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MARIN COUNTY OFFICE OF EDUCATION
PERSONNEL COMMISSION
The regular meeting of the Personnel Commission will be held on
Monday, May 20, 2024, beginning at 3:30 p.m.
In the MCOE Board Room and accessible via teleconference / videoconference.

To join by phone: dial (669) 444-9171, Meeting ID: 834 368 9903
(if asked for a participant ID- press #)
To join by videoconference: click https://us02web.zoom.us/j/8343689903

AGENDA
107 | (o O o [T PP TP PPROT Ms. McKown
ROIN I ..ttt b et ra e et e s bt et Mr. Richardson
Approval and Adoption Of AGENdA............cooiiiiiiiii e Ms. McKown

Introduction of Guests and Identification of Persons Wishing to Address the Commission
on ltems Not on the Agenda...........ooooriiiiii i Ms. McKown

This is an opportunity for the public to make comments related to Personnel Commission

business concerning matters not on the agenda. The time allotted for a comment shall be
five (5) minutes. No action can be taken by the Personnel Commission unless the matter
is placed on a subsequent agenda.

Approval of April 22, 2024, MINUEES ......cccoieiiiiiiiee et e e e e aee s Ms. McKown
Classification Study Update ..........oooiiiiiiii e e Mr. Richardson
Discussion of the 24-25 Personnel Commission Operating Budget ...........ccccceiiiiiiniiienen. Ms. McKown
Public Hearing of 24-25 Personnel Commission Operating Budget ...........ccccceiiiiiiniinenen. Ms. McKown
Approval of the 24-25 Personnel Commission Operating Budget .............ccccciiiiiiiins Ms. McKown
. First Reading for Proposed Merit Rule Amendments..............oooiiiioiiiii Mr. Richardson
. Set Date for Second Reading / Approval of Proposed Merit Rule Amendments............... Ms. McKown

. Discussion of Position Review — Professional Expert: Technology Resource Center /
Dedication to Special Education Office............ccoiiiiiiiii Mr. Richardson

. Approval of Reclassification — Professional Expert: Technology Resource Center /
Dedication to Special Education Office into the Classification of Executive Secretary, on

the Classified Services Salary Schedule (CSEA)....... ..o Mr. Richardson
. Discussion of Salary Placement Recommendation..............c.cooiiiiiiiiiiiiiiiieee Mr. Richardson
. Approval of Salary Placement Recommendation..................ccoiiiiiiiiiiiiic e Mr. Richardson
. Personnel Director’'s Report ... Mr. Richardson
. Reports and Items Introduced by COmMMISSIONENS ............ccoceiiiiiiiiiiiiiiiiieeee e Ms. McKown
o | To 10Ty o] 4= o | (PP UPUPPRRP Ms. McKown
Notices:

Members of the public shall have the opportunity to address the Personnel Commission on items on
the agenda before or during the Commission’s consideration of the item. The time allotted for
comment shall be five (5) minutes.

Additional materials available in the Personnel Office between 8:00am and 4:00pm and at
www.marinschools.org under Personnel Commission.

The Marin County Office of Education adheres to the Americans with Disabilities Act. Should you
require special accommodations, or more information about accessibility, please contact Tracee
Edmunds at 415-499-5854. All efforts will be made for reasonable accommodations.



https://us02web.zoom.us/j/8343689903
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11.

MINUTES
MARIN COUNTY OFFICE OF EDUCATION
Personnel Commission
Monday, April 22, 2024

The regular meeting of the Marin County Office of Education Personnel Commission was held in person and accessible via video

conference on Monday, April 22, 2024.

Ms. Foster convened the meeting at 3:32 p.m.

Present for the meeting were Commissioners Paulette Foster and Dr. Arline Zerkel.
The staff was represented by Jason Richardson and Alicia Green.

Guests: Nancy Malcolm — CSEA Area B Representative and Sarah Rincon — Senior Administrative

Secretary.

Motion, seconded, and carried, Foster/Zerkel; the matter passed 2-0 to approve and adopt
the agenda as recommended.
Ayes: Foster and Zerkel; Noes: None; Absent: McKown.

Ms. Foster invited the public to comment on items not on the agenda.

Motion, seconded, and carried, Zerkel/Foster; the matter passed 2-0 to approve the
minutes. Ayes: Foster and Zerkel; Noes: None; Absent: McKown

Mr. Richardson updated the Commission on the status and progress of the Classification
Study being conducted by Educational Management Systems (EMS).

e  Supervisor Validations occurring April 16-17.
e 2nd Stakeholder committee to meet on April 17.

Mr. Richardson presented an Amended 2024 Personnel Commission Meeting Calendar.

Amended 2024 Personnel Commission Meeting Calendar was approved.

Mr. Richardson reported on the following:
e Review of status report for the period of March 20 - April 17, 2024. Current leaves,
separations, and vacancies were reviewed.

Ms. Foster invited Commissioner Zerkel to report on items not on the agenda.

Motion, seconded, and carried, Zerkel/Foster; the matter passed 2-0 to adjourn the meeting.

Ayes: Foster and Zerkel; Noes: None; Absent: McKown. Ms. Foster adjourned the meeting.
at 4:05 p.m.

Jason Richardson

Secretary

Call to Order

Roll Call/Guests

Agenda Approved

Public Comment

Minutes Approved

Classification Study
Update

Discussion of the Amended

24-25 Personnel Commission
Meeting Calendar

Approval of the Amended
24-25 Personnel Commission

Meeting Calendar

Personnel Director’s Report

Reports/ltems

Adjournment

The Marin County Office of Education adheres to the Americans with Disabilities Act. Should you require special accommodations, or more information about accessibility, please contact Jason
Richardson at 415-499-5854. All efforts will be made for reasonable accommodations.



MARIN COUNTY

OFFICE OF EDUCATION
supporting Learning tor ALL Stuaents

2024-2025 Personnel Commission Budget

Category 2023-2024 2023-2024 2024-2025
Approved Working Budget
FY 23-24 FY 23-24 FY24-25
As of June 2023 As of Feb 2024

CERTIFICATED PERSONNEL

PROFESSIONAL EXPERT 450.00 450.00 -
TOTAL: CERTIFICATED PERSONNEL 450.00 450.00 -
CLASSIFIED PERSONNEL

PERSONNEL COMMISSION/BOARD 1,440.00 1,440.00 1,040.00
DIRECTOR 69,808.00 69,242.00 70,109.00
SECRETARIAL SALARIES 44,732.00 34,782.00 23,896.00
CLERICAL & OFFICE ~ OVERTIME 13,803.00 13,803.00 13,803.00
OTHER CLASSIFIED CAR ALLOWANCE 5,000.00 5,000.00 5,000.00
PROFESSIONAL EXPERT 23,000.00 23,000.00 15,000.00
TOTAL: CLASSIFIED PERSONNEL 157,783.00 147,267.00 128,848.00
BENEFITS

TOTAL: BENEFITS 50,573.00 46,505.00 39,744.00
SUPPLIES

TOTAL: SUPPLIES 1,675.00 1,675.00 925.00
OPERATIONAL

CONFERENCES 7,000.00 7,000.00 10,000.00
MEETINGS 175.00 175.00 175.00
MILEAGE 750.00 750.00 750.00
DUES & MEMBERSHIPS 3,250.00 3,250.00 3,250.00
WORKSHOP FEES 250.00 250.00 250.00
COPIER CHARGES (COPIES) 1,125.00 1,125.00 1,125.00
IMC CHARGES 50.00 50.00 50.00
ADVERTISING 6,000.00 6,000.00 6,000.00
FINGERPRINTING 12,000.00 12,000.00 12,000.00




Category 2023-2024 2023-2024 2024-2025

Approved Working Budget

FY 23-24 FY 23-24 FY24-25
OTHER FEES 300.00 300.00 300.00
OTHER CONTRACT SERVICES 700.00 700.00 2,590.00
OUTSIDE PRINTING 750.00 750.00 1,000.00
PERSONNEL AGENCIES 3,000.00 3,000.00 3,000.00
TB TESTING/X-RAYS 100.00 100.00 100.00
POSTAGE 1,000.00 1,000.00 1,000.00
TOTAL: OPERATIONAL 36,450.00 36,450.00 41,590.00
GRAND TOTAL:1000-7999 246,931.00 232,347.00 211,107.00




MARIN COUNTY

OFFICE OF EDUCATION

Supporting Learning for ALL Students

SUMMARY OF PROPOSED MERIT RULE AMENDMENTS
May 20, 2024

Proposed Amendment #1: Add rule establishing Senior Management Positions

3.100.2 Senior Management Positions

The Marin County Superintendent of Schools may designate certain positions as senior management of
the classified service. Senior management positions shall be the highest management positions that
have responsibility for formulating policies or for the administration of a principal program, as
determined by the County Superintendent of Schools (Education Code Section 45108.5). Employees
whose positions are designated as senior management positions shall be part of the classified service
and shall be afforded all rights, benefits, and burdens of other classified employees, except that they
shall be exempt from all provisions relating to permanent status in that senior management position
(Education Code Section 45256.5).

The Marin County Superintendent of Schools has designated the following positions as Senior
Management:

e Assistant Superintendent, Business Services
Location of change within document:

e Insert below 3.100.1 “Positions Included” and above 3.100.2 Exemption from the Classified
Service—p.14

Rationale:

e Education Code allows for the County Superintendent of Schools to establish Senior
Management positions that do not require credentials. These are positions that are at the
highest level of management and are responsible for policy development. This merit rule will
allow incumbents in these highest levels of management to benefit from membership in the
classified service while providing selection and employment flexibility for the County
Superintendent of Schools.

supporting Learning for ALL Students



Proposed Amendment #2: Add rule allowing for the Discontinuance of Senior Management
Positions

3.100.3 Discontinuance of Senior Management Position

The Marin County Superintendent of Schools may adopt a resolution abolishing any or all positions of
the senior management of the classified service. An employee occupying a senior management position
abolished by the action shall become a member of the classified service in a position to which they
would otherwise be entitled if the employee had not been a member of the senior management of the
classified service. If the employee in the senior management of the classified service had been a
member of the regular classified service, they shall be entitled to a position which is the same as, or
similar to, the position to which they hold rights outside of the senior management of the classified
service.

Location of change within document:

e Insert below 3.100.1 “Positions Included” and above 3.100.2 Exemption from the Classified
Service—p.14

Rationale:

® Education Code allows for the County Superintendent of Schools to establish Senior
Management positions that do not require credentials. These are positions that are at the
highest level of management and are responsible for policy development. This merit rule
recognizes the authority of the Superintendent to abolish such positions and will ensure
placement in similar positions for incumbents within the classified service, should their Senior
Management position be abolished.

Proposed Amendment #3: Add rule addressing examinations for Senior Management Positions

4.200.16 Examination for Senior Management Positions

Examinations for senior management shall be given pursuant to these rules. Selections shall be made
from an unranked list of eligible persons who have been found to be qualified for such positions as
specified by the Marin County Superintendent of Schools and determined by the Personnel Commission
(Education Code Section 45272).

Location of change within document:

e Insert this new article at the end of the “Application and Examination” chapter, below 4.200.15
“Retaking Examinations”--p. 26

Rationale:

® |n order to maintain Merit standards for eligibility while keeping selection flexibility for the
Superintendent, eligibles may be selected from an unranked list.



Proposed Amendment #4: Add rule addressing eligibility lists for Senior Management Positions

5.100.1.D Eligibility list for senior management position openings shall be “unranked.” Unranked
eligibility lists shall terminate upon filling the position opening or after thirty (30) days, whichever comes
first.

Location of change within document:

e Insert this new article in the Employment List chapter at the bottom of article 5.100.1
“Establishment and Life of Eligibility Lists”--p. 27

Rationale:

e Rule clearly states the life of the Senior Management eligibility list as distinguished from other
eligibility lists.

Proposed Amendment #5: Replace incorrect reference to Education Code 40062 (which does not
exist) with correct code number 44062 in article 6.800.6

6.800.6 After Service in Another Class (position title) or in the Certificated Service (Education Code Section
40062 44062)

If a classified employee accepts a position requiring certification qualifications or in the classified service
in a provisional or limited term appointment in another classification with the Marin County Office of
Education, such employee shall retain all sick leave, vacation, and other rights and benefits accumulated
by her/him at the time of the assignment to the position requiring certification qualifications or the
provisional or limited term classified position, whatever the case may be. All seniority and permanency
rights shall be secured to such an employee for a period of 39 months from the date of her/his
acceptance of the certificated position. Such an employee shall be eligible to return to and assume the
duties of her/his prior classified position at any time during the 39 months and her/his return shall be
treated as if there had not been an interruption in her/his classified service.

Location of change within document:
e p.48

Rationale: Correcting a typographical error



MARIN COUNTY

OFFICE OF EDUCATION

supporting Learning for ALL Students

May 20, 2024
Memorandum

To: Personnel Commissioners
Marin County Office of Education

From: Jason Richardson, Sr. Director of Personnel

Subject: Position Review - Professional Expert: Technology Resource Center / Dedication
to Special Education Office Staff

Reason for Review

As a result of the review done in the development of the Professional Expert Agreement salary
schedule as well as all positions under the current classification study, MCOE staff have looked
closely at the PEA assignment that supports the Technology Resource Center / Dedication for

Special Education office. Lisa Cooper has been serving in this role in a full-time capacity since

2021.

3.200.7 Review of Positions

The Director of Personnel shall review the duties and responsibilities of positions
as necessary to determine their proper classification. If the Director of Personnel
finds that a position or positions should be reclassified, she/he shall advise the
administration of her/his findings. If the administration verifies the duties of the
position or if the duties are not revised to fit within the current classification, the
Director shall report her/his findings and recommendations to the Commission.

Findings

Per Education Code Section 45256 and MCOE Merit Rule 3.100.2.5 professional expert
positions are exempt from the Classified Service. Merit Rule 3.100.2.5 defines professional
experts as positions established “on a temporary basis for a specific project by the
Superintendent or by the commission when so designated by the commission.”

Since 2021, a professional expert has carried out duties to support the Technology Resource
Center / Dedication to Special Education office. Superintendent John Carroll has determined
that the work is no longer temporary in nature and therefore not exempt from Commission rules.

Following consultation with legal counsel, the County Superintendent of Schools determined
that the professional expert would transfer to a position within the Classified unit. This decision
was grounded in a variety of factors; however, the determination by the Superintendent that the
work is not temporary in nature and therefore not exempt from Commission rules was a
significant factor of consideration.

supporting Learning for ALL Students



The review of job responsibilities aligns with the Executive Secretary classification on the
Classified Services Salary Structure (CSEA.) See below.

Recommendation

1. Reclassify the professional expert position of Technology Resource Center / Dedication
to Special Education Office Manager into the classification of Executive Secretary, on
the Classified Services Salary Structure (CSEA.)

2. Place the incumbent Lisa Cooper onto the Classified Service Salary Structure at
Executive Secretary, Step 4 with a Y-Rate at their current $35/hour pay rate, per
Personnel Commission Rule 7.100.8 (B).

7.100.8 B. Whenever the effect of reclassification is to reduce the salary of an
incumbent, a capital "Y" shall be set opposite the reclassified position in the
departmental budget and on all payroll and other personnel records. Wherever a capital
"Y" is set opposite a position, the incumbent shall continue to receive her/his previously
authorized salary until termination of her/his employment in the position, or until a higher
rate of pay is authorized. This action is referred to as a "YRating".

Rationale: The current professional expert employee is paid $35/hour (reflecting a raise
from $30/hour that went into effect October 2023).

Comparison of Duties with Executive Secretary:

Executive Secretary Professional Expert Agreement-DSE
Job Description Job Duties
DEFINITION: TRC/DSE Office Manager:
Under the direction of a high-level administrator,
performs advanced secretarial functions, and The Technology Resource Center of Marin
administrative duties, in support of the assigned | (TRC), part of the Marin County Office of
programs or departments. Education (MCOE) is an assistive
technology center that serves special
DISTINGUISHING CHARACTERISTICS: education students and educators in 19
The Executive Secretary is distinguished from school districts in Marin County - this
the Senior Administrative Secretary and from includes over 4,000 students with special
other secretarial classes by the complexities needs and their families.

involved in the effective coordination of
secretarial, clerical, and administrative support TRC was originally designed, created and
services within a division. Typically, this position | funded through Dedication to Special

is assigned to a Deputy or Assistant Education (DSE), an all-volunteer parent
Superintendent. organization that acts as the “special
education PTA” for Marin County.
ESSENTIAL DUTIES AND RESPONSIBILITIES:
Any one position may not include all of the listed | This administrative assistant position is
dUtieS, nor do all of the listed examples include accountable to both organizations -TRC
all tasks, which may be found in positions within and DSE - maintaining close contact with
this class. Job descriptions are written as a the parent group and our |arge network of




representative list of the ADA (Americans with
Disabilities Act) essential duties performed by
the entire job classification. Typical tasks include
any duties and responsibilities assigned to the
Clerk, Administrative Secretary, or Senior
Administrative Secretary positions within the job
family, and:

Meetings, Conferences and Public Hearings:
*Plans and coordinates meetings, public
hearings, including preparation, posting
(including to the web), and distribution of notices
and agendas, scheduling of facilities, audio
visual needs and refreshments, preparation of
supplementary material, minutes and follow-up
actions;

*Monitors participant attendance;

*Prepares and distributes minutes and follow-up
actions.

Communications and Interpersonal Relations:
*Develops letters, memos, messages; reviews
internal and external documents and
communication for accuracy, content, and tone;
*Screens and prioritizes incoming
communication (phone, mail, email) for prompt
response or action;

eInterprets, clarifies and explains Marin County
Office of Education policies and programs to
students, staff, parents, and the general public;
*Communicates orally and in writing with Marin
County Office of Education personnel, school
districts and outside agencies relating to
programs, students, and other concerns;
*Solicits and collects requested information from
a variety of internal and external sources,
compiling or summarizing data for necessary
reports or documents;

*Serves as receptionist to division head
screening and greeting callers and visitors,
services as a liaison between division manager
and other administrators and staff;

*Maintains and updates assigned Division,
department, and/or committee list serves;
*Keeps supervisor apprised of potential
problems;

*Trains and provides work direction and
guidance to designated clerical personnel;
distributes work assignments.
Recordkeeping/Filing:

families and educators. The position is
also responsible for maintaining our
database, communication and
collaboration with schools, district staff,
and families, scheduling and arranging
trainings and meetings, and outreach
throughout our Marin County network.

The Work: Located at the Technology
Resource Center of Marin in Terra Linda.
Responsibilities include, but are not limited
to:

e Answering phone, email, and digital
outreach for the center and the parent
network

e Scheduling meetings, consultations and
other activities as needed

e Outreach communications for both
school professionals and families

e Handling mail (includes traveling a short
distance ~1 mile to MCOE offices to pick
up)

e Processing donations, invoices, and
reimbursements, maintaining grants
database, and tracking both DSE and TRC
expenditures

e Producing regular budget reports (a
matter of making sure all inputs are correct
and running the automated database
reporting system)

e Maintaining and updating listservs and
contact information for DSE and TRC
related communications

e Maintaining database records, files and
other data information, extracting a wide
variety of reports

e Able and willing to take on technical
troubleshooting as you grow into the job

e General office maintenance, overall
appearance, supplies, maintaining the
lending library of equipment

e Other tasks as needed and as you
become familiar with the job




*Reviews and reconciles employee time records
to work year calendars;

*Reviews and processes mileage, travel and
conference claims;

*Processes personnel transaction documents;
*Develops and monitors division vacation
schedule;

*Maintains employee records such as
emergency leave/vacation/overtime and
compensatory time;

*Maintains division documents, contracts,
communication, files, and staffing records;
*Enters, monitors, reviews, updates, and
extracts data for a variety of requests or reports;
*Reviews, removes and destroys documents
consistent with record retention legal mandates
and professional practice;

*Maintains chronology and confidentiality of legal
matter documents;

*Updates and maintains divisional webpages.
Word
Processing/Keyboarding/Dictation/Transcription:
*Word processes and edits text electronically
utilizing various software programs;

*Receives and transcribes dictation from
shorthand notes and/or machine for a variety of
documents, including letters, memos, messages,
minutes of meetings, reports, agendas, and
various other forms;

*Takes minutes, drafts minutes;

*Drafts, prepares, and edits email, agendas,
correspondence, reports, and other documents;
*Updates assigned web site documents via data
or webpage upload.

Scheduling and Coordinating:

*Schedules and coordinates supervisor’s
calendar and appointments;

*Schedules travel and conference
arrangements.

Budget Preparation and Other Assignments:
*Provides assistance to the supervisor in the
development and maintenance of budget(s)
including projected income and expenditures;
*Prepares supply requisitions, monitoring of
receipt of materials and invoices;

*Prepares budget revisions as required;
*Reviews records verifying payment of
expenditures and balances;




*Prepares and monitors Professional Expert
Agreements (PEA) and Independent Contractor
agreements.

Performs other duties as assigned requiring
essentially the same effort, skill and
responsibilities when work requirements are
changed or modified.

MINIMUM QUALIFICATIONS:

To perform this job successfully, an individual
must be able to perform each essential duty
satisfactorily. The requirements listed below are
representative of the knowledge, skill, and or
ability required. Reasonable accommodations
may be made to enable individuals with
disabilities to perform the essential functions.




New Hires

April 18, 2024 — May 16, 2024

Classified New Hires & Promotions

Ashley Markovich — Paraeducator

e Ashley was re-hired as a Paraeducator at Bacich Elementary.
e She has worked with MCOE since 2007.
e Ashley previously worked at Bacich as a Paraeducator/SDC in 2022.

Ryan Mendoza — Paraeducator

e Ryanis currently working as a Paraeducator at Manor.
e He previously worked as a Paraeducator contractor before MCOE.
e Ryan enjoys listening to music and reading.

Sanjay Mohan — Accounting Technician Il

e Sanjay holds a Bachelor of Science in Computer and Information Science.
e He speaks three languages: English, Hindi, and Gujarati.
e Sanjay worked as a Desktop Support Technician at Randstad Technologies.

Alejandro Contreras — Ranch Worker

e Alejandro was promoted from Ranch Helper
e He has worked at MCOE since 1995.

Andrea Triboletti — Sr. Director of Business Services

e Andrea was promoted from Director of Business Services.
e She was hired at MCOE as an Accountant in 2015.
e She worked as a Business Manager in 2018.



POSITION # OF POSTING CLOSING DATE POSITION STATUS
OPENINGS | DATE (EXAMINATION/SCREENING/1°T INTERVIEW/2"° INTERVIEW/ REFERENCE
CHECKS/FINAL INTERVIEW/ HIRED
Accounting Assistant 1 03/26/24 Open Until Filled | SCREENING: 4 CANDIDATES
(1 FTE)
Accounting Technician Il 1 01/09/24 | Open Until Filled | EXAMINATION: 1 CANDIDATE
(1 FTE) INTERVIEW: 1 CANDIDATE
HIRED: SANJAY MOHAN
HR Specialist 1 (1 FTE) 04/18/24 05/02/24 EXAMINATION: 5 CANDIDATES
INTERVIEW: 5 CANDIDATES
Paraeducator SPED 9 12/4/23 Open Until Filled | INTERVIEW: 2 CANDIDATES
(9 FTE) REFERENCE CHECKS: 2 CANDIDATES
HIRED: RYAN MENDOZA
(8 FTE REMAINING OPENINGS)
Ranch Helper 1 04/01/24 | 10/01/24 TBD
(1 FTE)
Ranch Worker 1(1FTE) 04/23/24 05/07/24 INTERVIEW: 1 CANDIDATE
HIRED: ALEJANDRO CONTRERAS
Sr. Director of Business Services 1(1FTE) 04/05/24 | 04/19/24 INTERVIEW: 1 CANDIDATE
HIRED: ANDREA TRIBOLETTI
Superintendent’s Secretary 1 (1FTE) 04/10/24 | 04/24/24 1Y INTERVIEW: 3 CANDIDATES

LEAVES

RESCINDS (ACCEPTED)

RESIGNATIONS/RETIREMENTS/TERMINATIONS
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