CSEA Proposal #8 2023 -2024 6/5/23

MEMORANDUM OF UNDERSTANDING #7
between the
FOLSOM CORDOVA UNIFIED SCHOOL DISTRICT (“District™)
and
CALIFORNIA SCHOOL EMPLOYEES ASSOCIATION AND ITS AMERICAN RIVER CHAPTER
#528 (together “CSEA”)
Comprehensive Unit
Reclassification of Middle School Records Clerks to Middle School Registrar
June 14, 2023

The Folsom Cordova Unified School District (“District™) and the California School Employees

Association and its American River Chapter #528 (together “CSEA”) have met, negotiated, and agreed
to the following:

1. The District maintains four (4) positions in the classification of Middle School Records Clerk.

2. Effective July 1, 2023, the Student Records Clerk (Range 5) positions shall be reclassified to the
classification of Middle School Registrar (Range 7). These employees shall retain their seniority
date from Student Records Clerk in the classification of Middle School Registrar.

3. The Middle School Registrar job description is attached as Attachment 1.

4. Student Records Clerk shall be removed from the salary schedule.

This is a one-time, non-precedent setting agreement and shall fully and finally resolve all bargaining
related to the impacts and effects of this reclassification.

This Memorandum of Understanding shall be in effect upon ratification.
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Folsom Cordova Unified Schoo! District Class Specification

NEW VERSION 2
MIRDLE SCHOOL REGISTRAR

DEFINITION

Under general supervision of the Principal or Assistant Principal, performs specialized clerical and technical work
involving middle school registrar functions related to admission, enroliment and attendance, evaluation of
transcripts, permanent records and reports, and a wide variety of complex clerical tasks. These duties are of
moderate difficuly, involving specific routines and broadly defined policies and procedures.

QUALIFICATIONS
Experience:

Two (2) years of general clerical experience; preferably at least one (1) year in a school district.
Education:
Equivalent to completion of the twelith grade.

DISTINGUISHING CHARACTERISTICS

Positions in this class are responsible for registrar functions in a middle school office. Employeés in this class are
expected to exercise a degree of independence, judgment, and discretion in the handling of compfe,\ problems as
they arise. Incumbent works closely with teachers, students, and parents.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

e Assisis administrators with scheduling, including but not limited to data entry and production of student
schedules and class lists.

e Complies with all applicable District policies and procedures.
e Computes and/or assists in the caiculation of Grade Point Averages (GPAs); prints report cards, honor roll
Ilsts and related forms and reports

- Updates the
PowerSchool database daily.
e Establishes and maintains individual student records in cumulative folders, insuring accuracy,

confidentiality and security of recorded information.

¢ Implements process to maintain student records; sends and requests student files, and updates as needed.

Enrolls, dis-enrolls, and compietes clerical procedures for fransfer students, including the PowerSchool
regisiraiion process.

Prepares and maintains class lists and records of student placement.

Maintains the student record databases, inputs, and accesses information according to procedures.
Compiles weekly, monthly, and annual reports as required.

Prepares transcripts and accompanying records for student transfers; assists with the disenrcliment
procedures as necessayy.

Review records, including withdrawal grades test data and cumulative records for incoming transfer

students.

¢ Responds to requests for information, answers questions, and verifies data regarding student enroliment,
grades, and placement to assist authorized staff and representatives of agencies in their work for the
students.

¢ Coliects book and Chromebook fines-and assistswith-the collection of fees and forms.

e Enters data into individual student discipline files regarding excessive tardies and actions resulting in

discipline and/or suspension, processes-suspension-lefters-to-parents and places related documentation

mto mdwldua[ student dlSCIp ine files regardmg exoessnve tardies and resu tmg in d{SClp inary actions.

® Works with the parenis and pubhc through i m-person fel ephone and email commumcaﬁons
FCUSD CSEA 2023-2024 MOU #7

Board Approved 12/14/2023



CSEA Proposal #8 2023 -2024 6/5/23

e Assists in directing phone calls, receiving visitors, providing routine information, and referring inquiries o
the appropriate staff.

e Prepares a variety of reports and written materials (e.g., report cards, class rankings, grade checks, failure
lefters, attendance activity report, efc.) for the purpose of meeting state, federal and/or district requiremenis.

e Processes documents, forms, mailings, and materials (e.g., new regisirations, franscripts and franscript

requests, withdrawals, purchase-orders; bus passes, efc.) for the purpose of disseminating information and
completing transactions.

¢ Monthly and End of Year ADA Attendance Reports

e Maintains a Google sheet tracking all Choice Forms and ITP students throughout our district, including
updating PowerSchool. ,

s Assist parents with Parent Portal Accounts, (e.g., maintain current email addresses, usemames, and
passwords). Provide in person assistance and instruction with InfoSnap and PowerSchool.

e Perform other related duties-as-assigned Other related duties may be assigned consistent with the
knowledge, skills, and abilities required for the iob. :

KNOWI EDGE:

Modern office methods and practices, including standard record maintenance procedures and filing systems;
correct English usage, spelling, grammar, and punciuation; basic mathematical skills; state and school reguiations,
rules, and policies, and the ability to apply them with good judgment in a variety of situations.

ABILITIES AND SKILLS:

Learn and apply district rules, regulations and policies; perform responsible and difficult clerical and technical work
with accuracy, speed, and a minimum of supervision; prepare and maintain complex records and reports involving
a large number of unit records and a large volume of changes; review, interpret, and evaluate applications,
transcripts, and other specialized documenis; understand and follow instructions on complex maiters quickly and
accurately; establish-and maintain foster effective working relationships with students, parents, feachers, and co-
workers; fype at a speed of 50 net words per minute; essential functions require, with or without the use of aids:
mobility to move to counter, files and other areas of the school or office: sufficient vision to see small print; sufficient

hearing fo hear normal and telephone conversations; sufficient dexterity fo write, operate telephone, other standard
oifice equipment.

PHYSICAL REQUIREMENTS:

Physical abilities include the usual and customary methods of perferming the job’s functions and require the
foliowing physical demands: occasional lifting, carrying, pushing and/or pulling; some climbing and balancing, some

stooping, kneeling, crouching; reaching, handling, touching and/or feeling: manual dexterily to operate a ielephone
and enter data into a compuier.

Significant physical abilities include ability to sit at a desk, conference table, or in meefings of various
configurations for extended periods of time; see and read, with or without visual aids, laws and codes, rules, policies
and other printed matter, compuier screens and printouts; hear and understand speech at nhormal room levels and

hear and understand speech on the telephone; speak in audible tones so that others may undersiand clearly in
normal conversations.

WORK ENVIRONMENT:

e The work environment characteristics described are representative of those an employee encounters while
periorming the essential functions of this job.

s Reasonable accommodations may be made fo enable individuals with disabilities to perform the esseniial
funciions.
¢ The noise level in the work environment is usually moderate.
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¢ Employees in this position will be required to work indoors in a standard orﬁce environment and come in
direct contact with district staff and the public.

Created 05/11/2023; Revised 05/19/2023
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