CALL TO ORDER 3:00 PM
1.1 Pledge of Allegiance

CONSENT AGENDA

WESTMINSTER SCHOOL DISTRICT
PERSONNEL COMMISSION

Regular Meeting of April 28, 2026, at 3:00 p.m.

District Office Board Room

ltems listed under the Consent Agenda are considered routine and will be
approved/adopted by a single motion. There will be no separate discussion of these
items; however, any item may be removed from the Consent Agenda upon the request
of any member of the Personnel Commission, discussed, and acted upon separately.
The Deputy Superintendent of Human Resources and the Executive Director of Human
Resources recommend approval of all Consent Agenda items.

2.1 Consent

2.2 Consent

ACTION ITEMS
31 Di on/Acti

|.°°
N

Discussion/Action

33 D ion/Acti

I.‘"
~

Discussion/Action

Approve the minutes of the regular meeting of
March 24, 2026 (Enclosure)

Approve the following eligibility lists: (Enclosure)
Vacant Active

Positions Eligibility List
Lead Food Service Worker, 3 8
expiration 03/19/2027
Paraeducator, 3
expiration 03/25/2027
Extended School Program Lead
Facilitator, 6 7
expiration 03/30/2027

Paraeducator Behavior &

Instructional Support - SPED, 26 10
expiration 03/31/27

Paraeducator Behavior &

Instructional Support, 9 3
Expiration 04/01/2027

Extended School Program

Facilitator, 56 12
expiration 04/02/2027

Nutrition Services Operations

Technician, 1 6
expiration 04/03/2027

Early Education Program

Supervisor, 1 4
expiration 04/08/2027

Student Transportation Assistant,
expiration 04/08/2027
Paraeducator Specialized Health
& Instructional Support. 2 3
expiration 04/16/2027

7

Approve advanced step placement on the salary schedule for
a Paraeducator Instructional Support

Approve advanced step placement on the salary schedule for
an Extended School Program Facilitator

Approve advanced step placement on the salary schedule for
an Early Education Assistant

Approve revised job description for Early Education Assistant
to Early Learning Assistant

Thomas Connolly

Thomas Connolly

Thomas Connolly

Thomas Connolly

Michael Kim

Michael Kim

Michael Kim

Michael Kim
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3.5 Discussion/Action
36 Di ion/Acti
37 Discussion/Action
38 Di ion/Acti
3.9 Discussion/Action
310 D ion/Act,
3.1 Discussion/Action
312 Di ion/Acti
313 Di ion/Acti
3.14 Discussion/Action
315 Di ion/Acti
3.16  Discussion/Action
317  Di ion/Acti
3.18 Discussion/Action
319 Di ion/Act
3.20 Discussion/Action
3.2 Di ion/Acti
3.22 Discussion/Action
3.23 Discussion/Action

4. REPORTS/COMMENTS
4.1 Information
4.2 Information

Approve revised job description for Early Education Infant
Assistant to Early Learning Infant Assistant

Approve revised job description for Early Education Infant
Instructor to Early Learning Infant Instructor

Approve revised job description for Early Education Instructor
to Early Learning Instructor

Approve revised job description for Extended School
Program Facilitator

Approve revised job description for Extended School
Program Lead Facilitator

Approve revised job description for Extended School
Program Site Supervisor

Approve revised job description for Instructional Materials
Assistant

Approve revised job description for Library Media Assistant

Approve revised job description for Physical Education
Assistant

Approve revised job description for Testing Technician:
English Language Assessments for California (ELPAC)

Approve revised job description for Textbook Instructional
Materials Technician

Approve revised job description for Visual and Performing
Arts Assistant

Approve revised job description for Lead, Paraeducator
Behavior and Instructional Support

Approve revised job description for Paraeducator Behavior
and Instructional Support

Approve revised job description for Paraeducator
Instructional Support

Approve revised job description for Paraeducator/Specialized
Health and Instructional Support

Approve revised job description for Paraeducator

Approve revised job description for Speech and Language
Assistant to Speech and Language Pathology Assistant

Approve revised job description for Technology Services
Technician
Recruitment/Vacancy Update

Personnel Commission Calendar

Michael Kim

Michael Kim

Michael Kim

Michael Kim

Michael Kim

Michael Kim

Michael Kim

Michael Kim

Michael Kim

Michael Kim

Michael Kim

Michael Kim

Michael Kim

Michael Kim

Michael Kim

Michael Kim

Michael Kim

Michael Kim

Michael Kim

Maria Orona

Thomas Connolly
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4.3 Information
4.4 Information
4.4.1
4.5 Information
451
452
4.6 Information
47 Information
4.8 Information
4.9 Information

Executive Director Report

Deputy Superintendent Report
Human Resources

Assistant Superintendent Report
Business Services

Educational Services

Superintendent Report

Public Comments
CSEA

Public and Staff in attendance

Staff Comments
Personnel Analyst
Personnel Technician
Personnel Services Specialist

Personnel Commission Comments
Commissioner Jones

Commissioner Connolly
Commissioner Jenkins

6. CLOSED SESSION: (if needed)

6.1

6.2

7. ADJOURNMENT:

In compliance with the Americans with Disabilities Act, if you need special assistance,
disability-related modifications, or accommodations to participate in the public meetings of
the District's Personnel Commission, please contact the Personnel Commission office at
(714) 894-7311, extension 1170, sevenly-two hours prior to the meeting to enable the
district to make reasonable arrangements to assure accessibility to this meeting

PERSONNEL COMMISSION MEETING CALENDAR:

Public Employee Performance Evaluation
- Government Codes §54957 and 54957.1

Executive Director, Human Resources

Public employee discipline/dismissal/release
- Government Codes §54954.5(e) and 54957

May 26, 2026
June 23, 2026

Michael Kim

Rich Montgomery

Manuel Cardoso

Dr. Gunn Marie
Hansen

Matt Acocello

Jovanna Pefia
Maria Orona
Amy Nahabedian

Robin Jones
Thomas Connolly
Jackie Jenkins

Thomas Connolly

Thomas Connolly



CONSENT ITEMS

- Approval of Minutes

- Eligibility Lists (10)
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WESTMINSTER SCHOOL DISTRICT
PERSONNEL COMMISSION
Minutes of the Regular Meeting of March 24, 2026

The regular meeting of the Westminster School District Personnel Commission was called to order by
Commissioner Thomas Connolly at 3:02 p.m. Mr. Rich Montgomery led the flag salute.

COMMISSIONERS PRESENT:

OTHERS PRESENT:

MINUTES OF THE REGULAR MEETING
OF March 24, 2026:

ELIGIBILITY LIST APPROVED:

Mr. Thomas Connolly
Mrs. Robin Jones
Mrs. Jackie Jenkins

Dr. Gunn Marie Hansen, Superintendent

Mr. Rich Montgomery, Deputy Superintendent,
Human Resources

Mr. Michael Kim, Executive Director,
Human Resources

Ms. Melynda Bezzina, Lead Human Resources
Specialist

Mrs. Susan Hillenbrand, Executive Secretary,
Human Resources

Ms. Yolanda Galvas, Executive Secretary, Human

Resources

Mrs. Jovanna Pefa, Personnel Analyst, Human
Resources

Mrs. Maria Orona, Personnel Technician, Human
Resources

Mrs. Amy Nahabedian, Personnel Services Specialist,
Human Resources

Mr. Matthew Acocello, CSEA President

Mrs. Karen Urbano, CSEA Chief Union Steward

Commissioner Jenkins moved, seconded by
Commissioner Jones, to approve the minutes of the
regular meeting of March 24, 2026.

Motion carried 3/0

Commissioner Jenkins moved, seconded by
Commissioner Jones, to approve the eligibility list;
Extended School Program Facilitator, expiration
03-06-2027, Extended School Program Facilitator,
expiration 02-17-2027, Extended School Program
Lead Facilitator, expiration 03-05-2027, Family
Enrollment Specialist, expiration 02-25-2027, Food
Service Worker, expiration 02-10-2027, Staff
Secretary, expiration 02-18-2027, Intermediate
Account Clerk, expiration 03-11-2027, Paraeducator
Instructional Support, expiration 03-17-2027,
Community Liaison-Spanish, expiration 03-16-2027.
Motion carried 3/0
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APPROVE ADVANCED STEP PLACEMENT
ON THE SALARY SCHEDULE- EXTENDED
SCHOOL PROGRAM LEAD FACILITATOR:

APPROVE ADVANCED STEP PLACEMENT
ON THE SALARY SCHEDULE- SPEECH
AND LANGUAGE ASSISTANT:

APPROVE ADVANCED STEP PLACEMENT
ON THE SALARY SCHEDULE- EXTENDED
SCHOOL PROGRAM FACILITATOR:

APPROVE ADVANCED STEP PLACEMENT
ON THE SALARY SCHEDULE- EXTENDED
SCHOOL PROGRAM FACILITATOR:

APPROVE ADVANCED STEP PLACEMENT
ON THE SALARY SCHEDULE- EXTENDED
SCHOOL PROGRAM FACILITATOR:

APPROVE ADVANCED STEP PLACEMENT
ON THE SALARY SCHEDULE- EXTENDED
SCHOOL PROGRAM FACILITATOR:

APPROVE REVISED JOB DESCRIPTION-
PUBLIC INFORMATION OFFICER:

RECRUITMENT UPDATE:

PERSONNEL COMMISSION CALENDAR:

EXECUTIVE DIRECTOR REPORT:

Commissioner Jenkins moved, second by
Commissioner Jones to approve the advanced step
placement on the salary schedule for the Extended
School Program Lead Facilitator.

Morion carried 3/0

Commissioner Jenkins moved, second by
Commissioner Jones to approve the advanced step
placement on the salary schedule for the Speech
and Language Assistant.

Morion carried 3/0

Commissioner Jenkins moved, second by
Commissioner Jones to approve the advanced step
placement on the salary schedule for the Extended
School Program Facilitator.

Morion carried 3/0

Commissioner Jones moved, second by
Commissioner Jenkins to approve the advanced step
placement on the salary schedule for the Extended
School Program Facilitator.

Morion carried 3/0

Commissioner Jones moved, second by
Commissioner Jenkins to approve the advanced step
placement on the salary schedule for the Extended
School Program Facilitator.

Morion carried 3/0

Commissioner Jones moved, second by
Commissioner Jenkins to approve the advanced step
placement on the salary schedule for the Extended
School Program Facilitator.

Morion carried 3/0

Commissioner Jones moved, second by
Commissioner Jenkins to approve the revised job
description for Public Information Officer.

Morion carried 3/0

Mrs. Maria Orona provided an update on the
recruitment report, noting a high volume of upcoming
vacancies and that the Lead Food Service Worker
final interviews will be next week.

The Personnel Commission meeting calendar was
reviewed, with no changes reported.

Mr. Kim shared that the Human Resources team
retreat, held at the end of February, provided an
opportunity to connect and collaborate. He also noted
that the CSPCA Merit Conference allowed for further
relationship building and thanked the Commissioners
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DEPUTY SUPERINTENDENT REPORT:

SUPERINTENDENT REPORTS:

PUBLIC COMMENTS:
CSEA:

COMMISSIONER’'S COMMENTS:

for attending. He added that a series of job fairs will
be held soon and shared his excitement for the
upcoming season.

Mr. Montgomery shared that the CSPCA Merit
Conference provided valuable insights on labor
relations and collaborative practices, and noted
positive recognition for thinking outside the box. He
described negotiations as productive and expressed
appreciation to Matt and Stacey for fostering an open
and comfortable environment. Mr. Montgomery also
expressed appreciation for the Human Resources
team (Jovanna, Maria, Amy, and Susan). He noted
that the end-of-February team retreat focused on
customer service, goal setting, and team building, and
shared that positive feedback has been received from
principals regarding the team’s customer service. It
was a great team bonding event.

Dr. Hansen shared that last week’s study session
included updates on the WSD Strategic Plan, budget,
negotiations, and Human Resources progress. She
noted that the District continues to make strong
progress and remains among the top elementary
districts in Orange County. Dr. Hansen emphasized
the District's commitment to offering competitive
compensation to attract and retain high-quality staff.
She thanked the Commissioners and the Human
Resources team for their continued support and
efforts.

CSEA President Matt Acocello provided an update on
job description reviews, noting they are nearing
completion. He shared that the District reviews five
job families on a rotating basis, ensuring at least one
is reviewed each year to maintain accuracy and
relevance. Mr. Acocello congratulated the Human
Resources team on the high volume of job postings
and expressed that the District is in a strong position
heading into the summer.

Commissioner Jenkins shared that she was pleased
to attend the Merit Conference and has begun the
Merit Academy. She requested the calendar of events
and noted that she was unable to attend one of the
presentations due to participating in another training
to learn more about the merit system.

Commissioner Jones added that everyone is doing a
wonderful job and reiterated that Westminster reflects
a strong commitment from staff to do their best for
students. He shared that he often speaks highly of the
District, even in personal settings.

Commissioner Connolly shared that he had a great
experience at the conference and appreciated the
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ADJOURNMENT:

opportunity to highlight and speak positively about the
District. He noted one session regarding evaluation
practices that he found concerning, which suggested
limiting candidate selection to a small group and
potentially closing a recruitment if none were
selected. Commissioner Connolly expressed
appreciation for the District's current practices and the
thoughtful approach taken in the hiring process.

The meeting adjourned at 3:51 p.m.

Respectfully submitted,
Michael Kim
Executive Director, Human Resources



Eligibility Lists for the following position(s) are being submitted to the Personnel Commission for review.

Position: Paraeducator - General Education

Date Established: 3-25-26 ICandidates on List: | 7
Position: Paraeducator Behavior & Instructional Support (SPED)

Date Established: 3-31-26 |Candidates on List: I 10
Position: Nutrition Services Operations Technician

Date Established: 04-03-2026 ICandidates on List: I 6
Position: Student Transportation Assistant

Date Established: 04-08-2026 |Candidates on List: | 3
Position: Paraeducator Specialized Health & Instructional Support

Date Established: 04-16-2026 | candidates on List: | 3
Position: Lead Food Service Worker

Date Established: 03-19-2026 | Candidates on List: | 8
Position: Extended School Program Lead Facilitator

Date Established: 03-30-2026 | candidates on List: | 7
Position: Paraeducator Behavior & Instructional Support

Date Established: 04-01-2026 |candidates on List: | 3
Position: Extended School Program Lead Facilitator

Date Established: 04-02-2026 | Candidates on List: | 12
Position: Early Education Program Supervisor

Date Established: 04-08-2026 | candidates on List: | 4
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ACTION ITEMS

- Advanced Step Placement (3)

- Revised Job Description (20)



Westminster School District

Memorandum

Michael Kim, Executive Director, Human Resources

DATE: April 28, 2026

TO: Personnel Commission
FROM:

SUBJECT:

a Paraeducator Instructional Support.

Rich Montgomery, Deputy Superintendent, Human Resources

Agenda ltem 3.1-Approve Advanced Step Placement on the salary schedule for

The advanced step placement recommendation for an Extended Program Facilitator comes at
the request of Mr. Michael Kim, Executive Director, Human Resources. This request is in
accordance with the Personnel Commission Rules and Regulations Article XVII, Section 2.
Application of Salary Schedules: 17.2.1. Initial Salary Placement B1 as follows:

1.

The additional skills or qualifications of the candidate that make them
especially qualified for the position beyond that required for entry into the
class.

Ms. Alicia Berumen has over three years of experience as a Youth Leader with Garden Grove
Friends Church, along with two additional years of experience with Westminster School District

as a returning employee. It is recommended that Ms. Berumen start at Step Ill of the

Paraeducator Instructional Support salary schedule.

MATRIX (RANGE) NO.

STEPI STEPII STEP I STEP IV STEPV STEP VI
CLASSIFICATION $ Hour $ Hour $ Hour $ Hour $ Hour $ Hour
Paraeducator
Instructional Support $21.91 $22.79 $23.67 $24.62 $25.61 $26.61
(Range 25)

RECOMMENDATION: Approve Advanced Step Placement on the salary schedule for a

Paraeducator Instructional Support




Westminster School District

Memorandum
DATE: April 28, 2026
TO: Personnel Commission
FROM: Rich Montgomery, Deputy Superintendent, Human Resources

Michael Kim, Executive Director, Human Resources

SUBJECT: Agenda Item 3.2-Approve Advanced Step Placement on the salary schedule for
an Extended Program Facilitator.

The advanced step placement recommendation for an Extended Program Facilitator comes at
the request of Mr. Michael Kim, Executive Director, Human Resources. This request is in
accordance with the Personnel Commission Rules and Regulations Article XVII, Section 2.

Application of Salary Schedules: 17.2.1. Initial Salary Placement B1 as follows:

1. The additional skills or qualifications of the candidate that make them
especially qualified for the position beyond that required for entry into the
class.

Ms. Jennifer McDuffie has experience with California Schools Talent Collaborative, where she
has worked as an After School Facilitator. In addition, Ms. McDuffie brings over ten years of
experience in school-based leadership and parent engagement.

This item reflects a revision from the prior approval to align with prior communication regarding
placement. Based on her experience, it is recommended that Ms. McDuffie start at Step IV of
the Extended Program Facilitator salary schedule.

M‘gl_'j\"s(s(ﬁ:?gg%mo' STEP!I | STEPN | STEPW | STEPIV | STEPV | STEPVI
$ Hour $ Hour $ Hour $ Hour $ Hour $ Hour
Extended School
Program Facilitator $19.73 $20.51 $21.34 $22.20 $23.07 $23.99
(Range 9)

RECOMMENDATION: Approve Advanced Step Placement on the salary schedule for an
Extended School Program Facilitator




Westminster School District
Memorandum

DATE: April 28, 2026
TO: Personnel Commission
FROM: Rich Montgomery, Deputy Superintendent, Human Resources
Michael Kim, Executive Director, Human Resources
SUBJECT: Agenda Item 3.3-Approve Advanced Step Placement on the salary schedule for

an Early Education Assistant.

The advanced step placement recommendation for an Extended Program Facilitator comes at
the request of Mr. Michael Kim, Executive Director, Human Resources. This request is in
accordance with the Personnel Commission Rules and Regulations Article XVII, Section 2.
Application of Salary Schedules: 17.2.1. Initial Salary Placement B1 and B2 as follows:

1. The additional skills or qualifications of the candidate that make them
especially qualified for the position beyond that required for entry into the
class.

2. Additional Education at the college level (limited to no more than one step

for each two years of education related to the position), but beyond the
educational requirements established for entry into the class.

Ms. Sara Benitez Ortiz has experience from Tustin Unified School District, where she has
worked as a Paraeducator for over 6 years. Ms. Benitez Ortiz holds a Master's degree in Child
Development from Cal Baptist University. It is recommended that Ms. Benitez Ortiz start at
Step VI of the Early Education Assistant salary schedule.

Mpg&)s(s(ﬁ:?gg%mo' STEPI | sSTEPN | STEPW | STEPIV | STEPV | STEPVI
$ Hour $ Hour $ Hour $ Hour $ Hour $ Hour
Early Education
Assistant $22.00 $22.88 $23.81 $24.75 $25.72 $26.75
(Range 27)

RECOMMENDATION: Approve Advanced Step Placement on the salary schedule for an Early

Education Assistant




Westminster School District
Memorandum

DATE: April 28, 2026

FROM: Rich Montgomery, Deputy Superintendent, Human Resources
Michael Kim, Executive Director, Human Resources

SUBJECT: Agenda ltem 3.4— Approve revised job description for the Early Education
Assistant to Early Learning Assistant

Through the CSEA/WSD negotiations (IBB) process, it was determined that a classification
study would be conducted each school year, with job classifications reviewed on a rotational
basis. During the 2025-2026 school year, selected job descriptions were reviewed by a
committee with input from employees in the classification. The purpose of this review was to
ensure job descriptions accurately reflected the current duties, responsibilities, knowledge and
abilities, and physical demands of each position.

The proposed revisions to the Early Education Assistant job description reflect updates
identified through this process. The Human Resources Department has worked collaboratively
with stakeholders to ensure alignment with operational needs. The revised job description has
been shared with CSEA and will proceed through the appropriate review process prior to
Board consideration.

The Human Resources Department recommends approval of the revised job description for
the Early Learning Assistant.
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WESTMINSTER SCHOOL DISTRICT GLASSIFIGATHON-STATEMENT JOB DESCRIPTION

EARLY LEARNING-EDUGCATHON ASSISTANT

BASIC FUNCTION:

Persons employed in this classification work under the direction of and generally provide
assistance to an Early Learning Edueation Instructor or other assigned supervisor in the care,
training, and supervision of children between the ages of eighteen (18) months and five (5) years
of age. This classification is assigned to a work schedule consistent with the needs of the Early
Learning Eduseation Program, which may differ from the regular school district calendar and work
schedule._This position assists in maintaining mandated licensing requirements at all times,
including supervision and adult-to-child_ratios.

ESSENTIAL DUTIES:

Provide assistance in planning and conducting an effective early education and care program
to meet the physical, social, emotional, and intellectual needs of children between the ages of
eighteen (18) months and five (5) years. This is done based on the California Department of
Education’s Infant and Toddler Learning and Development Foundations and California
Department of Education’s Preschool and Transitional Kindergarten Learning Foundations,
along with the goals and philosophy of the Early Learning Program.

Ensure that child care routines are carried out in a warm and nurturing manner that is prompt
and consistent with good child development practices and principles. This includes routines
related to diapering, toileting, hand washing, eating, feeding, and napping, and adult-child
interactions.

Ensure the safety of children through constant supervision, effective arrangement of space,
proper maintenance of equipment, and reqular practice of emergency procedures.

Assists in the operation of the program in compliance with all child care licensing standards,
including Education Code, Title 5 and Title 22, and district policies and procedures.
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Assists in the creation of an inviting, friendly, and cooperative atmosphere in which children
and families feel comfortable and secure.

Assists in the creation of developmentally appropriate experiences that promote growth in
individual children through two-way interactions and small group engagement activities.

Ensure that parents/quardians receive relevant information about their child's experiences
from the Early Learning Instructor through oral and written communications.

Attend to the needs of children.

Supports the maintenance of daily child observational records.

Promote and nurture parent/guardian-child bonding and relationships.

Maintains confidentiality regarding child/family information and any other sensitive matters.

REPRESENTATIVE DUTIES:

As a mandated reporter, observe children to detect signs of iliness, injury, abuse, neglect,
emotional disturbance, or other special needs, and report these signs immediately to
supervisors and child protective services (CPS).

Provides first-aid and cares for ill or injured children, as necessary.

Work as a member of a team to ensure continuity and a high standard of quality in the program.

Attends meetings, conferences, and in-service training programs as directed.

Support classroom inventory monitoring.

Performs clerical duties as assigned.

Performs other job-related duties as assigned.

Observes and supervises the children's use of equipment and materials, including, but not limited
to, the manner in which the children participate in nutritional experiences. Under the guidance or
direction of an Early Learning Edueation Instructor or other designated supervisor, may be
assigned to supervise the activities of a group of twelve (12) or fewer children.
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Provides written observations on the manner in which assigned children interact with each other,
and with adults with whom they come in contact.

Assists in setting up, organizing, and maintaining equipment and supplies.

Engages in the learning process with children and closely supervises them in the classroom and

outdoors.

Enforces Early Learning Education Program rules and expectations, and uses Positive Behavior
Intervention Supports (RBIS)-Teaching Pyramid (PBIS) strategies with children.

Maintains assigned work areas in a neat, and-orderly, and clean condition; and attends to the

personal needs of assigned children, as necessary, including assisting-with-of toileting, ehanging
diapering,s or changing of soiled clothing.

Serves or assists children with serving snacks and meals for themselves, as appropriate;
cleans up serving areas after meals; sits and eats with children to model good manners and
healthy food choices during family-style eating; guides children in cleanup activities following
meals and snacks.

Ensures the health and safety of assigned children by following health and safety rules and

procedures.

Provides first-aid and cares for ill or injured children students.

Works cooperatively with an early learning eduecation team in achieving the goals and
objectives of the program. elassroom-and-center.

Greet children and their families warmly.

ORGANIZATIONAL RELATIONSHIPS:

Supervision: Reports to and takes direction from an Early Education-Learning Instructor
or other designated supervisor.

Internal Contacts: Continuing contact with students children, other school site personnel, as
well as District Office personnel.
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External Contacts: Frequent contacts with parents/quardians.

KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF:
Oral and written communication skills appropriate to this classification.

Pre-school care and development, and appropriate child development practices for children with
special needs.

California Department of Education Infant and Toddler Learning Foundations framework.

Child guidance principles and practices.

Basic-mathematics General concepts of Early Childhood growth and development, and child
behavior characteristics.

Appropriate methods used to motivate and eentrol-quide children of eighteen (18) months to five
(5) years of age.

Basic health and honors district’'s wellness policy for preschool and elementary-aged children.

Interpersonal relationship skills; using tact, patience, courtesy, and confidentiality

Basic-record-keeping techniques and data collection

Federal, state and district rules and regulations.

ABILITY TO:

Learn and apply basic routines and requirements for children within the program.

Have a warm and supportive attitude and disposition toward working with children and their
families.

Be reliable and flexible in receiving assignments or adapting to changes in the program.

Work effectively with individuals and groups of children.

Establish and maintain cooperative and effective working relationships with others.

Communicate effectively both orally and in writing.

Understand and follow both oral and written directions.

Follow rules, regulations, policies and procedures, including the provisions of the Americans With
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D13
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Disabilities Act, the provisions of Title 5 and Title 22 of the California Social Services Department
Regqulations and Education Code related to the care and supervision on young children.

Maintain confidentiality and works with discretion.

Work effectively in a diverse setting, and work with children with all abilities.

Maintain work environment in a clean, orderly, and safe condition.

Assist children with personal needs.

Learn and administer first-aid and CPR technigues.

Work independently with minimal or no direction.

Operate standard office and program eguipment.

EDUCATION AND EXPERIENCE:

1. Graduation from high school; supplemented by six (6) college semester core units
in early childhood education or closely-related subjects.

2. Having twelve (12) college semester units or the securing of an additional six (6)
college semester core units in Early Childhood Education within twelve (12)
months of employment in this classification.

and
1. Atleast six (6) months of demonstrated experience working with pre-school-aged
children.

A child development permit is highly desirable.

L Dual language is highly desirable.
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Note: All coursework must be completed with a “C” or better from a regionally accredited college.
Early childhood core courses include (1) childhood growth & development, ; (2)
child/family/community, (3) introduction to curriculum, (4) principals and practices of teaching
young children, (5) observation and assessment, (6) health safety and nutrition, (7) teaching in a
diverse society, and (8) practicum.

The possession of or the securing of a valid CPR/First Aid Certificate, or the completion of the
Westminster School District CPR training program, (Emergency Medical Services Authorized
Certificate or approved courses), within thirty (30) days of employment in this classification.

PHYSICAL DEMANDS:

| “ I. / ' l .I.l | I. I F . _

While performing the duties of this job, the employee is regularly required to do the following:

e Grasp, grip, handle, or use hands for fine motor tasks.

e Frequently required to sit and reach with hands and arms.

o Often required to bend, stand, walk, climb or balance, stoop, kneel, or crouch and move
rapidly.

e Frequently talk, hear, and listen.

e QOccasionally push and pull.

e Specific vision abilities required of the person in this job include close vision, color vision,
peripheral vision, depth perception, and the ability to change focus.

e Frequently lift and/or move objects weighing up to 25 pounds.

¢ QOccasionally lift and/or move objects weighing up to 60 pounds.

e Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

PREPARED BY: Classified Personnel Department DATE: 06/24/1995
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Westminster School District
Memorandum

DATE: April 28, 2026

FROM: Rich Montgomery, Deputy Superintendent, Human Resources
Michael Kim, Executive Director, Human Resources

SUBJECT: Agenda item 3.5— Approve revised job description for the Early Education Infant
Assistant to Early Learning Infant Assistant

Through the CSEA/WSD negotiations (IBB) process, it was determined that a classification
study would be conducted each school year, with job classifications reviewed on a rotational
basis. During the 2025-2026 school year, selected job descriptions were reviewed by a
committee with input from employees in the classification. The purpose of this review was to
ensure job descriptions accurately reflected the current duties, responsibilities, knowledge and
abilities, and physical demands of each position.

The proposed revisions to the Early Education Infant Assistant job description reflect updates
identified through this process. The Human Resources Department has worked collaboratively
with stakeholders to ensure alignment with operational needs. The revised job description has
been shared with CSEA and will proceed through the appropriate review process prior to
Board consideration.

The Human Resources Department recommends approval of the revised job description for
the Early Learning Infant Assistant.
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WESTMINSTER SCHOOL DISTRICT GLASSIFICAHON-STATEMENT JOB DESCRIPTION

EARLY EDUCATION LEARNING INFANT ASSISTANT

BASIC FUNCTION:

Persons employed in this classification work under the direction of and provide assistance to
an Early Education Infant Instructor or other assigned supervisor in the care, training, and
supervision of children between the ages of three (3) months and eighteen (18) months. This
classification is assigned to a work schedule consistent with the needs of the Early Education
Program, which may differ from the regular school district calendar and work schedule.

ESSENTIAL REPRESENTAHVE DUTIES:

Provide assistance in planning and conducting an effective early education and care program
to meet the physical, social, emotional, and intellectual needs of children between the ages of
three (3) months and eighteen (18) months. This is done based on the California Department
of Education’s Infant and Toddler Learning and Development Foundations_and the California
Department of Education’'s Preschool and Transitional Kindergarten Learning Foundations,
along with and the goals and philosophy of the Early Learning Education Program.

Ensure that child care routines are carried out in a warm and nurturing manner that is prompt
and consistent with good child development practices and principles. This includes routines
related to diapering,_toileting, hand washing, eating, feeding, and napping, and adult-child
interactions.

Ensure the safety of children through constant supervision, effective arrangement of space,
proper maintenance of equipment, and regular practice of fire-drills-and-otheremergency
procedures.

Assists in the operation of the_ program elassreem in compliance with all child care licensing
standards, including Education Code, Title 5 and Title 22, -and district policies and
procedures.

Assists in the creation of an inviting, epen; friendly, and cooperative atmosphere in which
children and families feel comfortable and secure.

Assists in the creation of developmentally appropriate experiences that promote growth in

|nd|V|duaI chlldren through two -way mteractlons and smaII group enqaqement actlvmes




Ensure that parents/guardians receive relevant, adequate information about their child's
experiences from the Early Learning Edueation Infant Instructor through daily oral and written
communications.

Supports the malntenance of dally infant observatlonal records

Promote and nurture parent/guardian-child bonding and relationships.

Maintains confidentiality reqgarding child/family information and any other sensitive matters.

REPRESENTATIVE DUTIES

Greet infants and their families parents warmly and-with-enthusiasm-each-morning.

Assists in providing individualized daily care to each infant, including but not limited to
diapering every 2 hours, changing soiled clothing, and feeding on demand in a warm,
nurturing manner.

As a mandated reporter, oObserve children to detect signs of illness, injury, abuse, neglect,

emotional disturbance, or other special needs, and report these signs immediately to
supervisors and child protective services (CPS).

Provides first-aid and cares for ill or injured children students, as necessary.

Work as a member of a team to ensure continuity and a high standard of quality in the
program. all-classrooms-in-the-center.

Attends meetings, conferences, and in-service training programs as directed.

Support classroom inventory monitoring.

Performs clerical duties as assigned.

Performs other job-related duties as required-or assigned.

ORGANIZATIONAL RELATIONSHIPS:

Supervision: Reports to and takes direction from an Early Edueation-Learning Infant
Instructor or other designated supervisor.

Internal Contacts: Continuing contact with students _children, other school site personnel, as
well as District Office personnel.

External Contacts: Continuing contacts with parents/guardians.

KNOWLEDGE AND ABILITIES:



104
105
106

125
126
B27

28
129
130
131
132
133
134
135
136
137
138
139
140
141
142
143
144
145
146
147
148
149

50

51
152
I53

KNOWLEDGE OF:

Infant care and development, and appropriate child development practices for children with
special needs. children-

California Department of Education Infant and Toddler Learning Foundations framework.
Child guidance principles and practices.

General concepts of Early Childhood growth and development, and child behavior
characteristics.

Oral and written communication skills.

Interpersonal relationship skills; using tact, patience, and-courtesy, and confidentiality-

Basic-record-keeping techniques_and data collection-

Federal, state and district rules and requlations.

ABILITY TO:

Learn and apply basic routines and requirements for children within the program.

Have a warm and supportive attitude and disposition toward working with infants-children and
their families.

Be reliable and flexible in receiving assignments or adapting to changes in the program.

Work effectively with individuals and groups of children.

Establish and maintain cooperative and effective working relationships with others.
Communicate effectively both orally and in writing.

Understand and follow both oral and written directions.

Follow rules, regulations, policies and procedures, including the provisions of the Americans
With Disabilities Act, the provisions of Title 5 and Title 22 of the California Social Services
Department Regulations and Education Code related to the care and supervision on young
children.

Maintains confidentiality and works with discretion.

Work effectively in a multi-ethnic-diverse setting, and be-willing-te-work with-students—with
special-needs_children with all abilities.

Maintain a-classroom-andlorotherassighed-area-work environment in a clean, orderly, and
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safe condition.

Assist children with personal needs.

Learn and administer first-aid and CPR techniques.
Work independently with minimal or no direction.

Operate standard office and program equipment.

EDUCATION AND EXPERIENCE:
Applicants must have all of the following:
(1) Graduation from high school;

(2) Six (6) college semester_core units in early childhood education, which must include a 3-
unit course in the care and education of infants;

(3) An additional six (6) college semester core units in early childhood education within twelve
months of employment;

(4) At least six months of demonstrated experience working with children 3 months to 5 years
of age;

A child development permit is highly desirable.

Dual language is highly desirable.

Note: All coursework must be completed with a “C” or better from a regionally accredited
college. Early childhood core courses must-include (1) childhood growth & development, e
human-growth-and-develepment; (2) child/family/community, (3) introduction to curriculum, (4)
principals and practices of teaching young children, (5) observation and assessment, (6) health
safety and nutrition, (7) teaching in a diverse society, and (8) practicum. -or-child-and-family

relefions—and-programsionetsulamn,

LICENSES AND OTHER REQUIREMENTS:

The possession of or the securing of a valid CPR/First Aid Certificate, or the completion of the
Westminster School District CPR training program, (Emergency Medical Services Authorized

Certificate or approved courses) within thirty (30) days of employment in this classification.

PHYSICAL DEMANDS:
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While performing the duties of this job, the employee is reqularly required to do the following:

Grasp, grip, handle, or use hands for fine motor tasks.

Frequently required to sit and reach with hands and arms.

Often required to bend, stand, walk, climb or balance, stoop, kneel, or crouch and move
rapidly.

Frequently talk, hear, and listen.

Occasionally push and pull.

Specific vision abilities required of the person in this job include close vision, color vision,
peripheral vision, depth perception, and the ability to change focus.

Frequently lift and/or move objects weighing up to 25 pounds.

Occasionally lift and/or move objects weighing up to 60 pounds.

Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

PREPARED BY: Classified Personnel Department DATE: 04/30/2019
APPROVED BY: Personnel Commission DATE: 04/30/2019
APPROVED BY: Board of Trustees DATE: 06/06/2019
REVISED BY: Personnel Commission DATE: 04/28/2026




Westminster School District
Memorandum

DATE: April 28, 2026

FROM: Rich Montgomery, Deputy Superintendent, Human Resources
Michael Kim, Executive Director, Human Resources

SUBJECT: Agenda Item 3.6— Approve revised job description for the Early Education Infant
Instructor to Early Learning Infant Instructor

Through the CSEA/WSD negotiations (IBB) process, it was determined that a classification
study would be conducted each school year, with job classifications reviewed on a rotational
basis. During the 2025-2026 school year, selected job descriptions were reviewed by a
committee with input from employees in the classification. The purpose of this review was to
ensure job descriptions accurately reflected the current duties, responsibilities, knowledge and
abilities, and physical demands of each position.

The proposed revisions to the Early Education Infant Instructor job description reflect updates
identified through this process. The Human Resources Department has worked collaboratively
with stakeholders to ensure alignment with operational needs. The revised job description has
been shared with CSEA and will proceed through the appropriate review process prior to
Board consideration.

The Human Resources Department recommends approval of the revised job description for
the Early Learning Infant Instructor.
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WESTMINSTER SCHOOL DISTRICT CLASSIFICATION-STATEMENT JOB DESCRIPTION

EARLY EDUCATION-LEARNING INFANT INSTRUCTOR

BASIC FUNCTION:
Under general direction of the—ExecutiveDirector,—EarlyEducation-& Expanded-Learning

Supervisor of Early Learning or designee, is responsible for supervising, managing, and
providing an educational program for children between the ages of three (3) months and
eighteen (18) months; direct the activities of an Early Edueation-Learning Infant Assistant. This
classification is assigned to a work schedule consistent with the needs of the Early Education
Learning Program, which may differ from the regular school district calendar and work schedule.

ESSENTIAL DUTIES:

Provide assistance in planning and conducting an effective early education and care program
to meet the physical, social, emotional, and intellectual needs of children between the ages of
three (3) months and eighteen (18) months. This is done based on the California Department
of Education’s Infant and Toddler Learning and Development Foundations and the California
Department of Education’s Preschool and Transitional Kindergarten Learning Foundations,
along with the goals and philosophy of the Early Learning Education Program.

Involve families in activities.

Ensure that child care routines are earried-eut-in-a-warm-and-performed in a responsive

nurturing manner that is prompt and consistent with research proven child development
practices and principles. This includes routines related to toileting, diapering, hand washing,
eating, napping and adult-child interactions.

Ensure the safety of children through consistent active supervision, effective arrangement of
space, proper maintenance of equipment, and regular practice of emergency procedures.



Operate the classroom in compliance with all child care licensing standards, including
Education Code and district policies and procedures.

Create an open, friendly, and cooperative atmosphere in which children and families feel
comfortable and secure.

Provide experiences that promote the emergent development of individual children through
two-way-interactions and small group engagement activities.

Ensure that parents/quardians receive adequate information about their child's experiences
through daily oral ard-or written communications.

Maintain daily observational records designed to evaluate-support each individual infant/child
and promote optimum development.

Promote and nurture parent/guardian-child bonding and relationships.

Greet infants-infant/child and their parents/quardians warmly and with enthusiasm. each
FRSRing:

Provide individualized care to each infant/child, including but not limited to toileting, diapering
every 2 hours, changing soiled clothing, and feeding on demand in a warm nurturing manner.

GbseNeLPerform dally health check of chlldren to detect S|gns of illness_ands-injury. -abuse;

Report unusual incidents of abuse, neglect, emotional disturbance and/or other needs these
sighs-immediately to supervisors, and child protective services (CPS) per mandated reporting
laws.

Coordinates, direstsquides, and evaluates-supports the activities of an assigned Early Education
Learning Infant Assistant, parents/quardians, and/or volunteers in earryirg-implementing eut
educational-programs. -and—elassreem—aetnwhes

Rerforms—Conducts written observations for the Desired Results Developmental Profile
assessment and maintains records on each child's progress according to the child's age and
development; discusses relevant data or information with the child's parents/quardians.

Conducts parent/quardians conferences twice per year, using the data from the Desired Results
Developmental Profile.

Summarizes Desired Results Developmental Profile data on children, to create and implement
an annual action plan.

Provides CPR/first-aid and cares for ill or injured studentschildren,-as-necessary.

Work as a member of a team to ensure continuity and a high standard of quality in all
classroemsprogram settings.

Attends staff meetings, conferences, and in-service training programs as directed.
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Performs clerical duties as assigned.

Performs other job-related duties as required-or assigned.-based-on-essential-dutieslisted

above.

ORGANIZATIONAL RELATIONSHIPS:

Supervision:

Internal Contacts:

External Contacts:

Reports to the Early Education-Learning Program Supervisor or designee
for direction and overall supervision. May provide work direstion-guidance
to an Early Edueation-Learning Infant Assistant.

Frequent contact with children, an Early Eduecation—Learning Infant
Assistant, the Early Eduecation—Learning Program Supervisor, or the

Executive Director,-Early Education & Expanded-Learning designee, school

principal, special education specialists, custodian, and other school
site/program personnel.

Continuing contact with parents/quardians, State and county offices of
education.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Infant care and development, and appropriate child development practices for spesial-needsall

children.

California Department of Education Infant and Toddler Learning Foundations.

Child guidance principles and practices.

Principles and practices of supervision and training.

Oral and written communication skills.

Interpersonal relationship skills; using tact, patience, and courtesy and confidentiality.

Basie-Record record-keeping techniques.

ABILITY TO:

Have a warm and supportive attitude and disposition toward working with infants and their

families.

Be reliable and flexible in receiving assignments or adapting to changes in the program.

Coordinate and supervise-guide the activities of others.
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Plan, organize, and conduct an-a developmentally appropriate infant care program, based on the
developmental needs of individual children.

Work effectively with individuals and groups of children.

Establish and maintain cooperative and effective working relationships with others.
Communicate effectively both orally and in writing.

Understand and follow both oral and written directions.

Read, interpret understand, and follow rules, regulations, policies, and procedures, including the
provisions of the Americans With Disabilities Act, the provisions of Title 5 and Title 22 of the
California Social Services Department Regulations, and Education Code related to the care and
supervision of young children.

Prepare and maintain simple records and reports.

Maintains confidentiality and works with discretion.

Work effectively in a multi-ethnic diverse setting, and be willing to work with all children. students

Maintain a classroom-andfor-other assigned area in a clean, orderly, and safe condition.
Assist children with personal needs.
Learn and administer first-aid and CPR techniques.

Work independently with minimal or no direction.

EDUCATION AND EXPERIENCE:

Graduation from high school and an additional early education curriculum-related course;




courses Wthh must mclude a 3 unlt course in the care and educatlon of infants,; plus fifty

50)one hundred and seventy five (175) days of three plus (3+) hours per day within fwoe-{2)four
(4) years of experience.

Or

Complete an associate degree or higher in early childhood education or child
development or a related field, and complete three semester units or four quarter units of
superwsed fleld experience in an earlv childhood educatlon setting

Note: All coursework must be completed with a “C” or better from a regionally accredited
college. Early childhood core courses must-include (1) childhood growth & development, of
human-growth-and-development; (2) child/family/community, (3) introduction to curriculum, (4)
principals and practices of teaching young children, (5) observation and assessment, (6) health
safety and nutrition, (7) teaching in a diverse society, and (8) practicum.

Dual language is highly desirable.

LICENSES AND OTHER REQUIREMENTS:

Possession of a Child Development Teacher Permit or Child Development Associate Permit, or
eligibility to receive such a permit.

Must demonstrate progress towards a Child Development Teacher Permit per the regulations
required of the CCTC.

The possession of or the securing of a valid CPR/First Aid Certificate, or the completion of the
Westminster School District CPR training program, (Emergency Medical Services Authorized
Certificate or approved courses) within thirty (30) days of employment in this classification.
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PHYSICAL DEMANDS:

While performing the duties of this job, the employee is reqularly required to do the following:

Grasp, grip, handle, or use hands for fine motor tasks.

Frequently required to sit and reach with hands and arms.

Often required to stand, bend, walk, climb or balance, stoop, kneel, or crouch and move
rapidly.

Frequently talk, hear, and listen.

Occasionally push and pull.

Specific vision abilities required of the person in this job include close vision, color vision,
peripheral vision, depth perception, and the ability to change focus.

Frequently lift and/or move objects weighing up to 25 pounds.

Occasionally lift and/or move objects weighing up to 60 pounds.

Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

PREPARED BY: Classified Personnel Department DATE: 04/30/2019
APPROVED BY: Personnel Commission DATE: 04/30/2019
APPROVED BY: Board of Trustees DATE: 06/6/2019

REVISED BY: Personnel Commission DATE: 04/28/2026




Westminster School District
Memorandum

DATE: April 28, 2026

FROM: Rich Montgomery, Deputy Superintendent, Human Resources
Michael Kim, Executive Director, Human Resources

SUBJECT: Agenda Item 3.7— Approve revised job description for the Early Education
Instructor to Early Learning Instructor

Through the CSEA/WSD negotiations (IBB) process, it was determined that a classification
study would be conducted each school year, with job classifications reviewed on a rotational
basis. During the 2025-2026 school year, selected job descriptions were reviewed by a
committee with input from employees in the classification. The purpose of this review was to
ensure job descriptions accurately reflected the current duties, responsibilities, knowledge and
abilities, and physical demands of each position.

The proposed revisions to the Early Education Instructor job description reflect updates
identified through this process. The Human Resources Department has worked collaboratively
with stakeholders to ensure alignment with operational needs. The revised job description has
been shared with CSEA and will proceed through the appropriate review process prior to
Board consideration.

The Human Resources Department recommends approval of the revised job description for
the Early Learning Instructor.
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WESTMINSTER SCHOOL DISTRICT CLASSIFICATION-STATEMENT JOB DESCRIPTION

EARLY EDUCATION-LEARNING INSTRUCTOR

BASIC FUNCTION:

Under general direction_of the Supervisor of Early Learning or designee;-is responsible for
supervising, managing, and providing an educational program for children between eighteen (18)
months and five (5) years of age; may direct the activities of an Early Education-_Learning
Assistant. This classification is assigned to a work schedule consistent with the needs of the Early
Edueation-Learning Program, which may differ from the regular school district calendar and work
schedule.

ESSENTIAL DUTIES:

Provide assistance in planning and conducting an effective early education and care program
to meet the physical, social, emotional, and intellectual needs of children between the ages of
three (3) months and eighteen (18) months. This is done based on the California Department
of Education’s Infant and Toddler Learning and Development Foundations and the California
Department of Education’s Preschool and Transitional Kindergarten Learning Foundations,
along with the goals and philosophy of the Early Learning Education Program.

Involve families in activities.

REPRESENTATIVE-DUTIES:

Plans, organizes, schedules, and supervises elassroom-activities, field trips, cultural events,
social experiences, parental involvement, and related activities.

Prepares developmentally appropriate activities and experiences for children between eighteen
(18) months and five (5) years of age.

Coordinates, directs, and evaluates the activities of an assigned Early Edueation-Learning
Assistant and/or parent/guardian volunteers in carrying out educational programs and elassroom
activities.



Answers questions and provides information, assistance, and instructions to an assigned Early
Eduecation-LearningAssistant or parent/quardian volunteer; plans and lays-eut-guides job duties,
as necessary.

Observes and guides the interaction of children with-with each-others, and-with-adulis-with-whe
heysormetncontach

Observes and supervises the children's use of equipment and materials; including, but not
limited to, the manner in which the children participate in nutritional experiences.

Engages in the learning process with children and closely supervises them in the-classroom-and

outdoors program settings.

Performs written observations for the Desired Results Developmental Profile assessment and
maintains records on each child's progress according to the child's age and development;
discusses relevant data or information with the child's parents/quardians.

Conducts parent/guardian conferences twice per year, using the data from the Desired Results
Developmental Profile.

Summarizes Desired Results Developmental Profile data on studentschildrens, to create and
implement an annual action plan.

Enforces Early Edueation-Learning Program rules, and reports breach in conduct or misuse of
equipment and materials to the Early Education-Learning Program Supervisor.

-and-usesUses Positive Behavior Intervention Supports (PBIS) strategies with children.

Maintains assigned work areas in a neat and orderly condition and attends to the personal needs
of assigned children, including assisting with toileting or changing diapers or soiled clothing.

Serves or assists children with serving snacks and meals for themselves, as appropriate;
clean up serving areas after meals, sit and eat with children to model good manners and
healthy food choices during family--style eating; guide children in cleanup activities following
meals and snacks.

Monitors and Eensures the health and safety of assigned children by following health and safety
rules and procedures.

Provides first-aid and cares for ill or injured students, as necessary, with proper documentation
and notification.-as-hrecessary:

Provides information to parents/quardians_and visitors regarding specific children's activities,
including techniques used in working with individuals and small groups of children; participates in
parent/guardian conferences and/or general parentorientations.

Prepares and maintains accurate records including child observations, lesson plans, and
attendance. using-proper-spelling-and-accurate-calculations:

Attends staff meetings, conferences, and in-service training programs as directed.



101
102
k03
104
105
106
107

08

09

10
111

12

13

14

15
116
17
118
119
120
121
122
123
124
125
126
127
128

ﬂ29
30

131
132
133
134
135
136
137
138
139
140
141
142
143
144
145
146

47

48
149
150

Performs clerical duties as assigned.

Performs other job-related duties as required-or assigned.

ORGANIZATIONAL RELATIONSHIPS:

Supervision: Reports to the Early Edueation-Learning Program Supervisor or designee,
for direction and overall supervision. May provide work direction-quidance
to an Early Edueation-Learning Assistant.

Internal Contacts: Frequent contact with children, an Early Edueation-Learning Assistant, the
Early Edueation-Learning Program Supervisor, or designee, the-Executive

Director—Early-Education-&-Expanded-Learning;-school principal, special

education specialists, custodian, and other school site/-program personnel.

External Contacts: Continuing contact with parents/guardians.

KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF:

Early childhood development, and appropriate child development practices for special-needsall
children.

Child guidance principles and practices.

Principles and practices of supervision and training.
Oral and written communication skills.

Interpersonal relationship-skills; using tact, patience, and-courtesy and confidentiality.

Basie-recordRecord-keeping techniques.

ABILITY TO:
Coordinate and supervise-guide the activities of others.
Assign, review, and inspect-support the work performed by suberdinate-assistive personnel.

Plan, organize, and conduct an-a developmentally appropriate early edueation-learning program.;

ncluding ol o) activitios.

Work effectively with individuals and groups of children.
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Establish and maintain cooperative and effective working relationships with others.
Communicate effectively both orally and in writing.

Understand and follow both oral and written directions.

Read, interpret understand, and follow rules, regulations, policies, and procedures, including the
provisions of the Americans With Disabilities Act, the provisions of Title 5 and Title 22 of the
California Social Services Department Regulations, and Section 504 of the Rehabilitation Act.
Prepare and maintain simple-records and reports.

Maintains confidentiality and works with discretion.

Work effectively in a multi-ethriediverse setting, and be willing to work with all childrenstudents

Maintain a classroom-and/orother-assigned area in a clean, orderly, and safe condition.
Assist children with personal needs.
Learn and administer first-aid and CPR techniques.

Work independently with minimal or no direction.

EDUCATION AND EXPERIENCE:

1.  Graduation from high school and an additional early education curriculum-related

course; supplemented by twelve (12) EGE#GD—meIedmgaeeredrted—eeHeguwt&m

pFegFams/eemequumEarly Educatlon core courses,, plus ﬂﬁy{é@)one hundred and
seventy five (175) days of three plus (3+) hours per day within twe-{2)four (4) years

of experience.

Or
2. Complete an associate degree or higher in early childhood education or child
development or a related field and complete three semester units or four quarter units

of superwsed field expenence in an early chlldhood education settlnq
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Note: All coursework must be completed with a “C” or better from a regionally accredited
college. Early childhood core courses must-inciude (1) childhood growth & development, ef
human-growth-and-development; (2) child/family/community, (3) introduction to curriculum, (4)
principals and practices of teaching young children, (5) observation and assessment, (6) health
safety and nutrition, (7) teaching in a diverse society, and (8) practicum.

Dual language is highly desirable.

4.
LICENSES AND OTHER REQUIREMENTS:

Possession of a Child Development Teacher Permit or Child Development Associate Permit, or
eligibility to receive such a permit.

Must demonstrate progress towards Child Development Teacher Permit per the regulations
required of the CCTC.

The possession of or the securing of a valid CPR/First Aid Certificate, or the completion of the
Westminster School District CPR training program, (Emergency Medical Services Authorized

While performing the duties of this job, the employee is regularly required to do the following:

e Grasp, grip, handle, or use hands for fine motor tasks.

e Frequently required to sit and reach with hands and arms.

¢ Often required to stand, bend, walk, climb or balance, stoop, kneel, or crouch and move
rapidly.

e Frequently talk, hear, and listen.

¢ Occasionally push and pull.




249 e Specific vision abilities required of the person in this job include close vision, color vision,
D50 peripheral vision, depth perception, and the ability to change focus.

D51 e Frequently lift and/or move objects weighing up to 25 pounds.

D52 e Qccasionally lift and/or move objects weighing up to 60 pounds.

D53 e Reasonable accommodations may be made to enable individuals with disabilities to
D 54 perform the essential functions.
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Westminster School District
Memorandum

DATE: April 28, 2026

FROM: Rich Montgomery, Deputy Superintendent, Human Resources
Michael Kim, Executive Director, Human Resources

SUBJECT: Agenda Item 3.8— Approve revised job description for the Extended School
Program Facilitator

Through the CSEA/WSD negotiations (IBB) process, it was determined that a classification
study would be conducted each school year, with job classifications reviewed on a rotational
basis. During the 2025-2026 school year, selected job descriptions were reviewed by a
committee with input from employees in the classification. The purpose of this review was to
ensure job descriptions accurately reflected the current duties, responsibilities, knowledge and
abilities, and physical demands of each position.

The proposed revisions to the Extended School Program Facilitator job description reflect
updates identified through this process. The Human Resources Department has worked
collaboratively with stakeholders to ensure alignment with operational needs. The revised job
description has been shared with CSEA and will proceed through the appropriate review
process prior to Board consideration.

The Human Resources Department recommends approval of the revised job description for
the Extended School Program Facilitator.
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WESTMINSTER SCHOOL DISTRICT CLASSIFICATION- STATEMENTJOB DESCRIPTION

EXTENDED SCHOOL PROGRAM FACILITATOR

BASIC FUNCTION:

Under general direction, this position is responsible for facilitating, managing, and providing
activities that expand upon the content of the regular school day for elementary and middle
school students; may direst-guide the activities of other Extended School Program personnel.
This classification is assigned to a work schedule consistent with the operation of the Extended
School Program, which may differ from the regular school district calendar and work schedule.

ESSENTIAL DUTIES:

Assists other personnel to record observational evidence of assigned students utilizing the
Desired Results Developmental Profiles.

Plans, organizes, and facilitates activities designed to promote the physical, creative, social

skills and well-being of students.as-many-a-twenty(20)-students-at-a-time.

Support and supervise groups of students within program standards.

Interacts with students in ways that promote collaboration and expand student thinking and helps
to build life and career skills.

Facilitates and directs the educational-activities for assigned students; ensures students are
signed in and out of the program each day upon arrival and departure; reports all student
absences to site-Site supervisor-Supervisor or Lead Facilitator immediately.

Prepares expanded learning materials that support the academic content of the school day,
promotes physical fitness and creativity; provides assistance to students; creates and
maintains -students’ interests in age appropriate activities and experiences.

Adapts activities to accommodate all students-with-special-needs.

Supervises-and engages with students in playground activities; ensuring compliance with
playground safety standards.



Maintains assigned work areas_and facilities in a neat and orderly condition.

cleans-up-students-clothes-and-facilities-as-necessanr-and-attends-Attends to the personal

needs of assigned students.

Serves snacks and other meals, as appropriate; cleans up serving area after meals following
District guidelines.

Provides assistance, supervision, to ensure safety and engagement on field trips.

Ensures the health and safety of assigned students by following health and safety rules and
regulations.

Assist in establishing Establishes-student records for all assigned students, and records
observations relative to their participation, behavior and related matters; provides information
to parents and/or legal guardians regarding their child’'s activities, including techniques used
in working with individuals and small groups of-students; participates in parent/guardian
conferences and/or general parent-orientations.

Attends staff meetings, conferences and in-service training programs, as directed.
Performs clerical duties, as assigned.

Provides CPR;-/first-aid and cares for ill or injured students as necessary.

Assists in setting-up, organizing, and maintaining equipment and supplies.

Performs other job--related duties as required-or-assigned.

ORGANIZATIONAL RELATIONSHIPS:

Supervision: Reports to the Extended School Program Supervisor. Receives direction
guidance from an Extended School Program Site Supervisor, Extended
School Program Lead Facilitator or other designated supervisor.

Internal Contacts: Frequent contact with students, Extended School Program personnel,

Extended School Program Site Supervisor, Executive—Director—Early
Education—and—Expanded—tearningDistrict personnel, school principal,

custodians, and other school site personnel.

External Contacts: Continuing contact with parents and/or legal guardians and volunteers.

KNOWLEDGE AND ABILITIES:
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KNOWLEDGE OF:

Strategies to motivate and redirect elementary and middle school students.

Appropriate child development practices for elementary and middle school students,
especially in the areas of cognitive development, socialization, and physical fitness, for all

studentsineluding-students-with-spesial-needs.

Basic health and nutritional requirements for elementary and middie school students.
Child guidance principles and practices.

Basic subjects taught in primary grades, such as mathematics, grammar, spelling, reading,
writing, as well as physical and motor skill development.

Basic technology skills.

Oral and written communication skills.

Interpersonal relation-skills; using tact, patience, and-courtesy and confidentiality.

Basic record-keeping techniques.
ABILITY TO:

Familiarizekearn and follow the Extended School Program rules and procedures.

Learn and apply basic routines and requirements for elementary and middle school students.
Guide students by using Positive Behavior and Intervention Support (PBIS) strategies.

Work effectively in a multi-eulturaldiverse setting and be willing to work with all students. with
spasiclneads:

Establish and maintain effective working relationships with, students, parents/quardians,
supervisors, and other school district personnel.

Maintain assigned equipment, supplies, and working areas in a clean, safe, and orderly
condition.

Maintain confidentiality and work with discretion.
Understand and follow both oral and written directions.

Learn and administer first-aid and CPR techniques.

EDUCATION AND EXPERIENCE:
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1. Graduation from high school and 6 units in child development, physical education,
recreation, or closely related subjects and must be 18 years old.
OR
2. Graduation from HS or GED and pass a rigorous local exam measuring knowledge of
and ability to assist in teaching reading, writing, and math and demonstrate experience
in working with children in an organized setting or learning situation.
AND
3. Prefered 6 months of demonstrated experience working with school-age children.

LICENSES AND OTHER REQUIREMENTS:

lassification.
The possession of or the securing of a valid CPR/First Aid Certificate, or the completion of the
Westminster School District CPR training program, (Emergency Medical Services Authorized
Certificate or approved courses), within thirty (30) days of employment in this classification.

PHYSICAL DEMANDS:

While performing the duties of this job, the employee is regularly required to do the following:

e Grasp, grip, handle, or use hands for fine motor tasks.

e Frequently required to sit and reach with hands and arms.

e Often required to stand, bend, walk, climb or balance, stoop, kneel, or crouch and move
rapidly.

e Frequently talk, hear, and listen.

e Occasionally push and pull.

o Specific vision abilities required of the person in this job include close vision, color vision,
peripheral vision, depth perception, and the ability to change focus.

e Frequently lift and/or move objects weighing up to 25 pounds.
Occasionally lift and/or move objects weighing up to 60 pounds.

¢ Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

o Work outdoors in different weather conditions for extended periods of time.




194
195
196
197
198
199
200
201
Eoz

03

204

PREPARED BY: Classified Personnel Department DATE: 06/24/1995
APPROVED BY: Board of Trustees DATE: 07/18/1991
APPROVED BY: Personnel Commission DATE: 07/25/1995
REVISED BY: Personnel Commission DATE: 11/14/2014
REVISED BY: Personnel Commission DATE: 04/28/2026




Westminster School District
Memorandum

DATE: April 28, 2026

FROM: Rich Montgomery, Deputy Superintendent, Human Resources
Michael Kim, Executive Director, Human Resources

SUBJECT: Agenda Item 3.9— Approve revised job description for the Extended School
Program Lead Facilitator

Through the CSEA/WSD negotiations (IBB) process, it was determined that a classification
study would be conducted each school year, with job classifications reviewed on a rotational
basis. During the 2025-2026 school year, selected job descriptions were reviewed by a
committee with input from employees in the classification. The purpose of this review was to
ensure job descriptions accurately reflected the current duties, responsibilities, knowledge and
abilities, and physical demands of each position.

The proposed revisions to the Extended School Program Lead Facilitator job description reflect
updates identified through this process. The Human Resources Department has worked
collaboratively with stakeholders to ensure alignment with operational needs. The revised job
description has been shared with CSEA and will proceed through the appropriate review
process prior to Board consideration.

The Human Resources Department recommends approval of the revised job description for
the Extended School Program Lead Facilitator.
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WESTMINSTER SCHOOL DISTRICT CLASSIFICATION- STATEMENTJOB DESCRIPTION

EXTENDED SCHOOL PROGRAM LEAD FACILITATOR

BASIC FUNCTION:

Under general direction, this position is responsible for facilitating, managing, and providing
activities that expand upon the content of the regular school day for elementary and middle
school students; may direst-guide the activities of other Extended School Program personnel.
This classification is assigned to a work schedule consistent with the operation of the Extended
School Program, which may differ from the regular school district calendar and work schedule.

ESSENTIAL DUTIES:

Records observational evidence of assigned students utilizing the Desired Results
Developmental Profiles.

Conducts parent/guardian conferences twice per year using the data from the Desired Results
Developmental Profiles.

Interacts with students in ways that promote peer-collaboration and expand student thinking and
helps to build life and career skills.

Assists in the summary of the Desired Results Developmental Profile data on students, as well
as creates and implements annual action plans.

Plans, organizes, and facilitates activities designed to promote the physical, creative, social
skills and well-being of students..

Facilitates and directs the educational-activities for assigned students; ensures that the
students are signed in and out of the program each day upon arrival and departure, and
reports all student absences to site supervisor.

Answers questions and provides information, assistance, and instructions to assigned Extended
School Program personnel relative to hisfhertheir activities and assignments; plans and lays
outguides job duties as necessary; may serve as a peer-coach trainer.
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Prepares expanded learning materials that support the academic content of the school day,
promote physical fitness and creativity; provides assistance to students; creates and
maintains students’ interests in age appropriate activities and experiences. Staff will adapt
activities to accommodate all students-with-special-needs.

Supervises and engages with students in playground activities; ensuring compliance with
playground safety standards.

Maintains assigned work areas and facilities in a neat and orderly condition.

Attends to the personal needs of assigned students.

Serves snhacks and other meals, as appropriate; cleans up serving area after meals.

Provides assistance, supervision, to ensure safety and engagement on field trips.

Provid stance. = | o fiold trips.

Ensures the health and safety of assigned students by following health and safety rules and
regulations.

Assumes the responsibilities of the site supervisor-_under short-term circumstances.in-their
absence.

Administers and logs medication in accordance with District procedural guidelines.
Assists_in_Establishes—establishing student records for all assigned students, and records
observations relative to their participation, behavior and related matters; provides information to
parents and/or legal guardians regarding their child's activities, including techniques used in
working with individuals and small groups of students; participates in parent/guardian
conferences and/or general parent-orientations.

Attends staff meetings, conferences, and in-service training programs as directed.

Performs clerical duties, as assigned.

Provides CPR, first-aid and cares for ill or injured students as necessary.

Assists in setting-up, organizing, and maintaining equipment and supplies.

Performs other job-related duties as required-er-assigned.

ORGANIZATIONAL RELATIONSHIPS:

Supervision: Reports to the Extended School Program Supervisor. Receives direction
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from an Extended School Program Site Supervisor or other designated
supervisor. May provide work direction—guidance to Extended School
Program personnel and/or volunteers.

Internal Contacts: Frequent contact with students, Extended School Program personnel,

Extended School Program Site Supervisors, Exeecutive—Director—Early
Education—and-Expanded-LearningDistrict personnel, school principal,

custodians, and other school site personnel.

External Contacts: Continuing contact with parents and/or legal guardians and volunteers.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF-:
Strategies to motivate and redirect elementary and middle school students.

Appropriate child development practices for elementary and middle school students, especially in
the areas of cognitive development, socialization, and physical fitness;-includingfor all students.

it ial s
Basic health and nutritional requirements for elementary and middle school students.
Child guidance principles and practices.

Basic subjects taught in primary grades, such as mathematics, grammar, spelling, reading,
writing, as well as physical and motor skill development.

Program equipment and technology.

Oral and written communication skills.

Interpersonal relations-skills; using tact, patience, and-courtesy and confideniality.

Basic record-keeping techniques.

ABILITY TO:

Coordinate and supervise-guide the activities of others.

Plan, organize, and conduct classroom and playground activities.

Engage in problem solving efforts.

Guide students by using Positive Behavior and Intervention Support (PBIS) strategies.

Work professionally and effectively with individuals and groups of students.
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Establish and maintain cooperative and effective working relationships with others.

Communicate effectively both orally and in writing.
Understand and follow both oral and written directions.
Prepare and maintain accurate records and reports.
Maintain confidentiality and work with discretion.

Work effectively in a multi-ethniediverse setting; and be willing to work with all students-with
special-needs.

Maintain a classroom and/or other assigned area in a clean, orderly, and safe condition.
Assist children with personal needs.
Learn and administer first-aid and CPR techniques.

Work independently with minimal or no direction.

1. 24 college units with at least 12 semester units of course work in early childhood

education or child development (excluding field work), including at least one course of
at least three semester units in each of the following core areas: (a) Child/human
growth and development. (b) Child, family, and community, or child and family
relations. (¢) Programs/curriculum (6 of the 12 semester units in early childhood/child
development must be in school age course work).

And

2. One year experience working with school-aged children.

OR

4. 1. AA degree in child development and completion of at least 50 days of experience in an
instructional capacity in a child care and development program, working at least three hours
per day within the last two years. This experience must be verified by submitting an original
letter from the employer on official letterhead.

LICENSES AND OTHER REQUIREMENTS:
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The possession of or the securing of a valid CPR/First Aid Certificate, or the completion of the

Westminster School District CPR training program, (Emergency Medical Services Authorized

Certificate or approved courses), within thirty (30) days of employment in this classification.

While performing the duties of this job, the employee is reqularly required to do the following:

Grasp, grip, handle, or use hands for fine motor tasks.

Frequently required to sit and reach with hands and arms.

Often required to stand, bend, walk, climb or balance, stoop, kneel, or crouch and move

rapidly.
Frequently talk, hear, and listen.

Occasionally push and pull.

Specific vision abilities required of the person in this job include close vision, color vision,

peripheral vision, depth perception, and the ability to change focus.
Frequently lift and/or move objects weighing up to 25 pounds.

Occasionally lift and/or move objects weighing up to 60 pounds.

Reasonable accommodations may be made to enable individuals with disabilities to

perform the essential functions.
Work outdoors in different weather conditions for extended periods of time.

PREPARED BY: Classified Personnel Department DATE: 06/24/1995
APPROVED BY: Board of Trustees DATE: 07/18/1991
APPROVED BY: Personnel Commission DATE: 07/25/1995
REVISED BY: Personnel Commission DATE: 11/14/2014
REVISED BY: Personnel Commission DATE: 04/28/2026




Westminster School District
Memorandum

DATE: April 28, 2026

FROM: Rich Montgomery, Deputy Superintendent, Human Resources
Michael Kim, Executive Director, Human Resources

SUBJECT: Agenda Item 3.10- Approve revised job description for the Extended School
Program Site Supervisor

Through the CSEA/WSD negotiations (IBB) process, it was determined that a classification
study would be conducted each school year, with job classifications reviewed on a rotational
basis. During the 2025-2026 school year, selected job descriptions were reviewed by a
committee with input from employees in the classification. The purpose of this review was to
ensure job descriptions accurately reflected the current duties, responsibilities, knowledge and
abilities, and physical demands of each position.

The proposed revisions to the Extended School Program Site Supervisor job description reflect
updates identified through this process. The Human Resources Department has worked
collaboratively with stakeholders to ensure alignment with operational needs. The revised job
description has been shared with CSEA and will proceed through the appropriate review
process prior to Board consideration.

The Human Resources Department recommends approval of the revised job description for
the Extended School Program Site Supervisor.
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WESTMINSTER SCHOOL DISTRICT CLASSIFICATION-STATEMENTJOB
DESCRIPTIONS

EXTENDED SCHOOL PROGRAM SITE SUPERVISOR

BASIC FUNCTION:

Under general direction, this position is responsible for the operation of a school site Extended
School Program; supervises the activities of assigned personnel; plans and directs educational
expanded learning programs for elementary and middle school students that expand upon the
content of the regular school day; manages a site budget and budgeted expenditures. This
classification is assigned to a work schedule consistent with the operation of the Extended
School Program, which may differ from the regular school district calendar and work schedule.

ESSENTIAL DUTIES:

Designs, plans and directs the expanded learning activities of a school site Extended School
Program, including educational, social skills, and physical fithess activities for elementary and
middle school students.

Establishes and maintains daily programs and schedules that support the goals of the
Extended School Program.

Plans and supervises expanded learning programs that provide a minds—and-hands-on
learning environment that expands upon the content of the instructional day for elementary and
middle school students.

Records observational evidence of assigned students utilizing the Desired Results
Developmental Profile (DRDP).

Ensures that parent/quardian conferences are conducted twice per year, using the data from
the Desired Results Developmental Profiles.

Summarizes Desired Results Developmental Data to create annual action plans.

Participates in program improvement efforts such as, but not limited to, Quality Standards_of
California and Gentinues-Continuous Quality Improvement (CQl) process.
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Ensures that the buildings and facilities are secured and locked_in addition to making sure all

safety protocols are being followed. at-the-end-of each-days-use-

Orders and maintains an inventory of necessary supplies and materials for the site.

Ensures that enrollment and attendance policies are followed and ensures that assigned
student records are up-to-date and accurate.

Ensures that expanded learning programs/activities are conducted in a safe manner, and in
accordance with established site safety plan, rules, procedures, and laws.

Administers and logs student medications, in accordance with District procedural guidelines.

Holds regular meetings with assigned staff members; attends meetings and programs as
directed or required, and participates in professional growth activities.

Provides first-aid and CPR, as well as cares for ill or injured students.
OTHER REPRESENTATIVE DUTIES:
Plans and schedules field trips, cultural events, and community service opportunities.

Provides positive contact with parents and/or legal guardians and creates family involvement
opportunities.

May assist in the preparation of grant applications for funding the Expanded Learning
Program.-

Assists in the development and implementation of expanded learning program goals and
objectives.

Assists in the evaluation process of the Extended School Program, and the achievement of
predetermined student and-staffoutcomes_(DRDP).

May substitute-support for-other Expanded Learning Program personnel as necessary.

Performs other job-related duties as required-or-assigned.

ORGANIZATIONAL RELATIONSHIPS:

Supervision: (1) Reports to and receives direction from the_Director of Expanded

- EBresuiive Divedlor-Earh Bducalion—sne Epanded-Loorning—of
or_the Extended School Program Supervisor; (2) Provides direction

gwdance to ene—epmere—Expanded Learnlng Program personnel;
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Internal Contacts:  Continuing contact with students enrolled in the District's Extended School
Program, other expanded learning program staff members, as well as
frequent contact with school site and District office personnel at all levels.

External Contacts: Continuing contact with parents and/or legal guardians; some contact with
outside agency representatives and members of the general public.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

The rules and regulations of the Extended School Expanded Learning Program, including
familiarity with the provisions of the Education Codes, Health and Safety Regulations and

District policies.

Daily practices and procedures for operating an elementary and middle school level expanded
learning program.

Principles of child growth and development.
Appropriate child development practices for all students-with-special-needs.

Positive Behavior Intervention and Support (PBIS) strategies for elementary and middle school
students.

Public and community relations skills.

Basic subjects taught in primary grades, such as mathematics, grammar, spelling, reading,
writing, as well as physical and motor skill development.

Program equipment, software and technology.

Basic health and nutritional requirements for elementary and middle school students.

Preparation and maintenance of clear and accurate records and reports.
Principles and practices of geed-supervision and staff development training.

Interpersonal skills, including the use of tact, patience, and-courtesy and confidentiality.

ABILITY TO:

Plan, organize, direct, and coordinate an expanded learning program that engages elementary
and middle school students in year-round learning opportunities preparing them for college,
career, and life.



143
144
145
146
147
148
149
150
151
152
hs3
154
155
56
157
158
159
160
161
162
163
164
165
166
167
168
169
170
171
‘172
173
174
175
176
’1 77
178
179
180
181
182
‘183
184
185
186
187
|88
189

Manage a program budget.

Work collaboratively with other employees.

Problem solve school site Extended School Expanded Learning Program issues.
Learn quickly and adjust to changing conditions.

Write effectively; prepare and present clear, concise reports.

Motivate, train and direct—quide the activities of others expanded learning staff, including
substitutes.

Interpret-Follow and understand the provisions of law, rules, regulations, and district policies,
and to communicate them to staff, other agencies, and the general public.

Establish and maintain cooperative and effective working relationships with others.

Generate parental-family interest, and increase enroliment in the District's Extended School
Program.

Participate in weekly-superviser-team meetings and work professionally with others.
Learn and administer first-aid and CPR procedures.

Work independently and with minimal supervision and direction.

Maintain confidentiality and work with discretion.

Learn to work effectively in a multi-culturaldiverse setting, and be willing to work with_all

students.-with-special-needs.
EDUCATION AND EXPERIENCE:

A binat valent to:
-[1] an Associate of Arts (AA) or sixty (60) units with twenty-four (24) ECE/CD units consisting
of the following accredited college units: child development, child growth and development,
child/family/community programs/curriculum, and child development curriculum related
courses, sixteen (16) general education units, six (6) administration units, two (2) adult
supervision units; plus three-hundred fifty (350) days of three plus (3+) hours per day within
four (4) years including at least one hundred (100) days of supervising adults experience; or

[2] a Bachelor's degree or higher with twelve (12) units of ECE, plus three (3) units supervised
filed experience in ECE setting; or

[3] Administrative Credential with twelve (12) units of ECE, plus three (3) units supervised filed
experience in ECE setting; or

[4] Teaching Credential with twelve (12) units of ECE, plus three (3) units supervised field



experience in ECE setting; or

[5] CCTC approved training’ or

[6] three (3) units in Child Development Administration, three (3) units ECE/CD or school-age
children courses; nine (9) core units (or equivalent training hours) in recreation, physical
education, human services, social welfare; or the possession of a Child Development
Associate Permit.

LICENSES AND OTHER REQUIREMENTS:

Possession of a Child Development Supervisor Permit issued by The California Commission
for Teacher Preparation and Licensing, or officially enrolled in a college program,
demonstrating substantial progress towards obtaining a Child Development Supervisor Permit.

The possession of or the securing of a valid CPR/First Aid Certificate, or the completion of

the Westminster School District CPR training program, (Emergency Medical Services
Authorized Certificate or approved courses), within thirty (30) days of employment in this
classification.

PHYSICAL DEMANDS:

While performing the duties of this job, the employee is reqularly required to do the following:
o Grasp, grip, handle, or use hands for fine motor tasks.
e Frequently required to sit and reach with hands and arms.
e Often required to stand, bend, walk, climb or balance, stoop, kneel, or crouch and
move rapidly.
Frequently talk, hear, and listen.
Occasionally push and pull.
e Specific vision abilities required of the person in this job include close vision, color
vision, peripheral vision, depth perception, and the ability to change focus.
Frequently lift and/or move objects weighing up to 25 pounds.
Occasionally lift and/or move objects weighing up to 60 pounds.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.
o Work outdoors in different weather conditions for extended periods of time.
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Westminster School District
Memorandum

DATE: April 28, 2026

FROM: Rich Montgomery, Deputy Superintendent, Human Resources
Michael Kim, Executive Director, Human Resources

SUBJECT: Agenda Item 3.11- Approve revised job description for the Instructional Materials
Assistant

Through the CSEA/WSD negotiations (IBB) process, it was determined that a classification
study would be conducted each school year, with job classifications reviewed on a rotational
basis. During the 2025-2026 school year, selected job descriptions were reviewed by a
committee with input from employees in the classification. The purpose of this review was to
ensure job descriptions accurately reflected the current duties, responsibilities, knowledge and
abilities, and physical demands of each position.

The proposed revisions to the Instructional Materials Assistant job description reflect updates
identified through this process. The Human Resources Department has worked collaboratively
with stakeholders to ensure alignment with operational needs. The revised job description has
been shared with CSEA and will proceed through the appropriate review process prior to
Board consideration.

The Human Resources Department recommends approval of the revised job description for
the Instructional Materials Assistant.



CLASSIFICATION STATEMENT — INSTRUCTIONAL MATERIALS ASSISTANT

WESTMINSTER SCHOOL DISTRICT CLASSIFICATION-STATEMENTJOB DESCRIPTION

INSTRUCTIONAL MATERIALS ASSISTANT

BASIC FUNCTION:

Under supervision of the Exeeutive—Director, Feaching—and—LearningCurriculum and
Instruction or designee, assist_the Instructional-Media—Fechnician—Textbook/Instructional
Materials Technician in the acquisition, distribution and collection of library books, resource
materials, and textbooks. and-utilizing-computerized-system—Work in the textbook room and
warehouse to receive and check-in new and circulated materials. Unpack, sort, organize and
help distribute instructional materials_and utilize technology systems.

ESSENTIAL DUTIES:

Contact school sites to obtain and distribute additional textbesksinstructional materials as
needed.

Using a computerized-systemtechnology, maintain records of instructional material as well as
records of their usage by students and staff.

Distribut ! collect ] onal ials.
Utilizi terized-system_check | check-out materials.
Plan, organize and prioritize ewn-work despite-many-interruptions:
Assist Instructional-Materials Textbook/Instructional Materials Technician in receiving; check

and maintain inventory of instructional materials, organize materials; conduct periodic physical
inventory.

Assist in filling requisitions; packing these supplies for delivery.

Maintain professionalism in the workplace and support and collaborate with team members.

tssue-Distribute materials upon request of students and staff.

OTHER REPRESENTATIVE DUTIES:
Maintain and repair textbooks, library books and other library materials as needed.

Participate in available in-service training programs and job-alike meetings as necessary or
required.
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CLASSIFICATION STATEMENT -~ INSTRUCTIONAL MATERIALS ASSISTANT

Perform other job- related duties as required-or-assigned.

ORGANIZATIONAL RELATIONSHIPS:

Supervision: Reports to, receives direction from, and is evaluated by Executive-
Director of Feaching-and-LearningCurriculum and Instruction. Works
collaboratively with and receives direction-guidance from Instructional-
Materials Textbook/Instructional Materials Technician.

Internal Contacts: Moderate contact with District library personnel and other school
library/media center personnel and other District personnel.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

- corizoc i reulati _

Standard library terminology, policies and procedures.

Various computer software programs including those commonly found in libraries/school
database systems.

Filing and record keeping techniques.

Basic subjects taught in elementary and middle schools.

Safe practices for warehouse.

Reading and writing communication skills.

Oral and written communication skills.

Skills in interpersonal relations; using tact, patience and courtesy.
Standard American English usage, grammar, spelling, and punctuation.

Office methods and procedures.

ABILITY TO:
Maintain complex files and records.

Circulate instructional materials according to established procedures.

Operate a variety of office machines;-including-computer—copierand-calculaterequipment.
Establish and maintain effective-professional working relationships-with-others.
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While performing the duties of this job, the employee is reqularly required t

CLASSIFICATION STATEMENT — INSTRUCTIONAL MATERIALS ASSISTANT

Communicate effectively both orally and in
writing. Make arithmetic calculations quickly and
accurately. Process incoming instructional
materials.

Understand and follow oral and written
directions.

Be responsible for daily instructional materials
operations.

Work with lastrustionral-Materials Textbook/Instructional Materials Technician in

making materials maintenance decisions.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: Graduation from high school plus college-level courses
preferred; and/or one year of experience in a library assistant position; and/or warehouse
experience.

PHYSICAL DEMANDS:

o do the following:

e Grasp, grip, handle, or use hands for fine motor tasks.
e Frequently required to sit and reach with hands and arms.
e Often required to stand, bend, walk, climb or balance, stoop, kneel, or crouch and move
rapidly.
Frequently talk, hear, and listen.
Occasionally push and pull.
Specific vision abilities required of the person in this job include close vision, color vision,
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CLASSIFICATION STATEMENT — INSTRUCTIONAL MATERIALS ASSISTANT

peripheral vision, depth perception, and the ability to change focus.
o Frequently lift and/or move objects weighing up to 50 pounds.
e Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.
o Work outdoors in different weather conditions for extended periods of time.
LICENSES-AND OTHER REQUIREMENTS:
PREPARED BY: Classified Personnel Department DATE: 12/06/2016
APPROVED BY: Personnel Commission DATE: 12/13/2016
APPROVED BY: Board of Trustees DATE:
REVISED BY: Personnel Commission DATE: 04/28/2026




Westminster School District
Memorandum

DATE: April 28, 2026

FROM: Rich Montgomery, Deputy Superintendent, Human Resources
Michael Kim, Executive Director, Human Resources

SUBJECT: Agenda Item 3.12— Approve revised job description for the Library Media
Assistant

Through the CSEA/WSD negotiations (IBB) process, it was determined that a classification
study would be conducted each school year, with job classifications reviewed on a rotational
basis. During the 2025-2026 school year, selected job descriptions were reviewed by a
committee with input from employees in the classification. The purpose of this review was to
ensure job descriptions accurately reflected the current duties, responsibilities, knowledge and
abilities, and physical demands of each position.

The proposed revisions to the Library Media Assistant job description reflect updates identified
through this process. The Human Resources Department has worked collaboratively with
stakeholders to ensure alignment with operational needs. The revised job description has been
shared with CSEA and will proceed through the appropriate review process prior to Board
consideration.

The Human Resources Department recommends approval of the revised job description for
the Library Media Assistant.
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WESTMINSTER SCHOOL DISTRICT CLASSIFICATION-STATEMENTJOB DESCRIPTION

LIBRARY MEDIA ASSISTANT

BASIC FUNCTION:

Assist students in the acquisition, distribution and collection of library books, resource materials
and textbooks. Assist students in learning library skills and research skills. Schedules use of the
library; textbook distribution, and collection; and textbook and library book inventories as needed.
Performs related duties as required.

ESSENTIAL DUTIES:
Read to ehildren-students during classroom library visits.

Provide assistance and training to students in the use of the school library.; in-orderto-show
them-how to locate resource-materials-and-books-

Schedule use of the library; textbook distribution and collection; and inventories as needed.

Contact other school sites and the District Library to obtain additional textbooks as needed.

the—yeapeeerdmahng—suehmstme&en—wﬁh%he—sehee#s#aeuuy—Develop and schedule special

programs during the school year such as, Author’s visits, Read Across America, Book Fairs or
other programs as needed.

Assist in the selection of materials for inclusion in the school's library and media center.

Using a computerized system, maintain records of books and media as well as records of their
usage by students and staff.

Issue materials upon request of students and staff; make suggestions regarding additional or
alternative materials available on the same subjects.

Distribute and collect library books, -and textbooks_and other materials.

Utilizing a computerized system, maintain list of materials that are overdue for return; prepare
and send out notices regarding overdue materials.

Plan and develop special interest centers, displays, and bulletin boards that are conducive to a
good learning environment, and encourage children to enjoy the reading and learning
opportunities available.

Maintain a friendly and helpful atmosphere to maximize timely and productive use of the
library/media facilities.



OTHER REPRESENTATIVE DUTIES:

Assist teachers by securing and providing books and materials that encourage children to
develop their_reading, listening and viewing skills.

Assist with the maintenance and implementation of computerized, leveled reading programs,
such as Accelerated Reader, including conducting assessments and assisting students with book
selections.

Monitor student Internet access as designated by student Internet permission forms.

Maintain and repair textbooks, library books and other library materials as needed.

Assist with special events related to the library media center, such as the Author's Festivalvisits.

Participate in available in-service training programs and job-alike meetings as necessary or
required.

Assist in the training and supervision of volunteer workers in the school library/media center.

Perform other job- related duties as required-er-assigned.

ORGANIZATIONAL RELATIONSHIPS:

Supervision: Reports to, receives direction from, and is evaluated by the school principal
or designee to whom assigned.

Internal Contacts: Continuous contact with teachers and students; moderate contact with
District library personnel and other school library/media center personnel.

External Contacts: Frequent contact with parents/quardians; moderate contact with vendors
and the PTA; some contact with public library personnel, and book stores.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Basic library _skills and its-application to school library media center.

Computerized library circulation systems.

The Dewey Decimal System, library terminology and standard library practices and procedures.

Standard library terminology, policies and procedures.
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CLASSIFICATION STATEMENT - LIBRARY MEDIA ASSISTANT
Page 3

Various computer software programs including those commonly found in libraries.
Bibliographic and reference materials.
Filing and record keeping techniques.

Basic subjects taught in elementary and middle schools, including mathematics including
arithmetic, grammar, spelling, writing, reading and middle school algebra.

Safe practices for in-classroom and library activities.

Reading and writing communication skills.

Oral and written communication skills.

Skills in interpersonal relations; using tact, patience and courtesy.
Standard American English usage, grammar, spelling, and punctuation.
Child behavior and educational needs.

Office methods and procedures.

ABILITY TO:

Maintain complex files and records.

Circulate materials, library books and textbooks according to established procedures.

Operate a variety of office

statuen—and—aume#wsuaLequment— echnology

Establish and maintain effective working relationships with others.

Operate a variety of software programs, including a computerized circulation system.
Maintain records and prepare reports.

Communicate effectively both orally and in writing.

Make arithmetic calculations quickly and accurately.

Process incoming library, media and textbook materials.

Understand and follow oral and written directions.

File alphabetically and numerically with speed and accuracy.
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CLASSIFICATION STATEMENT - LIBRARY MEDIA ASSISTANT
Page 4

Be responsible for daily library media center operations.
Assist in instruction in library skills.

Resolve circulation errors.

Assure overdue materials are returned.

Make materials maintenance decisions.

EDUCATION AND EXPERIENCE:

1. Graduation from high school plus college-level courses in basic_library science and/or
instructional media;

OR
and/or
2. one year of experience in a public or school library/media center in a clerical, resource or
library assistant position.
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CLASSIFICATION STATEMENT - LIBRARY MEDIA ASSISTANT

Page 5

PHYSICAL DEMANDS:

' ion.and II' I' F

While performing the duties of this job, the employee is reqularly required to do the following:

Grasp, grip, handle, or use hands for fine motor tasks.

Frequently required to sit and reach with hands and arms.

Often required to stand, bend, walk, climb or balance, stoop, kneel, or crouch and move

rapidly.
Frequently talk, hear, and listen.

Occasionally push and pull.

Specific vision abilities required of the person in this job include close vision, color vision,

peripheral vision, depth perception, and the ability to change focus.
Frequently lift and/or move objects weighing up to 50 pounds.

Reasonable accommodations may be made to enable individuals with disabilities to

perform the essential functions.
Work outdoors in different weather conditions for extended periods of time.

PREPARED BY: Classified Personnel Department DATE: 04/1993
APPROVED BY: Board of Trustees DATE: 05/1993
APPROVED BY: Personnel Commission DATE: 04/20/1993
REVISED BY: Personnel Commission DATE: 04/26/2005
REVISED BY: Personnel Commission DATE: 04/28/2026




Westminster School District
Memorandum

DATE: April 28, 2026

FROM: Rich Montgomery, Deputy Superintendent, Human Resources
Michael Kim, Executive Director, Human Resources

SUBJECT: Agenda ltem 3.13— Approve revised job description for the Physical Education
Assistant

Through the CSEA/WSD negotiations (IBB) process, it was determined that a classification
study would be conducted each school year, with job classifications reviewed on a rotational
basis. During the 2025-2026 school year, selected job descriptions were reviewed by a
committee with input from employees in the classification. The purpose of this review was to
ensure job descriptions accurately reflected the current duties, responsibilities, knowledge and
abilities, and physical demands of each position.

The proposed revisions to the Physical Education Assistant job description reflect updates
identified through this process. The Human Resources Department has worked collaboratively
with stakeholders to ensure alignment with operational needs. The revised job description has
been shared with CSEA and will proceed through the appropriate review process prior to
Board consideration.

The Human Resources Department recommends approval of the revised job description for
the Physical Education Assistant.
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WESTMINSTER SCHOOL DISTRICT CLASSIFICATION-STATEMENTJOB DESCRIPTION

PHYSICAL EDUCATION ASSISTANT

BASIC FUNCTION:

Under the direct supervision of the Exeeutive-Director of Feaching-and-LearningCurriculum
and Instruction, or designee, provide support and paraprofessional work, assist the physical
education teacher with instructional activities, and assist students to reinforce

material o luclion. already-presentedthrough-spesialeffortsand-repelitions-

ESSENTIAL DUTIES:

The duties listed below are intended only as illustrations of the various types of work performed.
The omission of specific duties does not exclude them from the position if the work is similar,
related, or a logical assignment to the position.

Assist the physical education teacher in performing specific job--related duties as assigned or
undertaking specialized tasks.

Assist in establishing and maintaining standards of student behavior.

Assist the physical education teacher in creating an environment that is conducive to learning
and appropriate to the maturity and interests of the students.

Assists in school wide emergency preparedness and procedures.
Alert the teacher to special needs of individual students.
Provide escert-and-assistance to children as necessary.

Prepares-Support lessons as directed by the teacher; administers and scores a variety of
testsassessments.

Observes and eontrols-manage the behavior of students according to approved procedures.
Reports progress regarding student performance and behavior.

Assists students by providing proper examples, emotional support, a friendly attitude, and
general guidance.

Confers, as needed, with teachers concerning programs and materials to meet student needs.
Help maintain physical education records for each student.

Take all necessary and reasonable precautions to pretect-ensure studentsstudent safety and
protect; equipment, materials, and facilities.




CLASSIFICATION STATEMENT - PHYSICAL EDUCATION ASSISTANT

Ensure safety habits in organized physical education activities.

Assictind e I f oaui .

Set up equipment for class.

Participates in meetings and professional development as necessary.

Perform job- related work as assigned.

KNOWLEDGE AND SKILLS:

General knowledge of the practices, methods and techniques used in physical education
teaching.

Ability to maintain confidential files and information and to compile reports.
Skill in the use of physical education equipment.
Performs a variety of clerical duties in relation to student instruction, such as the preparation

of instructional materials, scoring testsassessments, recording grades and attendance, as well
as maintaining records and files.

Ability to operate standard office;werd and data processing equipment.

Ability to establish and maintain effective working relationships with teachers, parents, students
and community.

ORGANIZATIONAL RELATIONSHIPS:

Supervision: (1) Is responsible to/evaluated by the Executive-Director of
Feaching/earningCurriculum and Instruction or designee.

(2) Receives supervision and direction from a certificated teacher or
supervisor to which assigned.

(3)  May provide limited work direction and guidance to volunteers and student
helpers.

Internal (1) Continuous contact with students and teachers.
Contacts:
(2)  Continuing contact with the school principal and school office staff.

(83) Some contact with other instructional assistants, custodial employees, and
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CLASSIFICATION STATEMENT - PHYSICAL EDUCATION ASSISTANT

noon duty personnel.

PHYSICAL DEMANDS:

tasks-
While performing the duties of this job, the employee is regularly required to do the following:

e Grasp, grip, handle, or use hands for fine motor tasks.

e Frequently required to sit and reach with hands and arms.

o Often required to stand, bend, walk, climb or balance, stoop, kneel, or crouch and move
rapidly.

e Frequently talk, hear, and listen.

e Occasionally push and pull.

e Specific vision abilities required of the person in this job include close vision, color vision,
peripheral vision, depth perception, and the ability to change focus.

e Frequently lift and/or move objects weighing up to 25 pounds.

¢ Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

¢ Work outdoors in different weather conditions for extended periods of time.

EDUCATION AND EXPERIENCE:

High School Diploma or GED required and some experience in working with children. Some
college level coursework in early childhood education, psychology, and/or coursework in
kinesiology is desirable.

LICENSES AND OTHER REQUIREMENTS:
o . ¢ i CA drivers. .

WORK ENVIRONMENT:

While performing the duties of this job, the employee is regularly exposed to outdoor weather
conditions, loud noises, and multiple physical environments (blacktops, grass, fields,
playground equipment, gymnasiums, and weight rooms).

PREPARED BY: Classified Personnel Department DATE: 11/2018
APPROVED BY: Personnel Commission DATE: 11/2018
APPROVED BY: Board of Trustees DATE: 01/2019
REVISED BY: Personnel Commission DATE: 04/28/2026



Westminster School District
Memorandum

DATE: April 28, 2026

FROM: Rich Montgomery, Deputy Superintendent, Human Resources
Michael Kim, Executive Director, Human Resources

SUBJECT: Agenda Item 3.14— Approve revised job description for the Testing Technician:
English Language Assessments for California (ELPAC)

Through the CSEA/WSD negotiations (IBB) process, it was determined that a classification
study would be conducted each school year, with job classifications reviewed on a rotational
basis. During the 20252026 school year, selected job descriptions were reviewed by a
committee with input from employees in the classification. The purpose of this review was to
ensure job descriptions accurately reflected the current duties, responsibilities, knowledge and
abilities, and physical demands of each position.

The proposed revisions to the Testing Technician: English Language Assessments for
California (ELPAC) job description reflect updates identified through this process. The Human
Resources Department has worked collaboratively with stakeholders to ensure alignment with
operational needs. The revised job description has been shared with CSEA and will proceed
through the appropriate review process prior to Board consideration.

The Human Resources Department recommends approval of the revised job description for
the Testing Technician: English Language Assessments for California (ELPAC).
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WESTMINSTER SCHOOL DISTRICT CLASSIFICATION-STATEMENTJOB DESCRIPTION

TESTING TECHNICIAN:
ENGLISH LANGUAGE ASSESSMENTS FOR CALIFORNIA

BASIC FUNCTION:

Under the direction of the Exeeutive-Director, Accountability and AssessmentEquity or designee,
responsible for organizing and facilitating District-wide English Language Proficiency
assessments for California (ELPAC) testing process which includes organizing the administration
of the ELPAC test, prepares and distributes materials and rosters, sets the student’s testing
schedules; maintains the site facility; serves as a liaison between the Executive-Director of
Accountability and Assessment-Equity or designee and the ELPAC testers; trains and provides
direction to the ELPAC testers; inputs scores into local data systems; other related duties as
assigned.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
Monitors the ELPAC testing at each school site, and during summer.
Coordinates staff to administer ELPAC testing.

Serves as a liaison between ELPAC testers at the site and Exeecutive-Director-ofAcecountability
snd-tasascmpent,

Accesses the ELPAC website for current testing updates and changes.
Procures substitutes and administers the ELPAC test when necessary.
Ensures accuracy and maintains confidentiality of student test information.

Performs a variety of clerical duties related to the ELPAC testing such as the preparation of
testing materials, maintaining records and files and necessary correspondence.

Participates in and performs a range of duties in the testing process: such-as-reviewing testing
tasks, scoring student tests, creating a database, forwarding the information to Accountability
and-Assessmentthe Director, and-packing and mailing/e-mailing of tests to the State designated
agency and parents/guardians.

Maintains ELPAC calendar of timelines, sensitive dates and testing schedules.

Assists in training and provides work direction to those who administer the ELPAC test.
Plans, schedules, assigns and reviews the activities related to the testing process.

Ensures the completion of the testing process in a timely and efficient manner.

Participates in meetings, in-services and training programs.



Collects and forwards employee timesheets to Accountability-and-Assessment the department
timekeeper for processing.

Operates an-array-of-office technology. machines—such-as-a-computerterminal—typewsiter;
solelatarandcopymachine.

OTHER REPRESENTATIVE DUTIES:

Maintains working environment in a safe, neat, sanitary and orderly manner.
Performs other job-related duties, as assigned.

Acts as a contact person with other districts to exchange ELPAC information.

ORGANIZATIONAL RELATIONSHIP:

Supervision: (1) Reports to, receives direction from and is evaluated by the Executive

Director,
Accountability and AssessmentEquity or designee.
(2) Provides work direction and testing guidance to ELPAC testers.

Internal Contacts: (1) Continual contact with ELPAC testers
(2) Continual contact with school site personnel
(3) Continual contact with Exeeutive—Director and Accountability and

Assessment-Equity staff.

Soerokars
External Contacts: (1) Occasional contact with parents and/or guardians of children-students
taking the ELPAC test.

(2) Occasional contact with other school districts.

KNOWLEDGE AND ABILITIES
KNOWLEDGE OF:

ELPAC guidelines and scoring
Saf ices for in-cl o) | activities.

Correct English usage, grammar, spelling, punctuation, and vocabulary.
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Correct oral and written communications in English.

Record-keeping and filing techniques; preparation of reports and correspondence.
Micresol-Compulorprogram

Research techniques

Appropriate interpersonal skills

ABILITY TO:

Perform accurate oral and written communications in English.

Read_wite, I I , fectivelyin Enalish.

Maintain harmonious relationships with children, parents, staff, and the public. Including
members of various ethnic communities, using tact, patience and courtesy.

Perform arithmetic calculations quickly and accurately.

Learn the procedures, functions, and limitations of assigned duties.

Operate instructional, office and audio-visual equipment.

Perform routine clerical duties.

Establish and maintain simple records.

Read, interpret, and follow rules, regulations, policies and procedures.
Work confidentially with discretion.

Train and provide work direction to ethersELPAC testing staff.

Plan, organize and lead work flow.

Ensure correct and efficient completion of the ELPAC testing process.

Read, interpret and apply safety and site regulations.

Write routine reports and correspondence.

Operate a vehicle and observe legal and defensive driving practices.

Establish and maintain cooperative and effective working relationships with others.

Write simple correspondence independently.
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Understand and carry out instructionsfurnished-in-written,-_and oral_instructions..-er-diagram
formm.

Recognize and solve problems in varying situations.
Analyze situations accurately and adopt an effective course of action.

EDUCATION AND EXPERIENCE:

Education: Any-combination-equivalenttograduation-Graduation from high school.
Experience: (1) Two years of demonstrated experience-in-an-organized-setting-or-learning

situation, working with children and people from a variety of cultures_in a
learning environment.

And
(2) One year general clerical experience involving typing, filing, record-keeping,
preparing-and composing reports.

LICENSES AND OTHER REQUIREMENTS:

Possession and maintenance of a valid California Driver's License and available vehicle.

While performing the duties of this job, the employee is regularly required to do the following:

e Grasp, grip, handle, or use hands for fine motor tasks.

e _Frequently required to sit and reach with hands and arms.

o Often required to stand, bend, walk, climb or balance, stoop, kneel, or crouch and move
rapidly.

e Frequently talk, hear, and listen.

e Occasionally push and pull.

¢ Specific vision abilities required of the person in this job include close vision, color vision,
peripheral vision, depth perception, and the ability to change focus.

e Frequently lift and/or move objects weighing up to 25 pounds.

e Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

e Work outdoors in different weather conditions for extended periods of time.




207

208

209 WORK ENVIRONMENT:

210

211  While performing the duties of this job, the employee typically works in an office or school
212 environment. The noise level is usually moderate.

213

214

215 PREPARED BY: Classified Personnel Department DATE: 05/2003
216

217 APPROVED BY: Board of Trustees DATE: 06/05/2003
218

219 APPROVED BY: Personnel Commission DATE: 06/05/2003
220

221 APPROVED BY: Personnel Commission DATE: 08/21/2018
222

223  APPROVED BY: Personnel Commission DATE: 03/28/2023
224

225 REVISED BY: Personnel Commission DATE: 04/28/2026

226



Westminster School District
Memorandum

DATE: April 28, 2026

FROM: Rich Montgomery, Deputy Superintendent, Human Resources
Michael Kim, Executive Director, Human Resources

SUBJECT: Agenda Iltem 3.15— Approve revised job description for the Textbook Instructional
Materials Technician

Through the CSEA/WSD negotiations (IBB) process, it was determined that a classification
study would be conducted each school year, with job classifications reviewed on a rotational
basis. During the 2025-2026 school year, selected job descriptions were reviewed by a
committee with input from employees in the classification. The purpose of this review was to
ensure job descriptions accurately reflected the current duties, responsibilities, knowledge and
abilities, and physical demands of each position.

The proposed revisions to the Textbook Instructional Materials Technician job description
reflect updates identified through this process. The Human Resources Department has worked
collaboratively with stakeholders to ensure alignment with operational needs. The revised job
description has been shared with CSEA and will proceed through the appropriate review
process prior to Board consideration.

The Human Resources Department recommends approval of the revised job description for
the Textbook Instructional Materials Technician.



WESTMINSTER SCHOOL DISTRICT CLASSIFICATION- STATEMENTJOB
DESCRIPTION

TEXTBOOK/INSTRUCTIONAL MATERIALS TECHNICIAN

BASIC FUNCTION:
Under the direction of the Assistant-Superintendent—Educational-ServicesDirector of

Curriculum and Instruction or designee, performs a variety of clerical functions in the
receipt, processing and distribution of textbooks and related instructional materials.

ESSENTIAL DUTIES:

Processes all orders for purchase of textbooks and related instructional materials;
maintains copies of purchase orders and projected cost records.

Orders, receives, processes and assigns teacher editions of textbooks and other
instructional_materials.

+—collects—theSupports Library Media Assistants with the distribution and collection of
materials from teachers who leave the District or reassigned to other positions, and checks
for completeness and usability before distributing to other teachers.

Contacts and/or corresponds with vendors and publishing company representatives.

Orders, receives, inspects, processes and distributes all incoming books, instructional
materials and supplies; checks invoices for accuracy; forwards purchase orders and
invoices to Accounting for purposes of payment.

Maintains and monitors state required textbook instructional materials.

Using-Uses a—computertechnology —werk—station—to maintain up-to-date records and
accounts.

Prepares and maintains computer record_of school and/or district inventory and other
records related to textbooks, library books and instructional materials, including such
information as date of receipt, receiving school site or location, projected period of
usefulness or projected discard date, and actual date of discard or replacement; provides
schools and others with reports as needed or requested.

Assists teachers.—principals—and-others in locating and obtaining desired books and

instructional materials.
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Maintains work area/room in a clean, neat and orderly condition.

Operates a variety of office and other equipment—inecluding-a—computerwork-station;
brpespritercoloulstorandcoplop

OTHER REPRESENTATIVE DUTIES:
Responds to phone calls, and provides information and assistance.

Delivers instructional materials to school sites as needed.

Assists with the training of Library Media Assistants.

Contacts book vendors and publishing company representatives to set up presentations for
new book/material adoptions; requests samples for District preview and schedules review
sessions of parents to staff; arranges displays. Assists in the selection and display of
books and materials for exhibit, as required or directed.

Arranges for textbook or material presentation meetings for new adoptions, assures that
appropriate equipment and materials are available, and greets vendors, publisher
representatives and others.

May-berequired-ordirestedto-maintain-Maintains textbooks; and instructional materials for

schools and the District.
Provides assistance in the District Library as needed.

Performs other job related duties as required-or-assigned.

ORGANIZATIONAL RELATIONSHIPS:

Supervision: Reports to, receives direction from, and is evaluated by the Assistant

Superintendent,—EducationalServieesDirector of Curriculum and

Instruction or designee.

Internal Contacts: Regular contact with teachers, school library/media assistants, library
clerkHibraryfinstructional media assistantteehnisian, school principals
and other administrative personnel, parents/quardians, volunteers, as
well as business, warehouse and other district staff members.

External Contacts: Frequent contact with textbook vendors and publishing company
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representatives; some contact with the general public.
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KNOWLEDGE AND ABILITIES
KNOWLEDGE OF:
Filing systems and standard record-keeping methods.

Modern office practices, procedures and equipment, including the operation of a-cemputer

work-station-technology and other office equipment-including-a-typewritercalculatorand
copier..

Correct standard American English usage, grammar, spelling, punctuation, and vocabulary.
Terms and abbreviations used in the shipment and receipt of merchandise.

Basic arithmetic, including addition, subtraction, multiplication and division of both whole
numbers and fractions, and use of percentages.

Oral and written communication techniques.
Interpersonal skills using tact, patience and courtesy.
ABILITY TO:

Order, receive, process and distribute textbooks and other materials in accordance with
approved or established procedures, including on-line eemputerized-access-systems.

eepy gwgment.

Maintain records and prepare reports.

Compose appropriate correspondence independently.
Understand and follow oral and written directions.

Communicate effectively both orally and in writing.

Establish and maintain effective working relationships with others.

Litt obi b ” s,

Make arithmetic calculations quickly and accurately.
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File alphabetically and numerically with speed and accuracy.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: graduation from high school, plus two years of professional
work-related experience in clerical, library, media center, and/or warehouse work.

LICENSES AND OTHER REQUIREMENTS:

Possession and maintenance of a valid California Drivers License, and-areliable-insured

PHYSICAL DEMANDS:

While performing the duties of this job, the employee is regularly required to do the
following:
e Grasp, grip, handle, or use hands for fine motor tasks.
e Frequently required to sit and reach with hands and arms.
e Often required to stand, bend, walk, climb or balance, stoop, kneel, or crouch and
move rapidly.
¢ Frequently talk, hear, and listen.
Occasionally push and pull.
e Specific vision abilities required of the person in this job include close vision, color
vision, peripheral vision, depth perception, and the ability to change focus.
e Frequently lift and/or move objects weighing up to 50 pounds.
¢ Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.
o Work outdoors in different weather conditions for extended periods of time.
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WORK ENVIRONMENT:

Office environment; subject to occasional driving of a motor vehicle in the conduct of the
work performed. The noise level in the work environment is usually moderate.

PREPARED BY: Classified Personnel Department DATE: 10/1997
APPROVED BY: Board of Trustees DATE: 06/1985
APPROVED BY: Personnel Commission DATE: 04/1985
REVISED BY: Personnel Commission DATE: 04/20000
REVISED BY: Personnel Commission DATE: 04/28/2026




Westminster School District
Memorandum

DATE: April 28, 2026

FROM: Rich Montgomery, Deputy Superintendent, Human Resources
Michael Kim, Executive Director, Human Resources

SUBJECT: Agenda item 3.16— Approve revised job description for the Visual and Performing
Arts Assistant

Through the CSEA/WSD negotiations (IBB) process, it was determined that a classification
study would be conducted each school year, with job classifications reviewed on a rotational
basis. During the 2025-2026 school year, selected job descriptions were reviewed by a
committee with input from employees in the classification. The purpose of this review was to
ensure job descriptions accurately reflected the current duties, responsibilities, knowledge and
abilities, and physical demands of each position.

The proposed revisions to the Visual and Performing Arts Assistant job description reflect
updates identified through this process. The Human Resources Department has worked
collaboratively with stakeholders to ensure alignment with operational needs. The revised job
description has been shared with CSEA and will proceed through the appropriate review
process prior to Board consideration.

The Human Resources Department recommends approval of the revised job description for
the Visual and Performing Arts Assistant.
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WESTMINSTER SCHOOL DISTRICT CLASSIFICATHION STATEMENTJOB DESCRIPTION

VISUAL AND PERFORMING ARTS ASSISTANT —Elementary
School

BASIC FUNCTION:

Under the direct supervision of the Director of Curriculum and Instruction, or designee,
support the Visual and Performing Arts program to elementary school students, by providing
instructional activities, and facilitating student engagement in Visual and Performing Arts.

ESSENTIAL DUTIES:

Facilitate visual and performing art lessons at elementary school sites.

Assist in establishing and maintaining standards of student behavior.

Create an environment that is conducive to learning and appropriate to the maturity and
interests of the students.

Support Beliver classroom instruction and-in preparation of prepare-lesson plans and materials
for classes in an assigned specialized subject-matter areas.-ncluding-media-orvisual-arts-

Provide students with the necessary materials to participate in program assignments.

Assists in school-wide emergency preparedness and procedures.
Alert the teacher to the special needs of individual students.
Provide escort-and-assistance to children as necessary.

Prepares-Support lessons as directed by the teacher; administers and scores a variety of
testsassessments.

Observe and eentrelmanage the behavior of students according to approved procedures.
Reports progress regarding student performance and behavior.

Assists students by providing proper examples, emotional support, a friendly attitude, and
general guidance.

Confers, as needed, with teachers concerning programs and materials to meet student needs.

Help maintain a variety of records for students, instruments, accessories, and supplies.



Page 2
Take all necessary and reasonable precautions to pretect-ensure student_safety and protects;
equipment, materials, and facilities.

Assist in the organization, maintenance and storage of equipment.

Set up equipment for the class.

Participates in meetings and professional development as necessary.

Perform job related work as assigned.

KNOWLEDGE AND ABILITIES:

General knowledge of the practices, methods, and techniques used in visual and performing
arts.

Ability to maintain confidential files and information and to compile reports.

Skill in the use of visual and performing arts equipment.

Performs a variety of clerical duties in relation to student instruction, such as the preparation
of instructional materials, scoring testsassessments, recording grades and attendance, as well
as maintaining records and files.

Ability to operate standard officeword-and data processing equipment.

Ability to establish and maintain effective working relationships with teachers, parents,
students, and the community.

ORGANIZATIONAL RELATIONSHIPS:

Supervision: (1) Is responsible to/evaluated by the Director of Curriculum and Instruction
or
designee.

(2) Receives supervision and direction from a certificated teacher or
supervisor to which assigned.

(3) May provide limited work direction and guidance to volunteers and student
helpers.

Internal (1) Continuous contact with students and teachers.
Contacts:
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(2) Continuing contact with the school principal and school office staff.

(3) Some contact with other instructional assistants, custodial employees, and
noon duty personnel.

PHYSICAL DEMANDS:

ik Sesistarce-» accomr

While performing the duties of this job, the employee is regularly required to do the following:

o Grasp, grip, handle, or use hands for fine motor tasks.

¢ Frequently required to sit and reach with hands and arms.

e Often required to stand, bend, walk, climb or balance, stoop, kneel, or crouch and move
rapidly.

o _Frequently talk, hear, and listen.

e Occasionally push and puill.

e Specific vision abilities required of the person in this job include close vision, color vision,
peripheral vision, depth perception, and the ability to change focus.

o Frequently lift and/or move objects weighing up to 25 pounds.

o Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

o Work outdoors in different weather conditions for extended periods of time.

EDUCATION AND EXPERIENCE:

High School Diploma or GED required and some experience in working with children. Some
college-level coursework in visual and performing arts is desirable. Experience in visual and
performing arts is also desirable.

LICENSES-AND-OTHER-REQUIREMENTS:
P , ¢ L CA drivers.l -

PREPARED BY: Human Resources Department DATE: 03/2024
APPROVED BY: Personnel Commission DATE: 4/23/2024
APPROVED BY: Board Of Trustees DATE: 5/23/2024
REVISED BY: Personnel Commission DATE: 04/28/2026




Westminster School District
Memorandum

DATE: April 28, 2026

FROM: Rich Montgomery, Deputy Superintendent, Human Resources
Michael Kim, Executive Director, Human Resources

SUBJECT: Agenda Item 3.17— Approve revised job description for the Lead, Paraeducator
Behavior and Instructional Support

Through the CSEA/WSD negotiations (IBB) process, it was determined that a classification
study would be conducted each school year, with job classifications reviewed on a rotational
basis. During the 2025-2026 school year, selected job descriptions were reviewed by a
committee with input from employees in the classification. The purpose of this review was to
ensure job descriptions accurately reflected the current duties, responsibilities, knowledge and
abilities, and physical demands of each position.

The proposed revisions to the Lead, Paraeducator Behavior and Instructional Support job
description reflect updates identified through this process. The Human Resources Department
has worked collaboratively with stakeholders to ensure alignment with operational needs. The
revised job description has been shared with CSEA and will proceed through the appropriate
review process prior to Board consideration.

The Human Resources Department recommends approval of the revised job description for
the Lead, Paraeducator Behavior and Instructional Support.
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WESTMINSTER SCHOOL DISTRICT JOB DESCRIPTION

LEAD, PARAEDUCATOR BEHAVIOR AND INSTRUCTIONAL SUPPORT

BASIC FUNCTION:

Under the direction of a Behavior Program Supervisor-experienced-in-autism, and the general
supervision of the Administrator, Student Services, assists with the coordination of the
Applied Behavior Analysis (ABA) program, oversees activities of Paraeducator/Behavior and
Instructional Support staff and provides training and instruction to entry level and less
experienced Paraeducator/Behavior and Instructional Support staff, conducts scheduling and
other organizational duties necessary for the functioning of the program and performs related
work as assigned.

ESSENTIAL DUTIES:

Assist Paraeducator/Behavior and Instructional Support staff, with the implementation and
reinforcement of ABA training, providing demonstration and instruction to less experienced aides
through appropriate instructional methodologies and techniques such as modeling and/or
shadowing.

Responds to emergency student behavior at sites and supports staff within a swift response time.
Observe drills and conduct probes to implement behavioral strategies and program modifications
in accordance with the student’s Individual Education Plan (IEP); report and provide input to
certificated staff regarding student’s performance, behavior and progress.

Act as a liaison between the Behavior Program Supervisor, and Paraeducator/Behavior and
Instructional Support staff; ard-staff-and other consultants/Student Services Administrators.

Determine supply and material needs necessary for program implementation. Collect and create
materials needed for each individualized program.

Participate in on-going training programs with district employees, and West Orange County
Consortium for Special Education (WOCCSE).

Provides Applied Behavior Analysis therapy, including intensive behavior intervention; to

childrenstudents-diagnosed-with-autism.

Organizes and maintains program notebooks, materials, and confidential student records;
utilizing a computer workstation and other office equipment.

Assures the health and safety of assigned students by following health and safety rules.

Collects data, and writes short narrative therapy reports regarding a child's progress and other
interesting incidents; and submits the information to his/her supervisor for evaluation.
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Work confidentially with discretion.

OTHER REPRESENTATIVE DUTIES:

May assist students in classroom activities and/or transferring students to and from busses,
classrooms, and events.

May work with the children in their development of basic academic skills, psycho-motor skills,
self-help skills, and social skills.

May serve as a substitute for an absent Paraeducator/Behavior and Instructional Support staff.

When working with children, implements behavioral strategies and program modifications in
accordance with the students’ Individual Education Plan (IEP).

May assist assigned children with basic care activities, including dressing, toileting, feeding,
grooming and some medical needs.

Performs a variety of clerical duties in relation to student instruction and the creation and
maintenance of files and records.

Performs other job--related duties as requestedrequired.

ORGANIZATIONAL RELATIONSHIPS:

Supervision: Reports and is evaluated by- the Behavior Program Supervisor for work
direction, particularly in the area of -Applied Behavior Analysis, and to the
Administrator, Student Services

Internal Contacts: Continuous contact with members of the Special Education staff, including
teachers, psychologists, therapists, specialists, the Student Services
Administrators, school principals, and clerical support personnel.

External Contacts: Occasional contact with parents and/or legal guardians.

KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF:

The general needs and behavior of children-diaghesed-with-autism; including an understanding
of the children’s unique learning needs.

Appropriate behavior management techniques and interventions for use with special-education
all students.

Applied Behavior Analysis methods and record keeping.

Effective training practices and principles.

Child guidance principles and practices, especially as they relate to children-diagnosed-with



autismbehavior intervention.

Basic subjects taught in elementary schools, including arithmetic, grammar, spelling, language,
and reading.

Safe practices for in-classroom and playground recreational-activities.

Standard American English usage, grammar, spelling, punctuation, and vocabulary.
Reading and writing communication skills.

Oral and written communications skills.

Interpersonal skills; using tact, patience, and courtesy.

Record-keeping techniques.

ABILITY TO:
Problem solve and use good judgment.
Provide direction and work guidance to others.

Motivate and guide the work of others.

Establish and maintain effective relationships with children diagnesed-with-autism-and their
parents or guardians.

Supervise children diagnesed-with-autism-without other direct assistance; demonstrating an
understanding, patient and receptive attitude toward assigned students.

Tutor individuals or small groups of students diaghresed-with-autism-in general and special day
class placements.

Implement social skills training in accordance with a child’s Individual Education Plan (IEP).
Implement- Applied Behavior Analysis techniques in accordance with prescribed procedures.

Be punctual, maintain therapy-schedules, and keep children focused on assigned tasks for the
specified durations prescribed.

Administer-Provide ren-cerporaldiscipline to assigned students in accordance with prescribed
procedures and approved policies.

Exercise flexibility, patience and sensitivity while working in difficult situations.
Utilize and apply speech and language and psycho-motor therapy techniques as prescribed.
Print and write legibly.

Make arithmetic calculations quickly and accurately.



Learn the procedures, functions, and limitations-scope of assigned duties.
Understand and follow both oral and written directions.

Ability to write routine reports.

Communicate effectively with children and adults.

Operate a computer and other office equipment.

Read, interpret, and follow rules, regulations, policies and procedures.

Perform clerical duties, such as filing, duplicating, and maintaining simple records.
Worl fidentially_with-discretion.

Establish and maintain effective working relationships with other staff members.

EDUCATION AND EXPERIENCE:

Education

1. Completion of at least two years of study at an institution of higher education.
Or

2. Possession of an associate’s degree or higher.

3. Knowledge of, and ability to assist in, instructing reading, writing, and mathematics
demonstrated through a local or state assessment that is appropriate to the
responsibilities to be assigned to the paraprofessional.

I —High-sehesldiplomaoriissonbalerns

24. College-level training in childcare, psychology, education, and training of atypical
children preferred.

Experience
3.5. One (1) year or more of related experience and/or training in working with special
education students as a Paraeducator Instructional Support, or Paraeducator/Behavior
and Instructional Support staff.
4-6. Documented completion of 40 hours of Applied Behavior Analysis (ABA) training.
5.7. Lead or Supervisory experience preferred.

PHYSICAL DEMANDS:

While performing the duties of this job, the employee is reqularly required to do the following:
o Grasp, grip, handle, or use hands for fine motor tasks.
o Frequently required to sit and reach with hands and arms.




D08 o Often required to bend, stand, walk, climb or balance, stoop, kneel, or crouch and move

D09 rapidly.

P10 o Frequently talk, hear, and listen.

D11 e _Occasionally push and pull.

D12 ¢ __Specific vision abilities required of the person in this job include close vision, color vision,
D13 peripheral vision, depth perception, and the ability to change focus.
D14 o Frequently lift and/or move objects weighing up to 25 pounds.

D15 ¢ Occasionally lift and/or move objects weighing up to 60 pounds.
D16 o Reasonable accommodations may be made to enable individuals with disabilities to
D17 perform the essential functions.

D18 ANhi ming-the-duties-of-thisjob

D19 —gFip; -

D20 —FEroguonthroguirod-o-sit

D21 j ; L

P22 EAErAs

D23 +—Reachwith-hands-and-arms-

D24 —Froguonthy-tolls-hoarandiston:

D25 i :

D26

D27

D28

D29

D30

D31

D32

D33

D34  LICENSES AND OTHER REQUIREMENTS:

D35

P36  Possession of a valid California driver's license-and-insurability-by-the-District s liability-carrier.
D37

P38  Attendance at district-established ongoing training sessions and clinics is are requirement for
D39  continued employment.

D40

241

42 PREPARED BY: Classified Personnel Department DATE: 05/2005
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44 APPROVED BY: Board of Trustees DATE: 05/16/2005
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46 APPROVED BY: Personnel Commission DATE: 06/21/2005

47

48 APPROVED BY: Personnel Commission DATE: 08/26/2025
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50 APPROVED BY: Personnel Commission DATE: 04/28/2026
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Westminster School District
Memorandum

DATE: April 28, 2026

FROM: Rich Montgomery, Deputy Superintendent, Human Resources
Michael Kim, Executive Director, Human Resources

SUBJECT: Agenda Item 3.18— Approve revised job description for the Paraeducator Behavior
and Instructional Support

Through the CSEA/WSD negotiations (IBB) process, it was determined that a classification
study would be conducted each school year, with job classifications reviewed on a rotational
basis. During the 2025-2026 school year, selected job descriptions were reviewed by a
committee with input from employees in the classification. The purpose of this review was to
ensure job descriptions accurately reflected the current duties, responsibilities, knowledge and
abilities, and physical demands of each position.

The proposed revisions to the Paraeducator Behavior and Instructional Support job description
reflect updates identified through this process. The Human Resources Department has worked
collaboratively with stakeholders to ensure alignment with operational needs. The revised job
description has been shared with CSEA and will proceed through the appropriate review
process prior to Board consideration.

The Human Resources Department recommends approval of the revised job description for
the Paraeducator Behavior and Instructional Support.
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WESTMINSTER SCHOOL DISTRICT CLASSIFICATION-STATEMENTJOB DESCRIPTION

PARAEDUCATOR/BEHAVIOR and INSTRUCTIONAL SUPPORT

BASIC FUNCTION:

Under the direction of an Administrator of Student Services, assists a certificated teacher(s) or
specialist(s) in providing behavior support to students; perform independent-paraprofessional
duties related to regular and special education students with significant behavioral concerns;
perform instructional support and follow-up activities. Positions in this class are distinguished
from other Paraeducator positions by assignment to a variety of Special Education and General
Education classrooms throughout the district to implement behavioral intervention plans
designed by district behavior specialists; provides specialized assistance requiring specific
training in behavior related programs; provides instruction to entry-level instructional assistants;
assist supervisor on organizational and procedural issues.-and-perform-otherrelated-duties-as
Fegireds

ESSENTIAL DUTIES:
Assists in implementation of behavior intervention plans, and follow-up to individual students.

Enforce rules and reqgulations, and use Positive Behavior Intervention Supports (PBIS)

strategies with students.

Works with teachers, school psychologists, and West Orange County Consortium for Special
Education (WOCCSE) support staff, on the appropriate replacement behaviors, guidance and
strategies needed to further enhance the student's development.

Implements program accommodations and modifications as directed, and according to the needs
of the student'’s Individual Education Program (IEP).

Collects data and maintains records of student's progress in targeted behavior areas.

TFuters-Supports individual or small groups of students in specific areas of learning, reinforcing
instruction as directed by the teacher(s).

Assists teacher(s) in providing instructional materials to individuals, by reading and explaining
instructions, answering questions, and encouraging students to complete assignments.

Assists teacher(s) in supporting students in all curricular areas; reinforces learning concepts in
instructional areas; teaches and promotes self-help skills where needed; and encourages
questions and responses to stimulate learning.

Works with children in their development of psycho-motor skills, self-help skills and social skills.

Implements programs and lessons as directed by a certificated teacher or administration;
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CLASSIFICATION STATEMENT — PARAEDUCATOR - Behavior and Instructional Support
Page 2 of 6

administorsand-sesrosavarictyoliosts,
Observes and eentrols-supports the behavior of students according to approved procedures.

Reports progress regarding student performance and behavior to school staff.

Assists students by providing proper examples, emotional support, a positive attitude, and
general guidance.

Confers with teachers concerning programs and materials to meet student's needs.
Assures the health and safety of students by following health and safety rules.
Participates in meetings and in-service training programs as assigned.

Able to monitor children and respond promptly by moving to ensure student safety.

OTHER REPRESENTATIVE DUTIES:

Performs a variety of clerical duties in relation to student instruction, such as the preparation of
instructional materials, scoring—testsdata collection, recording grades and attendance,
maintaining records and confidential student files.

Assists assigned children with basic care activities including dressing, toileting, feeding,
grooming, and some medical needs.

Assists in the organization and supervision of physical education, and-games, and programs
designed to develop students' psycho-motor skills.

Provides support to the teacher by setting up work areas, displays, and exhibits; operating audio-
visual equipment; operating educational training equipment; as well as distributing and collecting
papers and supplies.

Attendance at district-established on-going training sessions and clinics are requirements for
continued employment.

Oversees students engaged in outdoor activities or on field trips as assigned.
Directs group activities of students as assigned.

Performs other job-related duties as assigned.

ORGANIZATIONAL RELATIONSHIPS:

Supervision: (1) Is responsible to and takes direction fromand—evaluated—by—an




CLASSIFICATION STATEMENT - PARAEDUCATOR - Behavior and Instructional Support
Page 3 of 6

Administrator of Student Services or Educational Services.-efthe-scheel(s)
to-whicl . .

Internal Contacts: (1) Frequent contacts with students, other school site personnel.

External Contacts: (1) Occasional contact with parents and/or legal guardians.

KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF:

Appropriate behavior management techniques and interventions for use with speeial-all
eduecation-students.

Child guidance principles and practices; especially as they relate to students with learning
disabilities.

Basic concepts of child growth and development, developmental behavior characteristics
particularly pertaining to students with special learning needs, behavior management strategies
and techniques relating to students who experience atypical behaviors.

Basic subjects taught in elementary and middle schools including arithmetic, grammar, spelling,
language, reading, and middle school algebra.

Safe practices for in-classroom and playground activities.
Standard American English usage, grammar, spelling, punctuation, and vocabulary.
Oral, written, and reading communication skills.

Interpersonal relations skills; using tact, patience, and courtesy.
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CLASSIFICATION STATEMENT - PARAEDUCATOR - Behavior and Instructional Support
Page 4 of 6

Record-keeping techniques.

ABILITY TO:

Demonstrate understanding, patience, and a receptive, positive attitude toward students of

varied age groups, particularly those exhibiting special needs.

Guide and inform practices Frain-and-provideleadership-to other staff members.

Learn behavior intervention strategies and procedures such as identifying antecedents and

consequences of behavior, function of behavior, and replacement behaviors.

Appropriately manage student behavior and guide students toward more acceptable social

behaviors.

Follow behavioral intervention plans-drafted-by-the-district school-psychologist.

Utilize a variety of instructional materials and procedures to enhance a positive educational

environment.

Communicate effectively in oral and written form.

Assist with instruction and related activities in a special-edueatien-learning environment.
Oversee and-disecipline-students in accordance with approved policies and procedures.
Print and write legibly.

Exercise flexibility, patience, and sensitivity.

Make arithmetic calculations quickly and accurately.

Learn the procedures, functions, and limitatiens-scope of assigned duties.

Operate instructional and office equipment.

Operate a-personal-computer{PC)technology and related software commonly used by
students_in an instructional setting.

i’erform clerical duties such as filing, duplicating, and maintaining simple records.
Understand and follow both oral and written directions.

Understand the exceptional needs of special-educationall students.

Establish and maintain cooperative working relationships with children and adults.

Perform simple clerical work and record keeping.
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Work confidentially with discretion.

Read, interpret, and follow rules, regulations, policies and procedures.

PHYSICAL DEMANDS:

While performing the duties of this job, the employee is regularly required to do the following:

Grasp, grip, handle, or use hands for fine motor tasks.

Frequently required to sit and reach with hands and arms.

Often required to bend, stand, walk, climb or balance, stoop, kneel, or crouch and move

rapidly.
Frequently talk, hear, and listen.

Occasionally push and pull.

Specific vision abilities required of the person in this job include close vision, color vision,

peripheral vision, depth perception, and the ability to change focus.
Frequently lift and/or move objects weighing up to 25 pounds.

Occasionally lift and/or move objects weighing up to 60 pounds.

Reasonable accommodations may be made to enable individuals with disabilities to

perform the essential functions.

1.

Completion of at least two years of study at an institution of higher education.

. Possession of an associate’s degree or higher.

Knowledge of, and ability to assist in, instructing reading, writing, and mathematics

demonstrated through a local or state assessment that is appropriate to the
responsibilities to be assigned to the paraprofessional.

. Demonstrated experience in working with children in a learning situation, preferably

children with special needs.

Forty hours of documented behavior training preferred.
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The possession of or the securing of a valid CPR/First Aid Certificate, or the completion of the
Westminster School District CPR training program, (Emergency Medical Services Authorized
Certificate or approved courses), within the first 3 months of employment in this classification.

PREPARED BY: Classified Personnel Department DATE: 09/2007

APPROVED BY: Board of Trustees DATE: 09/13/2007
APPROVED BY: Personnel Commission DATE: 09/25/2007
REVISED BY: Personnel Commission DATE:_12/20/2022
REVISED BY: Personnel Commission DATE: 04/28/2026




Westminster School District
Memorandum

DATE: April 28, 2026

FROM: Rich Montgomery, Deputy Superintendent, Human Resources
Michael Kim, Executive Director, Human Resources

SUBJECT: Agenda Item 3.19- Approve revised job description for the Paraeducator
Instructional Support

Through the CSEA/WSD negotiations (IBB) process, it was determined that a classification
study would be conducted each school year, with job classifications reviewed on a rotational
basis. During the 2025-2026 school year, selected job descriptions were reviewed by a
committee with input from employees in the classification. The purpose of this review was to
ensure job descriptions accurately reflected the current duties, responsibilities, knowledge and
abilities, and physical demands of each position.

The proposed revisions to the Paraeducator Instructional Support job description reflect
updates identified through this process. The Human Resources Department has worked
collaboratively with stakeholders to ensure alignment with operational needs. The revised job
description has been shared with CSEA and will proceed through the appropriate review
process prior to Board consideration.

The Human Resources Department recommends approval of the revised job description for
the Paraeducator Instructional Support.
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WESTMINSTER SCHOOL DISTRICT CLASSIFICATION-STATEMENTJOB DESCRIPTION

PARAEDUCATOR/ INSTRUCTIONAL SUPPORT

BASIC FUNCTION:

Under the direction of an assigned supervisor, assists a certificated teacher(s) or specialist(s) in
providing instruction to students in a special education learning environment; monitors and
reports student progress, behavior and performance. Positions in_this classification are
distinquished from other Paraeducator roles by their assignment to provide support to students
with mild to moderate needs in Special Day Classes and Resource Specialist

- Posiens—inthisclossare—dishnguis ted dropolbep 2

ESSENTIAL DUTIES:

Futers-Supports individual or small groups of students in specific areas of learning, reinforcing
instruction as directed by the teacher(s).

Assists teacher(s) in providing instructional materials to individuals, by reading and explaining
instructions, answering questions, and encouraging students to complete assignments.

Assists teacher(s) in supporting students in all curricular areas; reinforces learning concepts in
instructional areas; teaches and promotes self-help skills where needed; and encourages
questions and responses to stimulate learning.

Works with children in their development of psycho-motor skills, self-help skills, and social skills.

Implements lessons as directed by the teacher;_assists with data collection. administers-and

scores-a-variety-of tests.:
Observes and eentrols-supports the behavior of students according to approved procedures.

Reports progress regarding student performance and behavior to school staff.

Assists students by providing proper examples, emotional support, a positive attitude, and
general guidance.

Enforce rules and regulations, and use Positive Behavior Intervention Supports (PBIS)
strategies with students.

Serve or assist students with serving snacks and meals for themselves, as appropriate: clean
up serving areas after meals and guide students in cleanup activities.

Confers-Collaborates with teachers concerning programs and materials to meet student needs.
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Assures the health and safety of students by following health and safety rules.

Attend staff meetings, conferences and in-service training programs, as directed.

Able to monitor children and respond promptly by moving to ensure student safety.Participatesin

octings-andinsorvicoralnipe-programs—asassignods

OTHER REPRESENTATIVE DUTIES:

Performs a variety of duties in relation to student instruction, such as the preparation of
instructional materials, data collection, and attendance, as well as maintaining records and

files.

Assists assigned children with basic care activities including dressing, toileting, feeding,
grooming and some medical needs.

Assists in the organization and supervision of physical education and games programs designed
to develop students' psycho-motor skills.

Provides support to the teacher by setting up work areas, displays, and exhibits; operating audio-
visual equipment; operating educational training equipment; as well as distributing and collecting
paper and supplies.

Directs group activities of students as assigned.

Oversees students engaged in outdoor activities or on field trips as assigned.

Performs other job-related duties as assigned.

ORGANIZATIONAL RELATIONSHIPS:

Supervision: (1) Reports and takes direction from the site administrator or designee.

Internal Contacts: (1) Frequent contacts with students, other school site personnel.




CLASSIFICATION STATEMENT — PARAEDUCATOR/Instructional Support
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00
01 External Contacts: (1) Frequent contact with parents and/or legal guardians.
02 Internal-Contacts:—{1)-Continuous-contact with-teachers-and students:
03
04
05
06
07
08
09

110

111 KNOWLEDGE AND ABILITIES:

112

113 KNOWLEDGE OF:

114
15 Appropriate behavior management techniques and interventions for use with special-all
16 eduecation-students.

117

118  Child guidance principles and practices; especially as they relate to students with learning

119 disabilities.

120

121  Basic subjects taught in elementary and middle schools, including arithmetic, grammar, spelling,

122  language, reading, and middle school algebra.

123

124  Safe practices for in-classroom and playground activities.

125

126  Standard American English usage, grammar, spelling, punctuation, and vocabulary.

127

128  Oral and written communications skills.

129

130 Interpersonal relations skills using tact, patience, and courtesy.

131

132  Record-keeping techniques.

133

134  ABILITY TO:

135

136  Assist with instruction and related activities in a spesial-edusation-learning environment.

137

138  Oversee and discipline students in accordance with approved policies and procedures.

139

140  Print and write legibly.

141

142  Exercise flexibility, patience and sensitivity.

143

144  Make arithmetic calculations quickly and accurately.
145

146 Learn the procedures, functions, and liritatiens-scope of assigned duties.
147
148  Operate instructional and office equipment.
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Operate a-personal-computerH{RPCitechnology and related software commonly used by
students for instruction.-

Perform clerical duties, such as filing, duplicating, and maintaining simple records.
Understand and follow both oral and written directions.

Establish and maintain cooperative working relationships with children and adults.
Read, interpret, and follow rules, regulations, policies and procedures.
Understand the exceptional needs of special-educationall students.

Work confidentially with discretion.

PHYSICAL DEMANDS:

While performing the duties of this job, the employee is regularly required to do the following:
e _Grasp, grip, handle, or use hands for fine motor tasks.

Frequently required to sit and reach with hands and arms.

Often required to bend, stand, walk, climb or balance, stoop, kneel, or crouch and move

rapidly.

Frequently talk, hear, and listen.

Occasionally push and pull.

Specific vision abilities required of the person in this job include close vision, color vision,

peripheral vision, depth perception, and the ability to change focus.

¢ Frequently lift and/or move objects weighing up to 25 pounds.

¢ Occasionally lift and/or move objects weighing up to 60 pounds.

¢ Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

1. Completion of at least two years of study at an institution of higher education.

or
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2. Possession of an associate’s degree or higher.
or
3. Knowledge of, and ability to assist in, instructing reading, writing, and mathematics
demonstrated through a local state assessment, that is appropriate to the responsibilities
to be assigned to the paraprofessional.
And
1. Demonstrated experience in working with children in_a learning situation; preferably
children with learning problems.

LICENSES AND OTHER REQUIREMENTS:

The possession of or the securing of a valid CPR/First Aid Certificate, or the completion of the
Westminster School District CPR training program, (Emergency Medical Services Authorized
Certificate or approved courses), within the first 3 months of employment in this classification.

ha Ame Rad a a

PREPARED BY: Classified Personnel Department DATE: 09/2007

APPROVED BY: Board of Trustees DATE: 09/13/2007
APPROVED BY: Personnel Commission DATE: 09/25/2007
REVISED BY: Personnel Commission DATE: 04/28/2026




Westminster School District
Memorandum

DATE: April 28, 2026

FROM: Rich Montgomery, Deputy Superintendent, Human Resources
Michael Kim, Executive Director, Human Resources

SUBJECT: Agenda Item 3.20- Approve revised job description for the
Paraeducator/Specialized Health and Instructional Support

Through the CSEA/WSD negotiations (IBB) process, it was determined that a classification
study would be conducted each school year, with job classifications reviewed on a rotational
basis. During the 2025-2026 school year, selected job descriptions were reviewed by a
committee with input from employees in the classification. The purpose of this review was to
ensure job descriptions accurately reflected the current duties, responsibilities, knowledge and
abilities, and physical demands of each position.

The proposed revisions to the Paraeducator/Specialized Health and Instructional Support job
description reflect updates identified through this process. The Human Resources Department
has worked collaboratively with stakeholders to ensure alignment with operational needs. The
revised job description has been shared with CSEA and will proceed through the appropriate
review process prior to Board consideration.

The Human Resources Department recommends approval of the revised job description for
the Paraeducator/Specialized Health and Instructional Support.
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WESTMINSTER SCHOOL DISTRICT JOB DESCRIPTIONCLASSIFICATHON-STATEMENT

PARAEDUCATOR/ SPECIALIZED HEALTH
and INSTRUCTIONAL SUPPORT

BASIC FUNCTION:

Under the direction of an assigned supervisor, assists a certificated teacher(s) or specialist(s)
in providing instruction to students in a special education learning environment; monitors and
reports student progress, behavior and performance. Positions in this class are distinguished
from other Paraeducator positions by assignment to perform special physical health

procedures for students; maintain health records and files; and-de-related-work-asrequired;

under the direction of the credentialed school nurse.

ESSENTIAL DUTIES:

Performs specialized health services and/or procedures including but not limited to
catheterization, gastrostomy tube feeding, suctioning, and blood sugar level reading as required
for students.

Maintains required documentation and records.

Assists students in toileting, may change diapers and clothing as necessary.

Assists specialeducation-students with-meals;-assists-and supervises special-education-students
getting on and off the bus.

Serve or assist students with serving snacks and meals for themselves, as appropriate; clean
up serving areas after meals and guide students in cleanup activities.

Pushes students in wheelchairs.

Administers prescribed medications to students according to physician orders and under the
direction of a credentialed school nurse.

Administers first aid and handles medical emergencies in the absence of the school nurse;
follows established guidelines and procedures.

Cleans and/or disinfects all related equipment; monitors inventory of appropriate supplies.
Monitors inventory or appropriate materials and supplies needed to administer specialized health
care procedures; ensures adequate supply levels are maintained and checks equipment

periodically for proper functioning and to ensure sanitary standards are met.

Futers-Supports individual or small groups of students in specific areas of learning, reinforcing
instruction as directed by the teacher(s).
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CLASSIFICATION STATEMENT — PARAEDUCATOR/SPECIALIZED HEALTH and Instructional Support
Page 2 of 6

Assists teacher(s) in providing instructional materials to individuals by reading and explaining
instructions, answering questions, and encouraging students to complete assignments.

Assists teacher(s) in supporting students in all of the curriculum areas including reading, phonics,
math, spelling, writing and art; reinforces learning concepts in instructional areas; teaches and
promotes self-help skills where needed; and encourages questions and responses to stimulate
learning.

Works with children in their development of psycho-motor skills, self-help skills and social skills.

Implements lessons as directed by the teacher; assists with data collection.Prepareslessons-as
T T her-admini I ; f tosts.

Observes and manages-supports the behavior of students according to approved procedures.
Reports progress regarding student performance and behavior to school staff.

Assists students by providing proper examples, emotional support, a friendly attitude, and
general guidance.

Enforce rules and regulations, and use Positive Behavior Intervention Supports (PBIS)
strateqies with students.

ConfersCollaborates—as—needed, with teachers concerning programs and materials to meet
student's needs.

Assures the health and safety of students by following health and safety rules.
Directs group activities of students as assigned.
Participates in meetings and in-service training programs as assigned.

Able to monitor children and respond promptly by moving to ensure student safety.

OTHER REPRESENTATIVE DUTIES:

Performs a variety of duties in relation to student instruction, such as the preparation of
instructional materials, data collection, and attendance, as well as maintaining records and

files.

Assists assigned children with basic care activities, including dressing, toileting, feeding,
grooming and some-medical needs.

Assists in the organization and supervision of physical education and games programs designed
to develop students' psycho-motor skills.
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Provides support to the teacher by setting up work areas, displays, and exhibits; operating audio-
visual equipment; operating educational training equipment; as well as distributing and collecting
paper and supplies.

Oversees students engaged in outdoor activities or on field trips as assigned.

Performs other job-related duties as assigned.

ORGANIZATIONAL RELATIONSHIPS:

Supervision: (1) Is responsible to and evaluated by the principal(s) of the school(s) to which
assigned.

(2) Receives supervision and direction from the certificated teacher(s) to which
assigned.

(3) Receives direction and training from assigned credentialed school nurse.

(4) May provide limited work direction-and-guidance to volunteers, student helpers,
and less experienced paraeducators.

Internal Contacts: (1) Continuous contact with teachers and students and credentialed school
nurse.

(2) Continuing contact with the school principal and school office staff.
(3) Some contact with other district staff and other paraeducators.

External Contacts: Some contact with parents or guardians of students as necessary.

KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF:

Appropriate behavior management techniques and interventions for use with specialeducation
all students.

Correct medical procedures for specialized health services.

Child guidance principles and practices; especially as they relate to students with learning
disabilities.

Basic subjects taught in elementary and middle schools including arithmetic, grammar, spelling,
language, reading, and middle school algebra.

Safe practices for in-classroom and playground activities.
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Standard American English usage, grammar, spelling, punctuation, and vocabulary.
Oral and written communications skills.

Interpersonal relations skills using tact, patience, and courtesy.

Record-keeping techniques.

ABILITY TO:

Assist with instruction and related activities in a specialedueation-learning environment.

Learn and perform specialized health care procedures.

Analyze situations and take appropriate action according to established procedures and
emergency medical guidelines.

Oversee and discipline students in accordance with approved policies and procedures.
Print and write legibly.

Exercise flexibility, patience and sensitivity.

Make arithmetic calculations quickly and accurately.

Learn the procedures, functions, and limitatiens-scope of assigned duties.

Operate instructional and office equipment.

Operate technology and related software commonly used by students for instruction.

N - - ) aV¥a a¥allla lan

Perform clerical duties such as filing, duplicating, and maintaining simple records.
Understand and follow both oral and written directions.

Establish and maintain cooperative working relationships with children and adults.
Read, interpret, and follow rules, regulations, policies and procedures.
Understand the exceptional needs of special-educationall students.

Work confidentially with discretion.

PHYSICAL DEMANDS:
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While performing the duties of this job, the employee is regularly required to do the following:
e Grasp, grip, handle, or use hands for fine motor tasks.
e Frequently required to sit and reach with hands and arms.
e _Often required to bend, stand, walk, climb or balance, stoop, kneel, or crouch and move
rapidly.
Frequently talk, hear, and listen.
Occasionally push and pull.
Specific vision abilities required of the person in this job include close vision, color vision,
peripheral vision, depth perception, and the ability to change focus.
o The employee must frequently lift and/or move students and equipment
e Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

EDUCATION AND EXPERIENCE:

1. Completion of at least two years of study at an institution of higher education.

2. Possession of an associate’s degree or higher.

3. Knowledge of, and ability to assist in, instructing reading, writing, and mathematics
demonstrated through a local state assessment, that is appropriate to the responsibilities
to be assigned to the paraprofessional.

And
1. Demonstrated experience in working with children in a learning situation; preferably

LICENSES AND OTHER REQUIREMENTS:

The possession of or the securing of a valid CPR/First Aid Certificate, or the completion of the
Westminster School District CPR training program, (Emergency Medical Services Authorized
Certificate or approved courses), within the first 3 months of employment in this classification.
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ininstruction.

Ongoing specific medical training as required.

PREPARED BY: Classified Personnel Department DATE: 09/2007

APPROVED BY: Board of Trustees DATE: 09/13/2007
APPROVED BY: Personnel Commission DATE: 09/25/2007
REVISED BY: Personnel Commission DATE: 04/28/2026




Westminster School District
Memorandum

DATE: April 28, 2026

FROM: Rich Montgomery, Deputy Superintendent, Human Resources
Michael Kim, Executive Director, Human Resources

SUBJECT: Agenda Item 3.21- Approve revised job description for Paraeducator

Through the CSEA/WSD negotiations (IBB) process, it was determined that a classification
study would be conducted each school year, with job classifications reviewed on a rotational
basis. During the 2025-2026 school year, selected job descriptions were reviewed by a
committee with input from employees in the classification. The purpose of this review was to
ensure job descriptions accurately reflected the current duties, responsibilities, knowledge and
abilities, and physical demands of each position.

The proposed revisions to the Paraeducator job description reflect updates identified through
this process. The Human Resources Department has worked collaboratively with stakeholders
to ensure alignment with operational needs. The revised job description has been shared with
CSEA and will proceed through the appropriate review process prior to Board consideration.

The Human Resources Department recommends approval of the revised Paraeducator job
description.



0O NV & W N

WESTMINSTER SCHOOL DISTRICT CLASSIFICATION-STATEMENTJOB DESCRIPTION

PARAEDUCATOR

BASIC FUNCTION:

Under the direction of an assigned supervisor, provides assistance in facilitating, managing, and
providing activities to students from TK to 8th grade, before and after school.

ESSENTIAL DUTIES:

Provide assistance in the planning, organizing, scheduling, and facilitating_of activities designed
to promote the physical, creative, social skills-abilities along with the and-well-being of students.

Provide written observations on the manner in which assigned students interact with other
students and adults with whom they come in contact with.

Assist inthe-preparation-and-tuter-students in all curriculum areas; reinforce learning concepts
in instructional areas, and-encourage questions and responses to stimulate learning_in a

technological environment.

Prepare expanded learning materials that support academic content, physical fitness and
creativity.

Engage in the learning process with students and closely supervise them in the classroom and
outdoors.

Observe and eentrols-support the behavior of students according to approved procedures.

Enforce rules and regulations, and use Positive Behavior Intervention Supports (PBIS)
strategies with students.

Performs a variety of elerieal-duties in relation to student instruction, such as the preparation of

instructional materials, scoring-tests, recording-gradesdata collection, and attendance, as well

as maintaining records and files.

Serve or assist students with serving snacks and meals for themselves, as appropriate; clean up
serving areas after meals and guide students in cleanup activities.

Assist students by providing proper examples, emotional support, a friendly attitude, and
general guidance.

Provides-CPR first-aid-and-Ceares for ill or injured students as necessary.
Assure the health and safety of students by following health and safety rules.

Direct group activities of students as assigned.



50
51
52
53
54
55
56
57
58
59
60
61
62
63
64
65
66
67
68
69
70
71
72
73
74
75
76
77
78
79
80
81
82
83
84
85
86
87
88
89
90
91
92
93
94
95
96
97
98

PARAEDUCATOR
Page |2

Attend staff meetings, conferences and in-service training programs, as directed.

Support students in acquiring toileting skills.

Able to monitor children and respond promptly by moving to ensure student safety.

Performs other job-related duties, as assigned.

KNOWLEDFE AND ABILITIES:
KNOWLEDGE OF:
Child guidance principles and practices.

Appropriate student practices in the areas of cognitive development, socialization, and physical

fitness, ineluding-for all students.-with-special-needs—

Basic subjects taught in elementary schools, including arithmetic, grammar, spelling, language,
reading, and middle school algebra.

Reading and writing eemmunication-skills.

Appropriate behavior management techniques and interventions for use with elementary and/or
middle school age students.

Standard American English usage, grammar, spelling, punctuation, and vocabulary.
Basic health and honors district's wellness policy for students.

Interpersonal relations-skills; using tact, patience, and courtesy.

ABILITY TO:

Oversee and discipline students in accordance with approved policies and procedures.



PARAEDUCATOR

Page |3

Learn and apply basic routines and requirements for students of all ages.

Guide students by using Positive Behavior and Intervention Support (PBIS) strategies.
Print and write legibly.

Exercise flexibility, patience and sensitivity.

Establish and maintain effective working relationships with students, parents, supervisors and
other school district personnel.

Learn the procedures, functions, and limitations-scope of assigned duties.

Perform clerical duties, such as filing, duplicating, and maintaining simple records.

Maintain assigned equipment, supplies, and working areas in a clean and orderly condition.
Understand and follow both oral and written directions.

Read, interpret, and follow rules, regulations, policies and procedures.

Work confidentially with discretion.

Care and support injured or ill students. Learn-and-administerfirst-aid-and- CPR-techniques—

PHYSICAL DEMANDS:

While performing the duties of this job, the employee is reqularly required to do the following:

e Grasp, grip, handle, or use hands for fine motor tasks.
Frequently required to sit and reach with hands and arms.

o Often required to bend, stand, walk, climb or balance, stoop, kneel, or crouch and move

rapidly.
o Frequently talk, hear, and listen.

Occasionally push and pull.

e Specific vision abilities required of the person in this job include close vision, color vision,

peripheral vision, depth perception, and the ability to change focus.
o Qccasionally lift and/or move objects weighing up to 50 pounds.

Reasonable accommodations may be made to enable individuals with disabilities to

perform the essential functions.

EDUCATION AND EXPERIENCE:
1. At least two years of study (48 units with at least 6 college semester units in early
childhood education or closely-related subjects).

OR

2. Have at least 6 college semester units in early childhood education or closely-related
subjects and pass a rigorous local exam measuring knowledge of and ability to assist in






