants generated about $270,000 in savings for our
District.

CONSENT CALENDAR
Moved by Dr. Hurley, seconded by Mrs. Davies, and carried unanimously to adopt the following
Consent Calendar items:

Vendor Agreements

Approved agreements with the following vendors, and authorized Sherry Smith, Eric Hart,
and/or applicable administrators to sign all related documents: 1) Aquarium of the Pacific; 2)
Art Specialties; 3) Cal Poly Pomona Foundation, Inc.; 4) California Department of
Education; 5) Disneyland Resort; 6) H & L Charter; 7) La Vere Heritate Foundation; &)
Lewis Family Playhouse; 9) Marc Griffiths; 10) Mary Vagle Nature Center; 11) Paradigm;
12) Raymond M. Alf Museum of Paleontology; 13) San Joaquin County Office of
Education; 14) The Sawdust Factory; 15) Velocity Fundraising.

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

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

2023-24 Associated Student Body Accounts
Approved the 2023-24 Budgets for Alta Loma Junior High and Vineyard Junior High
Associated Student Body Accounts.

Update Signers

Approved the request to update signers on the Deer Canyon Elementary School checking
account. This action would add Jim Perry, Assistant Principal, and Annette Embleton,
School Clerk, as signers and remove the authorization of Jemma Rogers, previous Assistant
Principal on all related documents for Deer Canyon Elementary.
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Conference Attendance
Authorized Associate Superintendent, Eric Hart to attend the 2023 CASBO CBO Symposium
in Monterey, CA, November 15, 2023 — November 17, 2023, and approve all related
expenses.

Amend Board Policies

A second reading was held. Amended Board Policies Related to Instruction, Personnel and
Students, as presented.

BP 0420.41 — Charter School Oversight

BP 5141.5 — Mental Health

BP 5141.6 — School Health Service

BP 5145.6 — Parent/Guardian Notifications

BP 6159.2 — Nonpublic, Nonsectarian School and Agency Services for Special Education

Amend Job Descriptions

A second reading was held. Amended Job Descriptions, as presented.
¢ Coordinator of Counseling Services

e [icensed Vocational Nurse

Delete Board Policies

A first reading was held. Deletion of Board Policies, Administrative Regulations and
Exhibits related to Personnel and Students, as presented.

BP 4157.1/4257.1/4357.1 — Work-Related Injuries

E 4151 — Employee Compensation

E 4351 - Employee Compensation

E(1) & E(2) 4361.8 — Family Care and Medical Leave

BP & AR 5148 — Child Care and Development

CURRICULUM AND INSTRUCTION

Agreement with California Foundation for History Education

Moved by Dr. Hurley, seconded by Mr. Chung, and carried unanimously to approve the
agreement with California Foundation for History Education, Inc. for an amount not-to-
exceed $60,00 for the 2023-24 school year and authorize Superintendent Sherry Smith and/or
Associate Superintendent Eric Hart to sign all related documents.

Qualtrics, LILC

Moved by Dr. Hurley, seconded by Mrs. Davies, and carried unanimously to approve the
three-year agreement with Qualtrics, LLC for an amount not-to-exceed $105,600 and
authorize Superintendent Sherry Smith and/or Assistant Superintendent Eric Hart to sign all
related documents.

BUSINESS AND FINANCIAL PROCEDURES

Contract Awarded

Moved by Mrs. Davies, seconded by Mr. Chung and carried unanimously to reject the lowest
bid from Comerstone Construction Company and Epsilon Engineering Inc., and award the
contract for Bid #2022-23-05 & 2022-23-04, Trade Category #16 General Works, for
Carmnelian Elementary School Playground Relocate ($275,000) & Alta Loma DSC Security
($298,000) to Spec Construction Co., In. in the amount of $537,050 and authorize
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Superintendent Sherry Smith and/or Associate Superintendent Eric Hart to sign all related
documents.

Unpaid Dietetic Internship

Moved by Ms. Martinez, seconded by Mrs. Davies, and carried unanimously to approve the
Unpaid Dietetic Internship, Food Service Administration Rotation Affiliation Agreement
with Grand Canyon University, College of Nursing and Health Care Professions and
authorize Superintendent Sherry Smith and/or Associate Superintendent Eric Hart to sign all
related documents.

HUMAN RESOURCES

Management Salary Schedule

Moved by Dr. Hurley, seconded by Mr. Chung, and carried unanimously to approved the
revised Management Salary Schedule to reflect the change in job title for the Coordinator of
Clinical Counseling Services position, as presented.

Certified Coaches

Moved by Dr. Hurley, seconded by Ms. Martinez, and carried unanimously to certify that all
conditions set forth in Title 5, Sections 5593, Temporary Athletic Team Coach Qualifications
and Competencies, and 5594, Local Board Certification of Athletic Coaches, and ALSD

Board Policy 4127, Temporary Athletic Team Coaches, have been met.

BOARD INFORMATION/DISCUSSION
Amend Board Policy
A first reading was held to amend Board Policy related to Business and Noninstructional

Operations as presented.
BP 3515.2 - Disruptions

ANNOUNCEMENTS
The date of the next regular meeting of the Board of Trustees is Wednesday, October 18, 2023,
6:00 PM at Alta Loma School District Support Center, 9390 Base Line Road.

CLOSED SESSION
The Board adjourned to closed session at 7:56 pM for the purpose of discussing matters expressly
authorized by Government Code Section §3549.1, §54956.9, §54956.9(d), §54957, and
§54957.6.

OPEN SESSION/ANNOUNCEMENTS
The Board reconvened to pen session and made the following announcements.

Moved by Mrs. Davies, seconded by Dr. Hurley, and carried with the following vote to deny
Complaint No. 2223-1, Claim for Damages (Government Code 611.2).
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AYES: 5
NOES: 0
ABSENT: 0
ABSTAIN: 0

(Buller, Chung, Davies, Hurley, Martinez)

The meeting was adjourned at 10:10 PM.



Alta Loma

SCHOOL DISTRICT

apiig e o itime Administrative Services Memorandum

To: Dr. Sherry Smith, Superintendent

From: 4X\Eric Hart, Associate Superintendent, Administrative Services
Date: October 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:

[u—y

Anaheim Convention Center

California Association of Supervisors of Child Welfare and
Attendance (CASCWA)
California School Nutrition Association

CUE, Inc.

iFly Indoor Skydiving

Jazz Band Tune Up Festival
La Verne Heritage Foundation
Lewis Family Playhouse

A e AT ol B

Mission San Juan Capistrano

10. Motion Picture Licensing Corporation (MPLC)
11. Riverside City College (RCC) Jazz Festival

12.  San Bernardino County Superintendent of Schools
13. Sawdust Factory

14. SELPA Administrators of California




Board Meeting Date: 10/18/2023

RESPONSIBLE
VENDOR DESCRIPTION/COST ADMINISTRATOR
OR MANAGER
Anaheim Convention Leadership conference fee for Vineyard | Principal
Center Junior High ASB students on November 28,
2023. Total cost is $3,000 to be paid through
the school site ASB account.

California Association | 2024 CASCWA 87% Annual State Conference | Assistant

of Supervisors of Child | fee for Assistant Superintendent, Educational | Superintendent,

Welfare and Services and Director, Student Services on | Educational Services

Attendance April 24-26, 2024 in Monterey. Prepayment

(CASCWA) is required. Total cost is $1,000.

California School Fee for annual conference for Child Nutrition | Director, Child

Nutrition Association Director on  October 26-28, 2023. | Nutrition
Prepayment is required. Total cost is $526.

CUE, Inc. Computer Using Educators (CUE) 2024 | Assistant
Conference registration fees for TOSAs to | Superintendent,
attend the annual conference March 21-23, | Educational Services
2024 in Palm Springs. Prepayment is
required. Total cost is $1,500.

CUE, Inc. Computer Using Educators (CUE) 2024 | Principal
Conference registration fees for a Vineyard
Junior High teacher to attend the annual
conference March 21-23, 2024 in Palm
Springs. Prepayment is required. Total cost
is $360.

iFly Indoor Skydiving | Field trip fee for Jasper Elementary fifth grade | Principal
students on February 1, 2024. Prepayment is
required. Total cost is $2,700.

Jazz Band Tune Up Field trip fee for Vineyard Junior High band Principal

Festival students on February 17, 2024. Total cost is
$1,200 to be paid through the school site ASB
account.

La Verne Heritage ' Field trip fee to the pumpkin patch for | Principal

Foundation - Carnelian Elementary TK students on October

| 25, 2023. Prepayment is required. Total cost
is $300.
Lewis Family Field trip fee for Jasper Elementary second | Principal

Playhouse

grade students to see Curious George on May
9, 2024. Deposit and prepayment are
required. Total cost is $840.




Board Meeting Date: 10/18/2023

Mission San Juan Field trip fee for Jasper Elementary fourth | Principal
Capistrano grade students on February 16, 2024.

Prepayment is required. Total cost is $1,060.
Motion Picture Umbrella license to ensure copyright | Assistant
Licensing Corporation | compliance for all District schools from | Superintendent,

(MPLC)

January 1, 2024 through December 31, 2024.
Includes before, during, or after school
exhibitions. Total cost, based on student
enrollment at each school, is $3,000.

Educational Services

Riverside City College | Field trip fee for Vineyard Junior High band | Principal
(RCC) Jazz Festival students on May 10, 2024. Total cost is

$2,000 to be paid through the school site ASB

account.
San Bernardino County | Registration fee for the 2023-24 County | Assistant
Superintendent of Spelling Bee in March 2024. Total cost is | Superintendent,

Schools

$130.

Educational Services

San Bernardino County
Superintendent of
Schools

Participation fee for District membership in
the 2023-24 San Bernardino County Honor
Music Program. Total cost is $1,000.

Assistant
Superintendent,
Educational Services

The Sawdust Factory

Field trip fee for Banyan Elementary first
grade students on November 15, 2023.
Prepayment is required. Total cost is $852.

Principal

SELPA Administrators
of California

Alternative Dispute Resolution Conference
fee for Special Education staff from March
14-15, 2024. Prepayment is required. Total
costis $1,475.

Director, Special
Education




Alta Loma

SCHOOL DISTRICT

Administrative Services Memorandum

To: Dr. Sherry Smith, Superintendent
From: 2}+ Eric Hart, Associate Superintendent, Administrative Services
Date: October 18, 2023

Subject:  Approval of District Purchase Orders and Payments to Vendors

Total of Purchase Orders: $704,104.58
Total Payments to Vendors (All Funds):  $1,682,436.95

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

10




Alta Loma

SCHOOL DISTRICT

Inspiring Learners for  Lifetime Human Resources Memorandum

To: Dr. Sherry Smith, Superintendent

From: %O/nna Carlson, Assistant Superintendent, Human Resources
Date: October 18, 2023

Subject:  Approval of Routine Personnel Items

RECOMMENDATION: Recommend the Board approve appointments, terminations, status
changes and leaves of absence as presented.




ALTA LOMA SCHOOL DISTRICT
BOARD OF TRUSTEES
October 18, 2023

CERTIFICATED PERSONNEL

L RECOMMENDED APPOINTMENTS

(Pending approval of new position/salary placement)

NAME EFFECTIVE ASSIGNMENTY/ SITE POSITION CODE/SALARY

Administrative

None

Temporary

Arvizu, Jonathan 10/02/23 Teacher, SDC, FTE, Banyan = CETEACO0488, Salary A-1
Elementary

Probationary 1

Thomas, Jonet 10/07/23 School Counselor, FTE, Banyan CECOUNO0004, Salary D-1
Elementary, (50%) and Victoria
Groves Elementary (50%)

IL CHANGE OF STATUS

(Change in site, position or hours)

NAME EFFECTIVE STATUS ASSIGNMENT
Bramer, Rachel 08/02/23 From: Teacher, SDC, FTE, Carnelian Elementary,
CETEACO0501, Salary D-1
To: Salary E-2
Davidson, Ryan 08/02/23 From: Teacher, 4th Grade, FTE, Banyan Elementary,
CETEACO0491, Salary A-1
To: Salary A-6
Medina, Andrea 08/02/23 From: Teacher, TK, FTE, Carnelian Elementary,
CETEACO0515, Salary A-1
To: Salary C-6
Perri, Sarah 08/02/23 From: School Counselor, FTE, Alta Loma Elementary,
CECOUNO0002, Salary E-1
To: Salary E-6
Ramirez, Theresa 08/02/23 From: Teacher, RSP, FTE, Deer Canyon Elementary,
CETEACO0285, Salary E-1
To: Salary E-8
Valdez, Jacob 08/02/23 From: Teacher, Secondary, FTE, Alta Loma Junior High,

CETEACO0188, Salary D-1
To: Salary D-3



ALTA LOMA SCHOOL DISTRICT
BOARD OF TRUSTEES
October 18, 2023

CERTIFICATED PERSONNEL (continued)

1L CHANGE OF STATUS (continued)

(Change in site or hours)

NAME EFFECTIVE STATUS ASSIGNMENT
Valencia, Brett 08/02/23 From: Teacher, Secondary, FTE, Alta Loma Junior High,
CETEACO0184, Salary A-1
To: Salary A-3

Probationary 1 to Probationary 2

NAME EFFECTIVE ASSIGNMENTY/ SITE POSITION CODE/SALARY

Bonilla, Samantha 08/02/23 Teacher, 6th Grade, Carnelian CETEAC0267, Salary B-3
Elementary

Reynoso, Viridiana 08/02/23 Teacher, K/1st Grade, Hermosa CETEAC0264, Salary E-3
Elementary

Richmeier, Michele 08/02/23 Teacher, Secondary, Alta Loma CETEACO0289, Salary E-8
Junior High

Shewmaker, Holly 08/02/23 Teacher, 4th Grade, Carnelian CETEACO0314, Salary C-3
Elementary

Sweet Radici, Kasey  08/02/23 Teacher, 5th Grade, Stork CETEACO0450, Salary C-8
Elementary

Teune, Teresa 08/02/23 Teacher, 3rd Grade, Hermosa CETEACO0163, Salary B-8
Elementary

Probationary 2 to Tenure

NAME EFFECTIVE ASSIGNMENT/ SITE POSITION CODE/SALARY

Alvarez, Geisha 08/02/23 Teacher, Secondary, Alta Loma CETEAC0444, Salary E-4
Junior High

Carlson-Montemayor, 08/02/23 Teacher, 6th Grade, Banyan CETEACO0168, Salary D-4

Amanda Elementary

Jackson, Bailey 08/02/23 Teacher, 4th Grade, Hermosa CETEACO0166, Salary D-5
Elementary

Lee, Maria 08/02/23 Speech/Language Pathologist, CETEAC0209, Salary E-3
DSC

Little, Heather 08/02/23 Teacher, 4th Grade, Hermosa CETEACO0472, Salary D-5

Elementary



ALTA LOMA SCHOOL DISTRICT
BOARD OF TRUSTEES
October 18, 2023

CERTIFICATED PERSONNEL (continued)

1. CHANGE OF STATUS (continued)

(Change in site, position or hours)

Probationary 2 to Tenure

NAME EFFECTIVE ASSIGNMENT/ SITE POSITION CODE/SALARY

Mirelez, Amber 08/02/23 Teacher, TK, Alta Loma CETEACO0171, Salary B-5
Elementary

Postovoit, Cheyenne  08/02/23 Teacher, 2nd Grade, Banyan CETEACO0124, Salary E-5
Elementary

Rojas, Shelly 08/02/23 Teacher, SDC, Jasper CETEAC0500, Salary E-10
Elementary

Lea Absen

NAME EFFECTIVE ASSIGNMENT/SITE/CODE

None

Return from Leave of Absence

NAME EFFECTIVE POSITION/SITE/CODE

None

III. OTHER PERSONNEL
(Stipends & Limited Assignments)

NAME EFFECTIVE ASSIGNMENT

None

IV. RESIGNATIONS

NAME EFFECTIVE POSITION/SITE/CODE

Keller, Scott 10/05/23 Teacher, P.E. Itinerant, DSC, CETEACO0136

14



ALTA LOMA SCHOOL DISTRICT
BOARD OF TRUSTEES
October 18, 2023

CERTIFICATED PERSONNEL (continued)

V. TERMINATION OF EMPLOYMENT

EMPLOYEE EFFECTIVE POSITION/SITE/CODE

None



ALTA LOMA SCHOOL DISTRICT
BOARD OF TRUSTEES

October 18, 2023

L RECOMMENDED APPOINTMENTS
(Pending approval of new position/salary placement)

CLASSIFIED PERSONNEL

NAME EFFECTIVE ASSIGNMENT/ SITE CODE/SALARY/HOURS

Aguirre, Syria 10/02/23 Instructional Aide, TK, CLAIDEO0381, Salary 23-A, 4.25 hours a
Carnelian Elementary day

Cardin, Sarah 09/18/23 Instructional Aide, ELD, CLAIDE0336, Salary 24-A, 3.5 hours a
Victoria Groves Elementary day

Delgado, Karen 09/19/23 ELO-P Activities/Enrichment CLCCREQ0011, Salary 26-A, 5.5 hours a
Assistant, Banyan Elementary day

Fryhoff, Jill 10/06/23 Attendance Clerk, Banyan CLCLRKO0015, Salary 26-A, 8 hours a
Elementary day

Garber, Courtney 09/25/23 Instructional Aide, SNA, CLAIDEO0312, Salary 30-A, 3.5 hours
Jasper Elementary plus additional temporary 2.3 average

hours a day

Garcia, Christine 09/27/23 Instructional Aide, PE.,, DSC CLAIDE0204, Salary 23-A, 5 hours a day

Kazmi, Mehwish 10/02/23 Proctor, Camnelian Elementary CLPCTRO0311, Salary 17-A, 3 hours a day

Lasswell, Alyssa 10/09/23 Receptionist/Clerk, Human CLCLRKO0019, Salary 25-A, 5 hours a
Resources, DSC day

Longley, Kaitlyn 10/02/23 ELO-P Activities/Enrichment CLCCREQ0106, Salary 26-A, 3 hours a
Assistant, Victoria Groves day
Elementary

Longley, Kaitlyn 10/02/23 ELO-P Activities/Enrichment CLCCREO0115, Salary 26-A, 2 hours a
Assistant, Jasper Elementary  day

Makhoul, Denez 09/15/23 ELO-P Activities/Enrichment CLCCRE0031, Salary 26-A, 5.5 hoursa
Assistant, Stork Elementary day

Montanez, Arlene 09/28/23 Child Nutrition Worker, CLCNWKO0037, Salary 26-A, 3.5 hours a
Vineyard Junior High day

Rawlings, Dana 09/20/23 Instructional Aide, ELD, CLAIDE0096, Salary 24-A, 3.5 hours a
Alta Loma Junior High day

Woodruff, Jonathan 09/18/23 Behavior Intervention CLASST0003, Salary 34-A, 5 hours a day

Short Term Appointment

Rachapudi, Radhika

William, Kori

08/04/23

09/19/23

Assistant, DSC

Instructional Aide, 4th/5th
Math, Hermosa Elementary
Speech/Language Pathologist

Assistant, DSC

CLAIDEO119, Salary 26-A, 3.5 hours a
day

CLAIDEOQ38S5, Salary 55-A, 2.4 average
hours a day



ALTA LOMA SCHOOL DISTRICT
BOARD OF TRUSTEES
October 18, 2023

CLASSIFIED PERSONNEL (continued)

IL CHANGE OF STATUS

(Change in site, position or hours)

NAME EFFECTIVE STATUS ASSIGNMENT
Adames, Stacy 10/02/23 From: ELO-P Activities/Enrichment Assistant, Deer Canyon
Elementary, CLCCRE0128, Salary 26-D, 4 hours a day
To: 3 hours a day
Aguilar, Delia 09/01/23 From: Proctor, Camnelian Elementary, CLPCTR0301, Salary
17-D, 3.65 average hours a day
To: 3.85 average hours a day
Coronado, Sarah 08/10/23 From: Instructional Aide, SNA, Banyan Elementary,
CLAIDE(0287, Salary 30-C, 3.5 hours a day
To: 3.5 hours plus additional temporary 1.5 hours a day
De Verna, Sandra 08/28/23 From: Volleyball, Assistant Coach, Vineyard Junior High,
to 10/18/23 Salary $30 an hour
To: Salary $45 an hour
Ellis, Erika 10/16/23 From: Instructional Aide, Title 1, Carnelian Elementary,
CLAIDE0177, Salary 23-C, 3.5 hours a day
To: Media Clerk, CLCLRX0020, Salary 26-C
Gomez, Jose 08/28/23 From: Volleyball, Assistant Coach, Vineyard Junior High,
to 10/18/23 Salary $30 an hour
To: Salary $45 an hour
Keebaugh, Therese 08/09/23 From: Proctor, Alta Loma Elementary, CLPCTR0304, Salary
17-E, 2.95 average hours a day
To: 2.95 average hours plus additional temporary .1 hour a
day
Mintle, Angel 08/07/23 From: Proctor, Hermosa Elementary, CLPCTR0354, Salary
17-E, 3.55 average hours a day
To: 3.55 average hours plus additional temporary .1 hour a
day
Morales, Erika 08/11/23 From: Instructional Aide, SDC, Victoria Groves Elementary,
CLAIDEQ298, Salary 24-C, 3 hours a day
To: 3 hours plus additional temporary .65 hours a day
Ontiveros, Rudy 08/28/23 From: Football, Assistant Coach, Vineyard Junior High, Salary
to 10/18/23 $30 an hour

To: Salary $45 an hour
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ALTA LOMA SCHOOL DISTRICT
BOARD OF TRUSTEES
October 18, 2023

CLASSIFIED PERSONNEL (continued)

II. CHANGE OF STATUS (continued)

(Change in site, position or hours)

NAME EFFECTIVE STATUS ASSIGNMENT
Patel, Diptiben 08/07/23 From: Instructional Aide, SDC, Victoria Groves Elementary,
CLAIDEQ048, Salary 24-C, 3.0 hours a day
To: Instructional Aide, SNA, Salary 30-C, 3.5 hours plus
additional temporary 2.3 average hours a day
Rodriguez, Rubiela 10/02/23 From: Child Nutrition Worker, Vineyard Junior High,
CLCNWKUO0030, Salary 26-D, 3.5 hours a day
To: 4 hours a day
Smith, Julie 10/02/23 From: Child Nutrition Worker, Stork Elementary,
CLCNWKO0011, Salary 26-C, 3.5 hours a day
To: Child Nutrition Lead, Short Term, Roving,
CLCNMG0012, Salary 31-C, 7 hours a day
Snapp, Selene 09/01/23 From: Proctor, Carnelian Elementary, CLPCTR0331, Salary
17-C, 3.5 hours a day
To: 3.8 average hours a day
Stekkinger, Joy 09/01/23 From: Proctor, Carnelian Elementary, CLPCTR0332, Salary
17-D, 3.25 hours a day
To: 3.5 hours a day
Varner, Nicole 09/11/23 From: Child Nutrition Worker, Carnelian Elementary,

Leave of Absence

NAME EFFECTIVE

CLCNWKU0020, Salary 26-C, 2 hours a day
CLCNWKO0004, 3.5 hours a day

POSITION/SITE/CODE

Castillo, Ricardo 10/14/23-02/16/24
De La Riva, Beatrice  10/03/23-10/18/23
Lacsamana, Godofredo 01/18/24-02/16/24
Qerly, Sandie 09/30/23-11/04/23

Romero, Ricardo 08/01/23-10/03/23
Surgent, Diana 09/01/23-10/31/23

Custodian, Part Time, Hermosa Elementary, CLCUST0051
Instructional Aide, Vineyard Junior High, CLAIDE(276
Custodian, Part Time, Alta Loma Elementary, CLCUST0049
Instructional Aide, 1st Grade, Short Term, Stork Elementary,
CLAIDE(O316

Custodian, Part Time, Alta Loma Junior High, CLCUST0054
Child Nutrition Worker, Vineyard Junior High, CLCNWK0028



ALTA LOMA SCHOOL DISTRICT
BOARD OF TRUSTEES
October 18, 2023

CLASSIFIED PERSONNEL (continued)

Return from Leave of Absence

NAME EFFECTIVE POSITION/SITE/CODE

Romero, Ricardo 10/04/23 Custodian, Part Time, Alta Loma Junior High, CLCUST0054

III. 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
Lyon, Elizabeth 10/13/23-12/12/23 Soccer, Assistant Coach, Adjunct Coach, $45 an
Vineyard Junior High hour
01/08/24-02/29/24 Basketball, Assistant Coach, Adjunct Coach, $45 an
Vineyard Junior High hour
03/11/24-04/18/24 Track, Assistant Coach, Adjunct Coach, $45 an
Vineyard Junior High hour
Lyons, Stephen 01/08/24-02/29/24 Basketball, Assistant Coach, CLPCTRO0391, $45 an
Vineyard Junior High hour
Ontiveros, Rudy 10/13/23-12/12/23 Soccer, Coach, Vineyard CLCUSTO0041, $55 an
Junior High hour
01/08/24-02/29/24 Basketball, Coach, Vineyard CLCUSTO0041, $55 an
Junior High hour
Sumlin, David 01/08/24-02/29/24 Basketball, Assistant Coach, CLPCTR0392, $45 an

Vineyard Junior High hour



ALTA LOMA SCHOOL DISTRICT
BOARD OF TRUSTEES
October 18, 2023

CLASSIFIED PERSONNEL (continued)

V. RESIGNATIONS

NAME EFFECTIVE ASSIGNMENT

Allen, Lakeisha 09/22/23 Instructional Aide, Title 1, Banyan Elementary, CLAIDE(0360

Diamond, Dara 09/20/23 Instructional Aide, SDC, Victoria Groves Elementary,
CLAIDEQ127

Frye, Jackson 09/25/23 Instructional Aide, SNA, Jasper Elementary, CLAIDE0292

Hernandez, Deborah  10/06/23 Child Nutrition Worker, Jasper Elementary, CLCNWK0043

Hernandez, Jayda 09/29/23 ELO-P Activities/Enrichment Assistant, Victoria Groves
Elementary, CLCCRE0019

Miller, Shana 10/05/23 Instructional Aide, Jasper Elementary, CLAIDE(0348

Stover, Rebecca 09/29/23 Instructional Aide, SNA, Carnelian Elementary, CLAIDE0293

Williams, Ivan 09/18/23 Custodian, Night Lead, Banyan Elementary, CLCUST0013

VL TERMINATION OF EMPLOYMENT

EMPLOYEE EFFECTIVE POSITION/CODE

#5730 (Probationary Release) 10/03/23 Instructional Aide, CLAIDEQ152
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Alta Loma

SCHOOL DISTRICT

Superintendent’s Memorandum

To: Board of Trustees
From: (ﬂ Dr. Sherry Smith, Superintendent
Date: October 18, 2023

Subject: Amend Board Policy Related to Business and Noninstructional Operations.

BACKGROUND: 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 3515.2 — Disruptions

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

FUNDING: There is no fiscal impact to this action.

RECOMMENDATION: Recommend the Board amend Board Policies Board Policy Related
to Business and Noninstructional Operations, as presented.
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Alta Loma SD
Board Policy

Busiress and Non Instructional Operations BP 3515.2
DISRUPTION

The Board of Trustees is committed to providing a safe and orderly environment for
students, staff, and others on District property or while engaged in school activities.

The Superintendent or designee shall remove any individual who, by their presence or
action, disrupts or threatens to disrupt normal operations at a school campus or any other
District facility, threatens the health or safety of anyone on District property, or causes or
threatens to cause damage to District property or to any property on school grounds.

(cf. 5131.4 — Student Disturbances)

(cf. 5144.1 — Suspension and Expulsion/Due Process)
(cf. 4118 — Dismissal/Suspension/Disciplinary Action)
(cf. 4218 — Dismissal/Suspension/Disciplinary Action)

The Superintendent or designee shall establish a plan describing staff responsibilities and
actions to be taken when an individual is causing or threatening to cause a disruption. The
plan shall address, as appropriate, visitor registration procedures; campus security
measures; evacuation procedures; lock-down procedures; possible responses to an active
shooter situation; communications within the school and with parents/guardians, law
enforcement, and the media in the event of an emergency; and crisis counseling or other
assistance for students and staff after a disruption. In developing such a plan, the
Superintendent or designee shall consult with law enforcement to create guidelines for law
enforcement support and intervention when necessary.

The Superintendent or designee shall provide training to school staff on how to identify and
respond to actions or situations that may constitute a disruption.

Any employee who believes that a disruption may occur shall immediately contact the

principal. The principal or designee shall notify law enforcement in accordance with
Education Code 48902 and 20 USC 7961 and in other situations, as appropriate.

(cf. 5131.7 — Weapons and Dangerous Instruments)

Policy ALTA LOMA SCHOOL DISTRICT
adopted: Alta Loma, California
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Alta Loma
SCHOOL DISTRICT

Inspiring Learners fur a Lifetine

Administrative Services Memorandum

To: Dr. Sherry Smith, Superintendent

From: iﬂ’Eric Hart, Associate Superintendent, Administrative Services

Date: October 18, 2023

Subject: Request to Authorize Payment for Added Scope to CG Acoustics, Inc. for the
Hermosa Elementary Modernization Project

BACKGROUND:

RATIONALE:

FUNDING:

RECOMMENDATION:

The original contract approved by the Board on July 20, 2022 was
for $149,850. Due to the District’s decision to include additional
scope, the cost of work performed exceeds the contract and the 10%
over contract allowed per Public Contract Code by $17,728.79.

Additional scope was added to the initial design for the Hermosa
Elementary Modernization Project. The added scope exceeding
10% over contract includes the following:

Added Scope Amount
Classroom Ceiling Transition Trim Phase 2 & 3 $17,728.79
New Contract Price $167,578.79

The District is requesting the Board authorize payment of the item
listed above to CG Acoustics, Inc., under the threat of litigation due
to bid deficiency.

Modernization Funds (Fund 21).

Recommend the Board authorize payment for added scope to CG
Acoustics, Inc. in the amount of $17,728.79 for the Hermosa
Flementary Modernization Project, under the threat of litigation due
to bid deficiency, and authorize Superintendent Sherry Smith and/or
Associate Superintendent Eric Hart to sign all related documents.
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Alta Loma

SCHOOL DISTRICT

inpiing Liened for o s Human Resources Memorandum

To: Dr. Sherry Smith, Superintendent

\
From: @ﬁonna Carlson, Assistant Superintendent, Human Resources
Date: October 18, 2023

Subject:  Approval of Consulting Contract with Michele Rachielles for Administrative
Coaching

BACKGROUND: High quality administrators play a pivotal role in student
achievement. Administrative coaching provides an opportunity for
purposeful reflection with a focus on next level leadership through
the lens of the California Professional Standards for Education
Leaders (CPSEL).

RATIONALE: Administrative coaching helps participants successfully navigate
their first years in administration. Collaboration with a retired Alta
Loma School District administrator offers knowledgeable assistance,
an opportunity to reflect on day-to-day school site experiences and
informs administrators how to make evidence-based decisions that
guide their future practice.

FUNDING: The budgetary impact is not-to-exceed $6,000.

RECOMMENDATION: Recommend the Board approve the Consulting Contract with
Michele Rachielles for Administrative Coaching at the rate of $31.25
per 15-minute increment, not-to-exceed $6,000, effective October
19, 2023 through May 22, 2024, as presented.
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é;!ggx]‘??mg L} ke
weneie Alta Loma School District 9390 Baseline Road, Alta Loma, California 91701-5821
Administrative Services (909)484-5151, extension 2047

Service Agreement for Consuitant / Presenter

This agreement is made and entered into this_19 _day of October ,20_ 23 by and between the

Alta Loma School District, hereinafter referred to as the “District “and ____Michele Rachielles ,

hereinafter referred to as the “Consultant.”

Witness:

Administrative Coaching
(Indicate Project Description)
has some expertise in performing these services, it is mutually beneficial to the parties to enter into this agreement in

Whereas, the District is in need of and whereas, the Consultant

accordance with the following terms and conditions:

The “District” will:

1. Provide the specific projects to be accomplished along with proposed timelines and progress reports with
times of performance to be mutually agreed.

2. Pay the Consultant at the rate of §__ 31.25  per 15-minute increment for services performed.

The “Consultant” will:
1. Exercise professional skill and techniques in accomplishing the projects as assigned by the District.

2. Submit a detailed invoice to the District at the end of each month or at the end of the project indicating
amount due for services.

3. Hold harmless the District and its representative of any liability imposed upon them for damages arising out
of the performance of the services rendered by Consultant and caused by an error, omission or act of
Consultant.

4. While performing services hereunder, Consultant is an independent contractor and not an officer, agent, or
employee of the District. The District shall not make any payments, withholding, or deductions from the
funds due Consultant under this agreement. Consultant shall be solely liable and responsible to pay all
required wages, salaries, taxes, withholdings, contributions, payments, and any other obligations arising from
payments made by District under this agreement.

5. No__ Yes You must check applicable response to the following: Have you ever been arrested
for any crime (other than a minor traffic violation) which resulted in a conviction or a plea of nolo
contendere? If this occurred, this question must be answered yes regardless of subsequent court action under
Penal Code Section 1203.4 resulting in a dismissal or expungement. If this occurred with subsequent court
action sealing the juvenile records under Penal Code Section 1203.45, this question may be answered no.  (If
answer is yes, please attach a complete explanation.)

6. Fingerprinting: If District determines that the services provided by Consultant involve more than limited
contact with students, Consultant agrees that Consultant and/or its employees providing services pursuant to
this Agreement shall be fingerprinted as arranged by the District before services commence pursuant to
California Education Code §45125.1.  Fingerprinting required: No____ Yes

This agreement will continue until mue 0000 maximum, or May 22, 2024 unless cancelled prior to
that time by one of the parties giving the other party at least twenty-four (24) hours advance notice.

Consultant/Presenter Signature: Social Security #
Board Approval Date: School Site:
Signature of Superintendent/Designee. Date:

Rev. July 2016
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SCHOOL DISTRICT

Feping L o e Human Resources Memorandum

To: Dr. Sherry Smith, Superintendent

From: @ﬂonna Carlson, Assistant Superintendent, Human Resources

Date: October 18, 2023

Subject:  Approval of Consulting Contract with Michele Rachielles for Reading Specialist
Support for Learning Labs

BACKGROUND: High quality instruction is provided through Literacy L.abs within all

Alta Loma School District elementary schools playing a pivotal role
in student achievement. A Reading Specialist provides an additional
opportunity for purposeful reflection with a focus on next level
instruction and interventions.

RATIONALE: The expertise of a Reading Specialist will support the District
refinement and development of the Literacy Lab to ensure seamless
integration of interventions within the overall curriculum.
Collaboration with a former Alta Loma Administrator offers
knowledgeable assistance, an opportunity to reflect on day-to-day
school site experiences, and provide training for educators and
administrators to make evidence-based decisions that guide future
practice.

FUNDING: The budgetary impact is not-to-exceed $5,000.

RECOMMENDATION: Recommend the Board approve the Consulting Contract with
Michele Rachielles for Reading Specialist Support for Learning Labs
at the rate of $75 per hour, not-to-exceed $5,000, effective October
19, 2023 through May 22, 2024, as presented.
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Administrative Services (909)484-5151, extension 2047

Service Agreement for Consultant / Presenter

This agreement is made and entered into this_19 _day of October ,20_ 23 | by and between the

Alta Loma School District, hereinafter referred to as the “District “ and ___Michele Rachielles ,

hereinafter referred to as the “Consultant.”
Witness:

Whereas, the District is in need of Reading Specialist Support for Learning Labs and whereas, the Consultant
(Indicate Project Description)

has some expertise in performing these services, it is mutually beneficial to the parties to enter into this agreement in

accordance with the following terms and conditions:
The “District” will:

1. Provide the specific projects to be accomplished along with proposed timelines and progress reports with
times of performance to be mutually agreed.

2. Pay the Consultant at the rate of §___75.00  per hour for services performed.

The “Consultant” will:
1. Exercise professional skill and techniques in accomplishing the projects as assigned by the District.

2. Submit a detailed invoice to the District at the end of each month or at the end of the project indicating
amount due for services.

3. Hold harmless the District and its representative of any liability imposed upon them for damages arising out
of the performance of the services rendered by Consultant and caused by an error, omission or act of
Consultant.

4. While performing services hereunder, Consultant is an independent contractor and not an officer, agent, or
employee of the District. The District shall not make any payments, withholding, or deductions from the
funds due Consultant under this agreement. Consultant shall be solely liable and responsible to pay all
required wages, salaries, taxes, withholdings, contributions, payments, and any other obligations arising from
payments made by District under this agreement.

5. No Yes___ You must check applicable response to the following: Have you ever been arrested
for any crime (other than a minor traffic violation) which resulted in a conviction or a plea of nolo
contendere? 1f this occurred, this question must be answered yes regardless of subsequent court action under
Penal Code Section 1203.4 resulting in a dismissal or expungement. If this occurred with subsequent court
action sealing the juvenile records under Penal Code Section 1203.45, this question may be answered no. (If
answer is yes, please attach a complete explanation.)

6. Fingerprinting: If District determines that the services provided by Consultant involve more than limited
contact with students, Consultant agrees that Consultant and/or its employees providing services pursuant to
this Agreement shall be fingerprinted as arranged by the District before services commence pursuant to
California Education Code §45125.1.  Fingerprinting required: No____ Yes

This agreement will continue until (Date) $5,000 maximum, or May 22, 2024 unless cancelled prior to
that time by one of the parties giving the other party at least twenty-four (24) hours advance notice.

Consultant/Presenter Signature: Social Security #
Board Approval Date: School Site:
Signature of Superintendent/Designee: Date:

Rev. July 2016
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Alta Loma

SCHOOL DISTRICT

Inspiring Learners for a Lifetime Superintendent ’ S Mem Orandum

To: Board of Trustees
From: %?Dr. Sherry Smith, Superintendent
Date: October 18, 2023

Subject: Amend Board Policy Related to Community Relations, Business and Non
Instructional Operations and Students.

BACKGROUND: 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 1330 -Use of School Facilities

BP 3515 — Campus Security

BP 3515.3 — District Campus Security
BP 5145.12 — Search and Seizure

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

FUNDING: There is no fiscal impact to this action.

RECOMMENDATION: Recommend the Board amend Board Policy Related to Community
Relations, as presented.

28




Alta Loma SD

Board Policy
Community Relations BP 1330(a)

USE OF SCHOOL FACILITIES

The Board of Trustees believes that school facilities and grounds are a vital community
resource which should be used to foster community involvement and development. Therefore,
the Board authorizes the use of school facilities by District residents and community groups
for purposes specified in the Civic Center Act, to the extent that such use does not interfere
with school activities or other school-related uses.

The Superintendent or designee shall give priority to Sschool-related activities shall-have
prierity in the use of school facilities and grounds. Other uses authorized under the Civic Center
Act shall be on a first-come, first-served basis.

For the effective management and control of school facilities and grounds, the
Superintendent or designee shall maintain procedures and regulations that: (Education
Code 38133)

1. Aid, encourage, and assist groups desiring to use school facilities for approved activities

2. Preserve order in school buildings facilities and on school grounds and protect school
facilities, designating including the designation of a person to supervise this task, if
necessary

3. Ensure that the use of school facilities or grounds is not inconsistent with their use for
school purposes and does not interfere with the regular conduct of seheelweotk schooiwork

Subject to prior approval by the Board, the Superintendent or designee may grant the use of
school facilities on those days on which the District schools is are closed. (Education
Code 37220)

There shall be no advertising on school facilities and grounds except as allewed-byDistriet
Peliey specified in BE Board Policy 1325 - Advertising and Promotion.

As necessary to ensure efficient use of school facilities, the Superintendent or designee may,
with the Board's approval, enter into an agreement for the joint use of any school facilities or
grounds. The Board shall approve any such agreement only if it determines that it is in the best
interest of the District and the community.

Fees

The Board shall adopt a comprehensive schedule of fees to be charged for community use
of school facilities and grounds, including, but not limited to, the multipurpose room(s),
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BP 1330(b)

USE OF SCHOOL FACILITIES (continued)

playing or athletic field(s), track and field venue(s), tennis court(s), and outdoor basketball
court(s). The schedule of fees shall be prepared in accordance with 5 CCR 14037-14041. (5
CCR 14041)

The Board authorizes the use of school facilities or grounds without charge, exeept—when

outside-normal-school distriet-working-heurs, by nonprofit organizations; and by clubs; or
associations organized to promote youth and school activities—n-aceordance-with-Edueation

Coded 38134(a),-these-groups-inelude, including, but are not limited to, Girl Scouts, Boy
Scouts, Camp Fire USA, YMCA, parent-teacher associations, and school-community advisory
councils, and recreational youth sports Other groups that request the use of school facﬂmes
under the Civic Center Act e SFOUP =5

seheel—aet%&eﬁ—aﬁd—fef—pfeﬁt—gfe&ps— shall be charged an amount not to exceed dlrect costs
determmed in accordance w1th 5CCR 14037-1 4041 Heoweverif theuse-of school-facilities

Additionally, when any use of school facilities or grounds is for religious services, the
District shall charge an amount at least equal to the district's direct costs. (Education Code
38134)

Groups shall be charged fair rental value when using school facilities or grounds for
entertainment or meetings where admission is charged or contributions solicited and net
receipts are not to be expended for charitable purposes or for the welfare of the District's
students. (Education Code 38134)

Calculating Direct Costs

In-determining dDirect costs to be charged for community use of each, or each type of, school
facﬂmesy or gromds*nemdmg—bm—nermﬁeﬁe—p}aymg—eﬁa&ﬁe&&ﬁe}ds—&aelemdﬁe}d

desrgnee shaII be calculated in accordance w:th 5 CCR 14038 and may reflect the
community’s inelude—a proportionate share of the eests—ef-the—following following costs:
(Education Code 38134: 5§ CCR 14038-14041)




BP 1330(c)

USE OF SCHOOL FACILITIES (continued)

1. Capital direct costs calculated in accordance with 5 CCR 14039, including the estimated
costs of maintenance, repair, restoration, and refurbishment of non-classroom space
school facilities or grounds

2. Operational direct costs calculated in accordance with 5 CCR 14040, including estimated
costs of supplies, utilities, janitorial services, other services performed by district
employees and/or contracted workers, and salaries and benefits paid to district employees
directly associated with the administration of the Civic Center Act to operate and
maintain school facilities and grounds

Direct cost fees shall not be discounted to any group or organization except when the
discount is specifically authorized in the adopted fee schedule. (5 CCR 14041)

Use of School Facility as Polling Place

The Board efTrustees may authorize the use of school buildings as polling places enany, or
vote centers for Eelection Day;-and. The Board may also authorize the use of school buildings,
without cost, for the storage of voting machines and other vote-tabulating devices. However,
if a city or county elections official specifically requests the use of a scheol building as a
polling place, or vote center on election day and/or during the 10 days preceding election
day, as well as during key dates necessary for drop-off, set-up, and pick-up of election
materials, as determined by the elections official, the Board efFrustees shall allow its use for
such purpose. If school will be in session, the Superintendent or designee shall identify to
elections officials the specific areas of the school buildings not occupied by school activities
that will be allowed for use as a polling places or vote center. (Elections Code 12283)

When a school is used as a polling place or vote center, the Superintendent or designee shall
provide the elections official a site with an adequate amount of space that will allow the
precinct board to perform its duties in a manner that will not impede, interfere, or interrupt the
normal process of voting and shall make a telephone line for Internet access available for use
by local elections officials if so requested. He/she The Superintendent or designee shall make
a reasonable effort to ensure that the site is accessible to persons with disabilities. (Elections
Code 12283)
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BP 1330(d)

USE OF SCHOOL FACILITIES (continued)

The Superintendent or designee shall establish procedures to ensure student safety and
minimize disruptions whenever school is in session while the facilities are being used as a

polling place or vote center.

Policy ALTA LOMA SCHOOL DISTRICT

adopted: October 4, 2006 Alta Loma, California
amended: November 7, 2007
December 11, 2013
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Alta Loma SD
Board Policy

Business and Non Instructional Operations BP 3515(a)
CAMPUS SECURITY

The Board of Trustees is committed to providing a school environment that promotes the
safety of students, staff, and visitors to school grounds. The Board also recognizes the
importance of protecting District property, facilities, and equipment from vandalism and
theft.

The Superintendent or designee shall develop campus security procedures, which may be
included in the District's comprehensive safety plan and/or site-level safety plans. Such
procedures shall be regularly reviewed to reflect changed circumstances and to assess their
effectiveness in achieving safe school objectives.

Additionally, the Superintendent or designee shall regularly review current guidance
regarding cybersecurity and digital media awareness and incorporate recommended
practices into the District's processes and procedures related to the protection of the
District's network infrastructure, and the monitoring and response to suspicious and/or
threatening digital media content.

Reporting Threats

Any certificated or classified employee, or other school official, whose duties bring the
employee or other school official in contact on a regular basis with students in any of grades
6-8, as part of a middle school, who are alerted to or observe any threat or perceived threat
of a homicidal act, as defined, shall immediately report the threat or perceived threat to law
enforcement in accordance with Education Code 49393. (Education Code 49390, 49393)

Threat or perceived threat means any writing or action of a student that creates a reasonable
suspicion that the student is preparing to commit a homicidal act related to school or a
school activity. This may include possession, use, or depictions of firearms, ammunition,
shootings, or targets in association with infliction of physical harm, destruction, or death in
a social media post, journal, class note, or other media associated with the student. It may
also include a warning by a parent, student, or other individual.

Additionally, anyone who receives or learns of a health or safety threat related to school or
a school activity is encouraged to report the threat to a school or District administrator.
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BP 3515(b)

CAMPUS SECURITY (continued)
Surveillance Systems

In consultation with the District's school site council, safety planning committee, other
relevant stakeholders, and staff, the Superintendent or designee shall identify appropriate
locations for the placement of surveillance cameras. Cameras shall not be placed in areas
where students, staff, or community members have a reasonable expectation of privacy. Any
audio capability on the District’s surveillance equipment shall be disabled so that sounds are
not recorded.

(cf- 5131.1- Bus Conduct)

To the extent that any images from the District's surveillance system create a student or
personnel record, the Superintendent or designee shall ensure that the images are accessed,
retained, and disclosed in accordance with law, board policy, administrative regulation, and
any applicable collective bargaining agreements.

(cf- 4112.6 — Personnel Files)
(cf. 4212.6 — Personnel Files)
(cf- 4312.6 — Personnel Files)

Policy ALTA LOMA SCHOOL DISTRICT
adopted: Alta Loma, California
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Alta Loma SD
Board Policy

Business and Noninstructional Operations BP 3515.3(a)
DISTRICT CAMPUS SECURITY

To help protect the safety of District students and staff and the security of District property,
the Board of Trustees shall maintain campus security. The Board is committed to providing
a positive school climate, mental health services, other student support services, and
restorative justice practices to resolve conflicts and reduce law enforcement interactions
with students.

The Superintendent or designee shall provide training to staff regarding the role of campus
security officers and the appropriate circumstances for contacting such officers.

Duties of campus security officers shall be delineated in a job description approved by the
Board. Such duties shall focus on collaborative problem solving and, when circumstances
warrant intervention with students, the use of positive and restorative approaches in
accordance with Penal Code 13651. Campus security officer job duties shall not include the
handling of routine student disciplinary matters.

Persons employed or assigned as a campus security officer shall serve as watchpersons,
security guards, or patrolpersons on or about District premises to protect persons or
property, prevent the theft or unlawful taking of District property, or report unlawful activity
to the District and local law enforcement agencies. (Education Code 38001.5)

When District campus security officers are unable to perform their duties because of an
emergency, including, but not be limited to, war, epidemic, fire, flood, or work stoppage, or
when the emergency necessitates additional security services, the Board may contract with
a private licensed security agency. In such cases, the Board shall make a specific finding
that an emergency exists and shall include this finding in the Board minutes. (Education
Code 38005)

When notified by a school official of a threat or perceived threat that a student is preparing
to commit a homicidal act related to a school or school activity, administration with the
support of campus security shall immediately conduct an investigation and assessment of
the threat or perceived threat. Such investigation and assessment shall include a search of
the school site only if there is reasonable suspicion that the search would produce evidence
related to the threat or perceived threat. (Education Code 49390, 49393, 49394)

Conduct of Officers

The Board expects campus security officers, in partnership with site administrators, to
cooperate and regularly communicate with local law enforcement agencies, and to work
collaboratively with other District staff and community members to develop long-term,

proactive approaches that address the conditions affecting school safety.
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BP 3515.3(b)

DISTRICT CAMPUS SECURITY (continued})

Campus security officers shall conduct themselves in ways that promote goodwill and
cooperation on the part of students, District staff, and the general public. Campus security
officers shall not discriminate against or treat any person differently on the basis of race,
color, ancestry, nationality, national origin, immigration status, ethnic group identification,
ethnicity, age, religion, marital status, pregnancy, parental status, physical or mental
disability, medical condition, genetic information, sex, sexual orientation, gender, gender
identity, gender expression, or genetic information; a perception of one or more of such
characteristics; or association with a person or group with one or more of these actual or
perceived characteristics.

Campus security officers shall not solicit or collect information or documents regarding the
citizenship or immigration status of students or their family members or provide assistance
with immigration enforcement at District schools, except as may be required by state and/or
federal law. (Education Code 234.7)

Whenever possible, campus security officers shall use tactics such as de-escalation
techniques, crisis intervention tactics, or other alternatives to force to minimize the use of
force. Campus Security officers shall periodically receive training regarding applicable
District policies and the guidelines from the Commission on Peace Officer Standards and
Training.

Equipment

Campus security officers shall not carry firearms.

Records

Campus security officers shall not have access to student records, nor release student
information to another person, agency, or organization, without written permission from the
parent/guardian or adult student, unless specifically allowed or required by state or federal
law. (Education Code 49076; 34 CFR 99.1)

Records created and maintained by the campus security for a law enforcement purpose are

not considered disclosable student records under the Family Educational Rights and Privacy
Act. (34 CFR 99.3)

Policy ALTA LOMA SCHOOL DISTRICT
adopted: Alta Loma, California
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Alta Loma SD

Board Policy
Students BP 5145.12(a)

SEARCH AND SEIZURE

The Board of Trustees is fully committed to promoting a safe learning environment and, to
the extent possible, eliminating the possession and use of weapons, illegal drugs, and other
controlled substances by students on school premises and at school activities. As necessary
to protect the health and welfare of students and staff, and only as authorized by law, board
policy, and administrative regulation, school officials may search students, their property,
and/or District property under their control and may seize illegal, unsafe, or otherwise
prohibited items. School officials shall exercise discretion and use good judgment when
conducting searches.

The Superintendent or designee shall ensure that staff who conduct student searches receive
training regarding the requirements of the District's policy and administrative regulation
and other legal issues, as appropriate.

Individual-Searches Based on Individualized Suspicion

School officials may search individual students, their the student’s property, and or District
property under their student’s control, when there is a reasonable suspicion that the search will
uncover evidence that the student is violating the law, board policy, administrative regulation,
or other rules of the District or the school. Reasonable suspicion shall be based on specific
and objective facts that the search will produce evidence related to the alleged violation.

Any search of a student, the student's property, or District property under the student's
control shall be limited in scope and designed to produce evidence related to the alleged
violation. Factors to be considered by school officials when determining the scope of the
search shall include the danger to the health or safety of students or staff, such as the
possession of weapons, drugs, or other dangerous instruments, and whether the item(s) to
be searched by school officials are reasonably related to the contraband to be found. In
addition, school officials shall consider the intrusiveness of the search in light of the
student's age, gender, and the nature of the alleged violation.

The types of student property that may be searched by school officials include, but are not
limited to, lockers, desks, purses, backpacks, on District property.
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BP 5145.12(b)

SEARCH AND SEIZURE (continued)

A student's personal electronic device may be searched only if a school official, in good
faith, believes that an emergency involving danger of death or serious physical injury to the
student or others requires access to the electronic device information.

Employees shall not conduct strip searches or body cavity searches of any student.
(Education Code 49050)

Searches of individual students shall be conducted in the presence of at least two District
employees.

The principal or designee shall notify the parent/guardian of a student subjected to an
individualized search as soon as possible after the search.

Searches of Student Lockers and Desks

All student lockers and desks are the property of the District. The principal or designee may
conduct a general inspection of school properties that are within the control of students,
such as lockers and desks, on a regular, announced basis, with students standing by their
assigned lockers or desks. Any items contained in a locker or desk shall be considered fo be
the property of the student to whom the locker or desk was assigned.

Use of Contraband Detection Dogs

In an effort to keep the schools free of dangerous contraband, the District may use specially
trained, nonaggressive dogs to sniff out and alert staff to the presence of substances
prohibited by law or board policy. The dogs may sniff the air around lockers, desks, or
vehicles on District property or at District-sponsored events. Dogs shall not sniff within the
close proximity of students or other persons and may not sniff any personal items on those
persons without individualized suspicion.

Policy ALTA LOMA SCHOOL DISTRICT
adopted: August 23, 2006 Alta Loma, California
amended:
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Alta Loma

SCHOOL DISTRICT

Human Resources Memorandum
To: Dr. Sherry Smith, Superintendent
From: onna Carlson, Assistant Superintendent, Human Resources
Date: October 18, 2023

Subject:  Job Description: Administrative Secretary

BACKGROUND: The job description of Administrative Secretary is being amended to
update aspects of the current duties and responsibilities. This
amended job description addresses the specific duties of the
Administrative Secretary in the Special Education department.

First Reading

RATIONALE: The amended job description outlines the essential duties,
qualifications and physical demands of the Administrative Secretary,
Special Education.

FUNDING: There is no impact to the general fund.

RECOMMENDATION: Recommend that the Board approve the amended job description for
Administrative Secretary, Special Education, as presented.
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Adopted: May 19, 1999
Amended: TBD

ALTA LOMA SCHOOL DISTRICT
ADMINISTRATIVE SECRETARY - SPECIAL EDUCATION

In the capacity of an Administrative Secretary, under the guidance of the Director of Special
Education, this individual will carry out a broad spectrum of administrative and clerical duties. The
role involves acting as a vital link connecting the Director of Special Education with the wider
community and District personnel. The candidate will be entrusted with exercising discretion and
sound judgment within the designated tasks and areas of responsibility. This position demands a high
level of proactiveness, encompassing coordination, organization, and active participation in various
operational facets of the administrative role, along with any other relevant duties as assigned.

ESSENTIAL DUTIES
o Serve as-a-personal an administrative secretary and office management aide dealing with a variety
of sensitive and privileged matters.
o Consistently monitor records of absence while efficiently arranging and managing the
associated documentation for the Special Education Department.
o Review of Individualized Education Plans (IEPs), reports, and data to ensure alignment with
procedures and regulations.
e Provide support with the annual transition of special education students to their new grade
levels and program assighments.
o Coordination of student placement and transportation for the Extended School Year Program.

001G ] a H v O Snwe gto O 3 %o —tHRC-OTEa gtrotPraniimg;

° anage and maintain the Director of Special Education’s schedule and tasks such as
organizing, planning, calendar, meeting agendas and material preparation; this includes
establishing timelines for work completion.

- 1o I Ciatd g 10

e Take and transcribe correspondence, memoranda, reports, and other communicative documents
that include technical terminology requiring a familiarity with legal mandates, policies,
regulations, and operational procedures affecting the administrator's functional responsibilities.

e Monitor and support the management of the SEIS program within the Special Education
Department.

o Manage and coordinate the MAA and Paradigm notifications, timelines and requirements for
reimbursement for the Special Education Department.

o Acquire, monitor, distribute and collect the necessary resources and equipment for employees
within the Special Education Department; this includes Low Incidence Equipment (LOWI), as
needed.

e Provide annual notification of placement to Special Education Instructional Aides, including
contracted hours, any additional temporary hours and assigned school site.
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Adopted: May 19, 1999
Amended: TBD

ALTA LOMA SCHOOL DISTRICT

ADMINISTRATIVE SECRETARY - SPECIAL EDUCATION —Page 2

o Submit Personnel Action Requests (PARs) for vacancies and changes in employment status for
all Special Education Department Staff, as necessary.

o Verify accuracy and submit employee time cards, reimbursements and requisitions for the
Special Education Staff.

e Create and update spreadsheets and databases containing Special Education files and records
to facilitate the prompt and accurate generation of reports.

e Collaborate closely with the Transportation Department to effectively coordinate transportation
arrangements for Special Education Students enrolled in District, County and Non-Public
School Programs.

e Act as a receptionist and office management aide to the administrator, including the answering of
routine inquiries and correspondence, maintaining an action calendar, scheduling appointments,
conferences and meetings, and a variety of other operational details.

e Establish and maintain complex manual and automated alphabetical, numerical, and subject matter

files and data that may include sensitive and privileged data.

e Assist with budget planning and expenditure control procedures.

e Compile and organize the requested documentation required for legal records requests related
to the Special Education Department.

e May assist in the preparation of the materials and documents pertaining to the Governing Board
meeting agenda.

QUALIFICATIONS

Knowledge of:

Procedures, methods, strategies, and techniques pertaining to the operation of an administrator's office;
Modern office practices, trends, and procedures, standard office equipment and modern data management,
storage, and retrieval systems;

Legal mandates, policies, regulations, and procedures which govern the administrator's operational
processes;

English usage, spelling, grammar, and manuscript and report formatting;

Effective and efficient communication techniques, strategies, and procedures.

Ability to:

Coordinate, organize, and monitor the clerical functions of the administrator's office;

Effectively and efficiently perform highly responsible clerical, secretarial, and administrative aide
functions and activities;

Compile data and information, and prepare comprehensive reports;

Communicate effectively in oral and written form;
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Adopted: May 19, 1999
Amended: TBD

ALTA LOMA SCHOOL DISTRICT
ADMINISTRATIVE SECRETARY — SPECIAL EDUCATION - Page 3

Establish and maintain a complex data management, storage, and retrieval systems, using computers;
Type or keyboard enter at a net corrected speed of 60 words per minute;

Take and transcribe dictation, or use transcription equipment to accurately and efficiently produce a
variety of printed informational material and data;

Understand and carry out oral and written directions;

Establish and maintain cooperative relationships and maintain a pleasant office climate.

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:
Three years of highly responsible secretarial experience, preferably in an educational organization.

Education:
Equivalent to the completion of the twelfth grade, supplemented by course work, or training in
office management, advanced secretarial skill areas, public relations, or related areas.

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 1bs.
Carrying F 25 lbs.
Pushing O 10 Ibs.
Pulling O 10 Ibs.
2. CLIMBING O

BALANCING NP
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ALTA LOMA SCHOOL DISTRICT

ADMINISTRATIVE SECRETARY -~ SPECIAL EDUCATION - Page 4

3.

SUMMARY OF ENVIRONMENTAL CONDITIONS RATINGS

STOOPING
KNEELING
CROUCHING
CRAWLING

REACHING
HANDLING
FINGERING
FEELING

TALKING:
Ordinary
Other

HEARING:
Conversations
Other Sounds

SEEING

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

%OOO %OOO

oNe!

o

O%OOOO

Adopted: May 19, 1999
Amended: TBD

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 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.

The following analysis represents 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
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Adopted: May 19, 1999
Amended: TBD

ALTA LOMA SCHOOL DISTRICT
ADMINISTRATIVE SECRETARY — SPECIAL EDUCATION - Page 5

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

5l NOISE 65 decibels
VIBRATION NP

Comments regarding “Noise” = General office conversation and equipment

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

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

275557

7. ATMOSPHERIC CONDITIONS:

Fumes NP
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

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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