LAKESIDE UNION SCHOOL DISTRICT

BOARD OF TRUSTEES
SPECIAL MEETING
AGENDA
Lakeside School Auditorium July 1, 2025
14535 Old River Road 6:30 PM

Bakersfield, CA 93311

Any materials required by law to be made available to the public prior to a meeting of the Board of Trustees of the District
can be inspected at the following address during normal business hours: Lakeside Union School District Office, 14535
Old River Road, Bakersfield, CA 93311.

1. CALL TO ORDER, ROLL CALL, FLAG SALUTE

BOARD OF TRUSTEES: Mario Buoni(MB) Alan Banducci(AB)
Tamara Jones(TJ) Russell Robertson(RR)
Darin Buoni(DB)

2. HEARING OF STAFF AND/OR CITIZENS This agenda item is included to allow members of the public
opportunity to ask questions or discuss non-agenda items with the Board, There will be a three-minute time limit
per person or twenty minutes total per item. (BB9323)

3. CLOSED SESSION

A. Closed Session Pursuant to Government Code Section 54957: Public Employee
Appointment — Director of Curriculum & Instruction

4. OPEN SESSION

5. REPORT OF CLOSED SESSION

6. DISCUSSION OR ACTION ITEMS
A. Budget and Finance

(1) Discussion and Possible Action for Additional Asphalt to the Kindergarten Play Area
at Lakeside School.

Moved Seconded Roll Call Vote MB AB TJ RR DB
Vote: Yes(Y) No(N) Abstained(A) Absent(AB)

(2)  Discussion and Possible Action for North Play Area at Lakeside School.

Moved Seconded Roll Call VoteeMB  AB  TJ RR DB
Vote: Yes(Y) No(N) Abstained(A) Absent(AB)




(3)  Discussion and Possible Action for Lakeside School Paving Project.
Moved Seconded Roll Call VoteeMB _AB  TJ RR DB
Vote: Yes(Y) No(N) Abstained(A) Absent(AB)

(4)  Discussion and Possible Action for Lakeside School 5-12 Playground Option 3A.
Moved Seconded Roll Call Vote:MB_~ AB  TJ RR_ DB
Vote: Yes(Y) No(N) Abstained(A) Absent(AB)

B. Personnel

(1)  Approval to Hire Lubna Al Qai Ni, 8" Grade Science Teacher at Lakeside School.
Moved Seconded Roll Call VoteeMB  AB  TJ RR DB
Vote: Yes(Y) No(N) Abstained(A) Absent(AB)

(2)  Approval to Hire Eduardo Garcia on a Variable Term Waiver as a 7" Grade Math
Teacher at Lakeside School.
Moved Seconded Roll Call Vote:MB_ AB  TJ RR DB
Vote: Yes(Y) No(N) Abstained(A) Absent(AB)

(3)  Discussion and Possible Action to Approve Director of Curriculum & Instruction Job
Description..
Moved Seconded Roll Call VoteMB ~ AB  TJ RR DB
Vote: Yes(Y) No(N) Abstained(A) Absent(AB)

(4)  Approval to Hire Valerie Hudson, Director of Curriculum & Instruction.
Moved Seconded Roll Call VoteMB_ AB_ TJ RR DB
Vote: Yes(Y) No(N) Abstained(A) Absent(AB)

(5)  Discussion and Possible Action to Approve District Clerk Job Description.

Moved Seconded Roll Call VoteMB AB TJ RR DB

Vote: Yes(Y) No(N) Abstained(A) Absent(AB)

7. ADVANCE PLANNING

A. Future Meeting Dates

Q)

Regular Board Meeting — August 12, 2025 at 6:30 p.m. in the Lakeside School
Auditorium.



8. ADJOURNMENT Time:

Moved Seconded Roll Call VoteMB AB TJ RR DB

Vote: Yes(Y) No(N) Abstained(A) Absent(AB)

For information regarding how, to whom, and when a request for disability-related modification or accommodation,
including auxiliary aids or services, may be made by a person with a disability who requires a modification or
accommodation to participate in the public meeting, please contact Ty Bryson, District Superintendent.




25-Jun-2025
CP#5
Lakeside Union School District

14535 Old River Road
Bakersfield, CA 93311

2023-2320-TK / Kinder Portable
ASI 001 - Earhwork, Demo Tree & Asphalt Paving

Dear Glenn Asher

Black / Hall Construction is pleased to provide the below cost proposal for your review.

ITEM:
AST 001 - Earthwork, Demo Tree & Asphalt Paving

Contractor Total
American West : $15,000.00
Kern Asphalt $19,595.00

Price is good for 24 hours
Price includes only the work specifically indicated on the back up documentation all other work is

excluded. If required we will provide quotes for work at that time.

Additional Days Requested TBD Days
Subtotal $ 34,595.00
Mark Up 10% $ 3,459.50
Total Cost This Request $ 38,054.50
Sincerely,

Glenn W. Black
President
Black / Hall Construction Inc.

P.O. Box 445 Phone: 661-763-3818
Taft, Ca 93268 Fax: 661-763-0048



AMERICAN WEST PROPOSAL

P2, Box 7L 7S Fune 25 2025
Bakersficld, CA, 3307 Gaeg Grant
Phome: (661) 873-8917 rell 661-619-2717
Fane: (661} RTI-B018 Lic, # 734133

RIRATQO004963

Antay BlackHall Const.
R Lkeside Schood Additionsd Paving Avca

Work to be performed:

1. Clear and Cirub Site, Remove Troe,

2. Remowe exeess Dits from Site, (Slockpile al omdie Field arca.)

3. Crade and Compact 1765 90% for New sC. Area | Approx.2 25081}
-4, Fing Cinde Site 0100

FARCLURIONG . FERMITS, BWTPR TIUST ORI PLAN, TRENUIING, SALVAGE PUE OTHERE, DEWATRING
FORCHER TRADDS, FROFESSHINAL FN{:IMMMN&&ER‘J’&M [SOILS TESTING, SURMEY NG OR GRADI
CERFIPHIATION, AT, CAPISNG U8 RELOCKTING 0F BUTRIND §INER, LAMIRSCAPH MO 'ms, TS0,
FLANTER BACKEILE, DAMAGE TU OR REMOVAL OF aY HURTED S1TRUCTHMES, Wil WATHR PRINIEING Oft
INTETET RIS 1Y 'v"M)L TO BURIED LINES LT TOORRAVY HGEAPMENT LEJAIIS (N ATTVE GROUNE, NOSAND
THUIRAMEL DF..&HN.’WE FILLCOUAS IS, ST AR5 2 BASK DR SANDG R (UNLISS SPECIFIIEN MO BARRMYS M5
IR TS SITE PENCES. MUY MALY GNANDE GRATING, SBORING OR BRACING, FIYCD BEACIVAL, W & Rowpr
BLLLER, WELL OR SEPTIC TANK ABANIONMENT, B ASBESTOS INSPECTION. OR TEAZ, MATERIAL 1 EAHDT.G

Adzo No:

Addendurns:

1 Clari leativa:

Please mote the Tollpwing: Thank Yo Jor Whe opporigoiy & bid this project. Please
wall if you have any questions,

Base Bid 15 M00.00 Fificen Thoussnd Dallars,




S — Proposal 98856-1

SB-PW T 7 2 ER,
Certified szﬂfﬂ/lﬂ’" Estimator: Don Locey
Ll P e e

KERN ASPHALT PAVING & SEALING CO., INC
ASPHALT PAVING, ALL TYPES OF 2000 NORRIS ROAD, BAKERSFIELD, CA 93308 GRADING & BXCAVATION: ROAD

SEAL COATING, STRIPING, BUMPER Phone: (661) 391-8000 Fax (661) 391-8080
STATE CONTRACTORS LICENSE #812686 OILING, CRUSHING, MILLING &

BLOGKS, & TRUCKING DIR NUMBER: 1000004530 GRINDING
PROPOSAL SUBMITTED TO:
ADDRESS: Black Hall Construction DATE: 6/23/2025

P O Box 445

Taft, CA 93268 JOB NAME: Lakeside School
CONTACT: Glen JOB #: 98856-1
FAX: 661-763-0048 .

: 14535 Old River Rd

PHONE: 661-763-3818 WBLOEALION
E-MAIL: Bhe@blackhallconstruction.com

DUE TO FLUCTUATING PRICES, PROPOSALS ARE VALID FOR 15 BAYS FROM ORIGINAL DATE. ANY CONTRACT AGREEMENTS MUST BE
REVIEWED BEFORE COMMENCEMENT FOR EACH SCOPE/PHASE (IF APPLICABLE) IN CONTRACT.

Description

*Change Order ASI #]

1. Fine Grade, Existing To Be +/- 0.10 Prior To Our Arrival
2. Install 123'f 2x4 Redwood Header Board

3. Import, Place & Compact 5" CL-2 AGG Base On 2,812sf
4. Apply Weed Herbicide

5. Import, Place & Compact 2.5" AC Paving On 2,812

6. Fog Seal With SS 1-H Qil

*Prevailing Wage

*One Phase Included

*Material & Trucking Prices Cannot Be Guaranteed, And All Increases Will Be Passed On To The Customer
*Excludes Subgrade Compaction, All Traffic Control, Patching For Utilities, Base Under Concrete

Kern Asphalt proposes to furnish material and Iabor for the work subject to the terms and

conditions of this Proposal for the following price. Total $19,595.00
All material is guaranteed to be as specified. All work to be completed in a workmanlike manner according to standard practices. Any alteration or deviation from above
specifications involving extra costs will be executed only upon written orders, and will become an extra charge over and above the estimate. All agreements contingent
upon strikes, accidents, or delays beyond our control. Owner to carry fire, tornado and other necessary insurance. OQur workers are fully covered by Worker's

Compensation Insurance.
Unless otherwise noted, this contract excludes bid bonds, surety bonds, waivers of subrogation, testing, engineering and permits, base under concrete, curb painting,

utility trench patching, any other items not specifically listed in our scope of work in this proposal. (i) We are not responsible for the following: damage to underground
unforeseen utilities or buried structures, or damage done to equipment by these unforeseen items, residual cracking due to expansion and contraction of pavement,
scuffing due to power steering and/or hot weather. (ii) Kern Asphalt does not guarantee the following: adhesion of material to badly oil soaked pavement, cracks in
overlaid asphalt areas, and drainage when less than 1.5%. (iii) No warranty on striping on concrete, paint may chip (iii1) All vehicles and obstacles are to be removed
from area, by customer, prior to Kem Asphalt's ammival. All work to be done Mon-Fri in one phase/mobilization (fonger drying times may be needed due to cold
weather})

Upon the customers acceptance of this proposal, and the "Additional Terms and Conditions" on Page 2, this will become the "Agreement" between

the parties.
ACCEPTANCE OF THE "AGREEMENT" BY CUSTOMER: Authorized Signature by Kern Asphalt:

Print: Sign: Date:
Page | of 2
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June 27, 2025

Ty Bryson

Lakeside Union School District
14535 Old River Road
Bakersfield, CA 93311

Re Job No. 2024-2387 — Campus Paving Project @ Lakeside School
Lakeside Union School District

Dear Mr. Bryson:

Ordiz Melby Architects has examined the bid documents submitted by the apparent low bidder and
found no reason to disqualify them.

Enclosed is the bid evaluation form and tabulation of bids, which details our findings. The bid
package submitted by MTZ Building Solutions appears to be complete with all required notations
and signatures. It is to the District’s discretion to waive the requirement of all applicable addendum
were acknowledged, as the required forms as outlined in the addendum were included with the bid
document package. A check of their license status revealed that their license was current and in
good standing. The company holds the required "B-General" license. Great American Insurance
Company issued their bond and is listed in the Best's Key Rating Guide with the rating of A-, VII.

If the bid amount is acceptable to you, we recommend that your Board award the contract to MTZ
Building Solutions. Please inform our office of your Board's decision to award so that we may
proceed with issuing the agreements.

Please contact our office at (661) 832-5258 if you have questions or require further assistance in
this matter.

Sincerely,
Ordiz-Melby Architects, Inc.

Joseph Zasoski, Al»g)
Enclosures

cc: Glenn Asher, OMA / OMA Project Contract File

it j251

ordizmetby com
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June 27, 2025

Ty Bryson

Lakeside Union School District
14535 Old River Road
Bakersfield, CA 93311

Re Job No. 2024-2387 — Campus Paving Project @ Lakeside School
Lakeside Union School District

Dear Mr. Bryson:

Ordiz Melby Architects has examined the bid documents submitted by the apparent low bidder and
found no reason to disqualify them.

Enclosed is the bid evaluation form and tabulation of bids, which details our findings. The bid
package submitted by Black/Hall Construction Inc. appears to be complete with all required
notations and signatures. All applicable addenda were acknowledged. A check of their license
status revealed that their license was current and in good standing. The company holds the
required "B-General" license. Great American Insurance Company issued their bond and is listed
in the Best's Key Rating Guide with the rating of A+, XV.

If the bid amount is acceptable to you, we recommend that your Board award the contract to
Black/Hall Construction Inc. Please inform our office of your Board's decision to award so that we

may proceed with issuing the agreements.

Please contact our office at (661) 832-5258 if you have questions or require further assistance in
this matter.

Sincerely,
Q_rdiz-Melby Architects, Inc.

C e iy

Joseph Zaséski, AlA

Enclosures

cc: Glenn Asher, OMA / OMA Project Contract File

1

ardizmelbycom



~ Proposal for

Ordiz Melby Architects

Prepared by

GREAT WESTERN
4 = 4

06-27-2025
Job #114895-02

Lakeside School 5-12 Playground Option 3A

(Gameﬁme)

A FALAYCOIRE i

435-901-9544 | www.gwpark com
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A Lakeside School 5-12 Playground Option 3

IFEAITORT Coman

Palette. Rollmg Wave

Arch Basic
Azure Sea Mist

2 Color HDPE Accent Accent 2

Orange / White Azure QOrange

(ZH) (¥X) (OR) (Yx) 5 (zK)

Deck:Pvc HDPE HDPE 2 Roto Plastic Tube
. Blue - Orange . Orange . Sky Blue . Sky Biue

(BL) (OR) (OR) (SB) (58)
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P.O. Box 680121

Gamelime:

4 PLAYCORE company www.gwpark.com

GameTime C/O Great Western Recreation

Fort Payne, AL 35967
Office: 435-245-5055 Fax: 435-245-5057

06/27/2025
Quote #
114895-02-07

Lakeside School 5-12 Playground Option 3A

Ordiz Melby Architects
Attn: Glenn Asher

5500 Ming Ave Ste 280
Bakersfield, CA 93309
United States

Phone: 661-832-5258
gasher@ordizmelby.com

Ship to Zip 93311

Qty Part # Description List $ Selling.$ Ext. Selling $
1 RDU GameTime - Custom 5-12 Playground- $84,067.56 $63,975.12 $63,975.12
« Reference Drawing 114895-02-Opt 3
« NDS Play On
1 5179 GameTime - Welcome Sign (5-12) $774.00 $727.56 $727.56
1 14927 GameTime - NDS Play On Sign Package
1 6143 GameTime - Whirlwind Seat Straight (F/S) $699.00 $587.16 $587.16
1 178749 GameTime - Owner's Kit $92.08 $92.08 $92.08
1 INSTALL Install - Installation of Play Equipment - $29,620.00 $29,620.00 $29,620.00
Prevalling Wages
Sub Total $95,001.92
Material Surcharge $2,569.90
Freight $7,853.38
Tax $5.606.03
Total $111,031.23
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N

GREAT WESTERN

Quinn Connoell
Grdrnagwparik.cam



GameTime C/O Great Western Recreation 06/27/2025
P.O. Box 680121 Quote #

Game,'me '} FortPayne, AL 35967 114895-02-07

Office: 435-245-5055 Fax: 435-245-5057
7 PPLAYCORE compnny www.gwpark.com

Lakeside School 5-12 Playground Option 3A

Comments

Your Sales Rep is Quinn Connell. Please reach out to Quinn at 435-901-9544 if you should have any questions regarding this quote.
Due to the volatility of freight costs, the freight pricing is subject to change at the time of order.

Pricing is subject to change. Request updated pricing when purchasing from quotes more than 30 days old.

**OPTIONAL-To include a Payment and Performance Bond, please add $1700.

Shipping to Site Address:
Glenn Asher
661-832-5258
gasher@ordizmelby.com
14535 Old River Road
Bakersfield, CA 93311

*Freight charges are based on listed zip code and are subject to change if shipping information changes.
*Depasit may be required.

Permitting not included, unless otherwise noted.

Customer is responsible for offloading.

Prevailing Wages

**Material Surcharge reflects raw material price increase. Subject to change at time of order.**

**Material Surcharge will be applied to orders placed after May 30th, 2025 **

M

GREAT WESTERN

Quinn Connell
Page 2 of 5 Quinnggwpirk.cetr



GameTime C/O Great Western Recreation 06/27/2025
P.O. Box 680121 Quote #

Gamelime) 585w e

Office: 435-245-5055 Fax: 435-245-5057
# BLAYCORE company www.gwpark.com

Lakeside School 5-12 Playground Option 3A

Remit Payment to:
GameTime

P.O. Box 680121

Fort Payne, AL 35968

Taxes:
All applicable taxes will be added at time of invoicing unless otherwise included or a tax-exempt certificate is provided.

If sales tax exempt, you must provide a copy of certificate to be considered exempt.

Prices:
FOB Factory.

Orders:
All arders shall be in writing by purchase order, contract, or similar document made out to PlayCore Wisconsin Inc., dba GameTime.

Standard GameTime equipment orders over $100,000 may require a deposit of 25% at the time of order and an additional 25% at or before order ships
Standard orders with equipment, installation and surfacing are requested to be split billed.

Equipment, Taxes & Freight as noted above

Installation and Surfacing billed as completed and Due Upon Receipt.

Terms:
Cash With Order Discount (CWO): Orders for GameTime equipment paid in full at time of order via check, Electronic Funds Transfer (ACH or wire)

are eligible for a three percent (3%) cash with order discount.

Payment via credit card: If you elect to pay by credit card, GameTime charges a 2.50% processing fee that is assessed on the amount of your
payment. This fee is shown as a separate line item and included in the total amount charged to your credit card. You have the option to pay by
check, ACH or Wire without any additional fees.

Credit terms are Net 30 days, subject to approval by the GameTime Credit Manager. A completed credit application must be submitted and approved
prior to the order being received. Please allow at minimum 2 days for the credit review process. GameTime may also require:

Completed Project Information Sheet (if applicable)

Copies of Payment and Performance Bonds (if applicable)

A 1.5% per month finance charge will be imposed on all past due invoices.

Retainage not accepted.

Orders under $5,000 require payment with order.

Vo, | N

GREAT WESTERN

Quirn Connell
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GameTime C/O Great Western Recreation 06/27/2025
P.O. Box 680121 Quote #

Gamelime) 550w T

Office: 435-245-5055 Fax: 435-245-5057
A PBLAYCORE osrpany www.gwpark.com

Lakeside School 5-12 Playground Option 3A

ACCEPTANCE OF QUOTATION:

Billing and Shipping information will be as stated on quote unless indicated below.

Change billing information to:

Address:

Contact:

Change shipping information to:

Address:

Contact:

Colors: Per Renderings Yes or No

Palette

Per Submittals

Other Colors, please specify

Purchase Amount: $111,031.23

Signature: Date:
Printed Name: Title:
Acceptance of this proposal indicates your agreement to the terms and conditions stated herein.

DiR# 1000015526 CSLB#855664

GREAT WESTERN

Quinn Connel
Page 4 of 5 Guisngrgwpirk.com



GameTime C/O Great Western Recreation 06/27/2025

G T 8 P.O.Box 680121 Quote #
SafNesnme’) - Payne, AL 35967 114895-02-07

Office: 435-245-5055 Fax: 435-245-5057

APLAYCORE cempany www.gwpark.com

Lakeside School 5-12 Playground Option 3A

INSTALLATION CONDITIONS:

» ACCESS: Site should be clear, level and allow for unrestricted access of trucks and machinery.

+ STORAGE: Customer is responsible for providing a secure location to off-load and store the equipment during the installation process. Once
equipment has delivered to the site, the owner is responsible should theft or vandalism occur unless other arrangements are made and noted
on the quotation.

» FOOTER EXCAVATION: installation pricing is based on footer excavation through earth/soif only. Customer shall be responsible for unknown
conditions such as buried utilities (public & private), tree stumps, rock, or any concealed materials or conditions that may result in additional
labor or materials cost.

o UTILITIES: Owner is responsible for locating any private utilities.

+ ADDITIONAL COSTS: Pricing is based on a single mobilization for installation unless otherwise noted. Price includes ONLY what is stated in
this quotation. If additional site work or specialized equipment is required, pricing is subject to change.

VN

GREAT WESTERN

Quinn Connali
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LAKESIDE UNION SCHOOL DISTRICT
Job Description — Director of Curriculum & Instruction

Position Director of Curriculum,
Title: Instruction, and Reports to: Superintendent
Assessment
Classification: Administrative Revision Date: Pending board
approval

Position Summary:

The Director of Curriculum & Instruction will provide leadership and vision in the ongoing
planning, implementation, development, direction, review and evaluation of the district’s

curriculum and instructional services, federal programs, career and technical education
services, assessment, research and evaluation services.

The Director ensures that the district/school education objectives are aligned to state
frameworks and to instructional practices that yield the highest standards of student
achievement and instructional excellence.

The Director of Curriculum & Instruction reports to the Superintendent and participates as a
member of the Superintendent’s administrative team.

ESSENTIAL FUNCTIONS:

Curriculum and Instruction

Responsible for the development and implementation of federal or state aid programs.
Directs the development and implementation of curriculum, instruction, and staff
development with a special focus on the core content areas of reading/language arts,
mathematics, science, and social studies:

Directs sites and monitors implementation of District-wide instructional programs;
Develops recommendations for continued curricular/instructional improvement:
Assists principals in the development and alignment of individual school instructional/pupil
achievement plans;

Support all aspects of district instructional and curriculum integration of technology.
Coordinate the development, implementation, and evaluation of Local Control
Accountability Plan (LCAP).

Prepare and create the School Instructional Calendar.

Supervise the administration and analysis of all district, state, and local testing
programs, including creating an annual district-wide assessment calendar.

Represent the school district in meetings and conferences related to curriculum and
instruction, assessment, and technology.

Report periodically to the board on all curriculum, instruction, and assessment matters
and all technology issues as directed by the Superintendent.

Make recommendations pertaining to policy and procedure to the Superintendent.
Coordinate and supervise the district's Instructional Support program, including
implementing a consistent pre-K-8 instructional support system that may include
Multi-Tiered Systems of Support, Response to Intervention, and English Learner
Development.



Coordinate the development and implementation of the district’s technology plan.

Maintain an inventory of all district technology hardware and software and a long-

range technology replacement plan.
Provide leadership and direction for the development, revision and continuous

improvement of district technology systems.

Plan and coordinate the budget process for acquisition of district hardware, software
and other technology-related expenditures.

Plan, coordinate and communicate technology-related management systems and
policies.

Support all aspects of district instructional and curricular integration of technology.
Assist professional staff with the software evaluation process.

Plan, coordinate, and communicate technology-related management systems and
policies.

Represent district at intermediate unit and countywide instructional technology
meetings.

Personnel

Coordinate and participate in the interview and selection process of the
instructional staff as appropriate.

Coordinate the Teacher Induction Program and district orientation programs and
activities of new teachers and administrators.

Participate in the supervision process of beginning teachers through classroom
observations and conferences.

Supervise and evaluate district staff, as outlined in the District Organizational Chart.
Conduct formal and informal observations and supervision of staff.

Conduct observations of any teachers placed on an improvement plan.

Counsel with principals and teachers on matters of district-wide concerns to help them
improve their effectiveness.

Encourage ethical practices of teachers.

Cooperate with administrative and supervisory personnel on the overall education
program.

Supervise and evaluate district technology staff.

Supervise and evaluate Instructional Support teachers.

General

Recommend a budget to the Superintendent to meet the objectives of this office and
operate within the budget.

Attend and actively participate in professional association meetings and conferences
at the local, county, state, and national levels.

Promote and participate in the public relations program, including the District website
and web pages. '

Serve on district-wide committees as needed.

Keep the Superintendent fully informed of significant matters pertammg to the
administration of the schools and consult freely with him/her concerning such matters.
Establish an open line of communication with the community.

Perform any other duties assigned by the Superintendent.




JOB REQUIREMENTS - QUALIFICATIONS

Education and Experience

Valid California Administrative Services Credential

Masters degree in education or related field

Five years of successful teaching or related experience

School site or district-level administrative leadership experience

Skills, Knowledge and Abilities Required

Strong leadership and organizational ability
Knowledge of standards, curriculum, and best instructional practices
Instruction, curriculum and assessment programs training
Background and experience in the development and evaluation of instructional programs
and materials

Ability to relate effectively to public and personnel

Skill in decision-making

Mature judgment, flexibility, diplomacy, and sense of humor

Strong skills in clear oral, written, and graphical communication
Capatcity to function effectively in high-pressure situations

Physical and emotional stamina

Those qualifications shall be considered minimum requirements.
e The board reserves the right to request that additional requirements be met.
 Any exceptions to these requirements as determined by the Superintendent.

PHYSICAL REQUIREMENTS:

Skill and dexterity to operate PC applications, including the District's standards, Google,
Windows, etc. Constant bending, twisting, lifting, pushing, and pulling. Constantly alternating
between sitting and standing. Lifting up to 50 pounds.

Work Year: 215 Days  Salary Placement: Certificated Management Salary Schedule

The undersigned applicant verifies his/her ability to perform the necessary physical and sensory
requirements as mentioned above.

Signhature Date



LAKESIDE UNION SCHOOL DISTRICT

Job Description — District Clerk

Title: District Clerk —

Department: Business Services / Nutrition Services / Human Resources
Reports To: Superintendent or Designee

Work Year: 12 Months ,
Salary Range: Confidential/Management Salary Schedule

Position Summary:

Under the supervision of the Superintendent or designee, the District Clerk performs a wide variety of
administrative, operational, and clerical duties that support both food services and human resources operations.
This position is responsible for assisting with food service program compliance, reporting, training, and site-level
coordination, as well as supporting district-wide HR functions such as recruitment, onboarding, personnel file
maintenance, and classification tracking. The Clerk serves as a technical resource to employees, ensures
compliance with state and federal regulations, and contributes to the overall efficiency and effectiveness of

District operations.

Essential Duties and Responsibilities:

Food Services Support:

e Assist with supervision and coordination of food service operations across school sites.

o Collect, maintain, and submit records and reports required by the California Department of Education,
USDA Child Nutrition Programs, and other regulatory agencies.

» Provide onboarding and ongoing training for food service staff (e.g., food handling, portion control,
point-of-sale systems).

e Track and manage food service inventory, order processing, and vendor communications.

* Support compliance with food safety, sanitation standards, and operational guidelines.

 Monitor and assist with student meal eligibility records and applications (NSLP, SBP, CEP).

» Assist with food service budget tracking, invoicing, and claim reconciliations.

» Maintain food service records in accordance with state and federal retention schedules.

Human Resources and District Office Support:

o Perform a variety of clerical duties including typing, data entry, document preparation, recordkeeping,

and front-office support.

o  Support recruitment efforts: prepare and distribute job postings, screen applications, and schedule
interviews.

» Process new employee paperwork, arrange fingerprinting, physicals, and orientations.

o Establish and maintain employee files; input and update data in HR systems (e.g., new hires, transfers,

salary changes).



Conduct employee training, orientations, and provide information on benefits, leave policies, and
organizational rules.

Participate in interview panels and maintain eligibility lists.

Coordinate with payroll to ensure accurate salary updates, longevity pay, and professional growth
increments. ‘
Assist in classification studies, salary surveys, and job description updates. ?
Provide technical information to staff on personnel laws, codes, policies, and procedures.
Maintain confidential personnel and compliance records, reports, and related documentation.
Serve as first point of contact for inquiries from employees, the public, and outside agencies.

Qualifications Guide:

Knowledge of:

Federal and state laws related to school nutrition and human resources functions.

USDA Child Nutrition Programs (e.g., NSLP, SBP, CEP). |
Personnel and position control practices for classified and certificated employees.

Modern office procedures, equipment, and recordkeeping systems.

Microsoft Office, Google Workspace, and point-of-sale and HR database systems.

Basic accounting and clerical functions related to school district business operations.

Ability to:

Interpret and apply laws, codes, and regulations related to food services and HR.
Perform a variety of clerical and technical tasks with accuracy and efficiency.
Communicate effectively both verbally and in writing. '
Handle sensitive and confidential matters with discretion.

Maintain organized and detailed records and prepare accurate repotts.

Work collaboratively with diverse staff and vendors across departments.

Prioritize tasks, meet deadlines, and work independently with mlmmal supervision.
Operate standard office and kitchen-related equipment.

Provide excellent customer service and represent the district professmnally.

Education and Experience:

High school diploma or equivalent required; college coursework in business, nutrition, or human
resources preferred.

Minimum of three (3) years of increasingly responsible clerical experience, including public contact and
HR or food services functions.

Prior experience in a school district or public agency strongly preferred.

Bilingual ability (e.g., Spanish/English) is desirable.

Licenses and Certifications:

Valid California driver’s license and reliable transportation.



o ServSafe or equivalent food safety certification (or ability to obtain within 90 days of hire).
o CPR/First Aid certification preferred or ability to obtain.

Physical Demands and Work Environment:
Physical Demands:

Dexterity of hands and fingers to operate a computer keyboard.

Hearing and speaking to exchange information and interact with staff and vendors.
Sitting or standing for extended periods.

Bending, kneeling, or crouching to retrieve or file materials.

Lifting, carrying, pushing, or pulling objects up to 40 pounds.

Work Environment:

e Indoor/office and cafeteria settings with moderate noise levels.
o Frequent contact with staff, students, and the public.
¢ Occasional travel to school sites within the district.



