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Public Session: 12:00 p.m. 
A. Organizational Functions 

1.Call to Order 
2.Roll Call 

Commissioners Present Absent 
Dr. Joseph Metoyer Jr., Chair X  
Joy Abbott, Vice Chair X  
Barbara Greenstein X  
Deborah Jansen X  
Lawrence Leone X  

B. Director’s Report was omitted from the original agenda but Director Carol Long provided 
the following report: 

Classification Studies 
One request to abolish one classification; 
One request to revise a classification; 
Both actions were a result of cyclical classification studies.  
 
Currently reviewing 27 classification projects that are part of the ongoing cyclical studies. 
Two of these studies are on hold; 
Two are going through the administrative review process; 
One is under review by various stakeholders before finalizing. 
 
Now completing studies for the Instructional Assistants with plans to bring recommendations 
forward at the next Regular Personnel Commission meeting in March. 
Recently completed orientations for Health Services classifications, and the Performing Arts 
classifications. 
 
Outside of our cyclical studies, there are seven position reclassification requests, five 
classification revisions, one new classification, and one request for salary reallocation.   
 
Recruitment 
Four eligibility lists for approval: 

Community College Police Dispatcher 
Construction Maintenance Manager 
IT User Systems Administrator 
Program Specialist 

 
Including additional names of employees who have qualified for bilingual certification.  
 
There are currently 17 recruitments in process, 13 upcoming, and three on hold. 
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Merit Rules Advisory Committee Update 
Presenting First Reading revisions to Chapter 15, which covers Resignations and Reinstatements, 
Merit Rule 11.10.5, which covers Sick Leave for Temporary Employees 
Merit Rule 12.4.1, which covers Health and Welfare Benefits. 
 
Cyclical Classification Studies – Next Cycle 
Personnel Commission plans to complete the first round of cyclical studies near the end of this 
fiscal year.  
The Spring semester will be dedicated to the review of aspects of processes to see if any changes 
are warranted. Input needs to be obtained from multiple stakeholders, including CSEA and 
District senior management.  
Processes being re-evaluted will include prioritization of studies, acceptance of requests for ad 
hoc studies, the agencies used for external market surveys, and processes used for conducting 
salary reviews.  

 
C. Public Comments: Non-Actionable Items from those in attendance. 

1. Longevity-February 2024 

5 YEARS 
Gilbert Luna, Skilled Maintenance Worker II, Maintenance 
Dawn Noguera, Human Resources Specialist, Human Resources 

Dr. Tre’Shawn Hall Baker and Sherri Lee-Lewis thanked and congratulated Dawn for 5 
years with SMC. 

 
10 YEARS 
Ruth Casillas, Program Coordinator-Workforce & Economic Development,  

Workforce & Economic Development 
 Tricia Ramos thanked and congratulated Ruth for 10 years with SMC. 

Mario Franco, Workforce & Economic Development Specialist,  
Workforce & Economic Development 
 Tricia Ramos thanked and congratulated Mario for 10 years with SMC. 

Jennifer Landa, Workforce & Economic Development Specialist,  
 Workforce & Economic Development 
  Tricia Ramos thanked and congratulated Jennifer for 10 years with SMC. 
Ann Marie Leahy, Senior Career Services Advisor, Career Services Center 
 
15 YEARS 
Kennisha Green, DSPS Specialist, Center for Students with Disabilities 
  Denise Henninger thanked and congratulated Kennisha for 15 years with SMC. 
Dena Sussman-Schechter, Sign Language interpreter III,  

Center for Students with Disabilities 
 Denise Henninger thanked and congratulated Dena for 15 years with SMC. 

25 YEARS 
Romano Vasquez, Information Technology Support Specialist, Academic Computing 
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D. Comments from the Vice President of Human Resources 

Vice President Sherri Lee-Lewis wished those in attendance a “Happy Black History 
Month”.  She encouraged everyone to participate in the college events related to Black 
History Month. 
She announced that Professional Development Day, scheduled for March 12, 2024 is a 
priority to the District.  She closed by acknowledging the work being done by Personnel 
Commission Staff and gave her thanks. 

E. Comments from the President of CSEA 
CSEA President Cindy Ordaz acknowledged and thanked all longevity recipients.  She 
went on to speak for membership by raising concerns regarding the cyclical review, 
including the interview and other parts of the process.  She wanted to stress the 
importance of impartiality during the reclassification process. 

F. Comments from the President of Management Association 
Dr. Lizzy Moore spoke on behalf of Scott Silverman to acknowledge and thank all 
longevity recipients. 

G. Comments from Personnel Commission Staff 
None. 

H. Comments from the Personnel Commissioners 
None. 
 

I. Agenda Reports: Major Items of Business 

Report 
Number Subject Page 

Number 

1 

First Reading of Amendment   
to Rules and Regulations of the Classified Service:  
Merit Rules Chapter 15 
Merit Rule 11.10.5 
Merit Rule 12.4.1 
No Action To Be Taken  

5 

2 Approval Request- 
Reschedule Regular Personnel Commission Meeting in April 12 

3 Request for Approval of Abolishing Classification:  
Child Care Services Supervisor  13 

4 
Request for Approval of Classification Revisions and Retitle:  
Program Coordinator – Community & Contract Education to 
Program Coordinator – Community Education  

14 

5 Review of Position Reclassification Study:  
Senior Veterans’ Resource Specialist 25 
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J. Consent Agenda 
 

Report 
Number Subject Page 

Number 
6 Establishment of Seniority List 30 
7 Advisory Item: Request for Reinstatement 32 
8 Ratification of Eligibility Lists 33 
9 Ratification of Meeting Minutes 34 

10 Ratification of Working Out of Class and Internal Limited Term 
Assignments 35 

11 Ratification of Limited Term Assignments 38 
12 Appointments to Limited Term Positions 39 
13 Appointments to Provisional Assignments 40 
14 Examination Schedule 41 
15 Extension of Eligibility Lists 42 
16 Personnel Commission Project Status Report 43 

 
K. Adjournment 
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Agenda Report Number  1 
Subject  First Reading of Amendment   

to Rules and Regulations of the Classified Service:  
Merit Rules Chapter 15 
Merit Rule 11.10.5 
Merit Rule 12.4.1 
No Action To Be Taken  

Date  February 21, 2024 
To  Members of the Personnel Commission 
From  Carol Long, Director of the Personnel Commission 

  
Proposed changes to Merit Rules Chapter 15, Merit Rule 11.10.5 and Merit Rule 12.4.1 are 
attached for a First Reading.    
 
Recommendations were developed with input from the Merit Rules Advisory Committee.   
The goals of these changes include updating and clarifying processes, and ensuring language is in 
compliance with relevant laws and applicable bargaining agreements.  
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Agenda Report Number   2 
Subject  Approval Request- 

Reschedule Regular Personnel Commission Meeting in April 
Date  February 21, 2024  
To  Members of the Personnel Commission  
From  Carol Long, Director of the Personnel Commission  
 
It is requested that the Personnel Commission approve rescheduling the regular Personnel 
Commission meeting in April as follows:  
 
FROM:   
Wednesday, April 17, 2024, 12:00 PM 
 
TO:     
Wednesday, April 24, 2024, 12:00 PM  
 
 
The Public Sector Human Resources Association of Southern California (PSHRA-SC), formerly the 
Southern California Public Management Association – HR (SCPMA-HR), has scheduled their 
spring conference in Long Beach for Wednesday, April 17, 2024.  The Director of the Personnel 
Commission and multiple Personnel Commission staff members are registered to attend this 
conference.  
 
Disposition by the Commission  
Motion Made By   Joy Abbott 
Seconded By   Barbara Greenstein 
Ayes   5 
Nays   0 
Abstentions   0 
Amendments/Comments    
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Agenda Report Number   3 
Subject  Request for Approval of Abolishing Classification:  

Child Care Services Supervisor  
Date  February 21, 2024  
To  Members of the Personnel Commission  
From  Carol Long, Director of the Personnel Commission  
By  Olga Gorman Vasquez, Personnel Analyst  
  
BACKGROUND  
  
As scheduled on the annual cyclical study calendar, Commission staff has been reviewing 
classifications in Specialized Programs, which includes the Child Care Services Supervisor. During 
the process Commission staff noted the following:   

• This classification has been vacant since 3/16/2019.  
• The Board of Trustees abolished this position on 6/6/2023.   
• Child care services are now offered through collaboration with the City of Santa 

Monica and contracted services.  
• The Department confirmed this role will no longer be filled by the District.   

  
There are currently no eligibility lists or reemployment lists for this classification. This proposal 
was sent for review to Department leadership, Business Services, Human Resources, and the 
College Superintendent/President.  
 
RECOMMENDATION  
 
It is recommended that the Personnel Commission approve abolishing the Child Care Services 
Supervisor classification.  
  
Disposition by the Commission  
Motion Made By   Lawrence Leone 
Seconded By   Barbara Greenstein 
Ayes   5 
Nays   0 
Abstentions   0 
Amendments/Comments    
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Agenda Report Number   4 
Subject  Request for Approval of Classification Revisions and Retitle:  

Program Coordinator – Community & Contract Education to 
Program Coordinator – Community Education  

Date  February 21, 2024  
To  Members of the Personnel Commission  
From  Carol Long, Director of the Personnel Commission  
By  Olga Gorman Vasquez, Personnel Analyst  
  
BACKGROUND  
  
Attached for your approval are the classification revisions for PROGRAM COORDINATOR – 
COMMUNITY & CONTRACT EDUCATION.  
  
As scheduled on the annual cyclical study calendar, Commission staff is reviewing the Program 
Coordinator – Community & Contract Education classification. The Program Coordinator – 
Community & Contract Education oversees, coordinates, and assists in the day-to-day operation 
and activities of the Community & Contract Education programs, by planning and scheduling 
course offerings based on student enrollment, facilities and faculty availability. The Santa Monica 
College Community & Contract Education program offers hundreds of classes to individuals who 
wish to explore their personal interests or enhance their careers at low-cost. Not-for-credit 
Community Education courses are designed to enrich lives through hands-on workshops and 
lively classes in art, writing, dance, and many other areas.  
  
The Program Coordinator – Community & Contract Education was established in March 2007. 
This classification was last revised in December 2011 to reflect a change in title and capture the 
updated organizational structure. This classification is currently vacant.  

  
METHODOLOGY  
 
This study was scheduled in the cyclical review calendar for 2021-2022. The incumbent at that 
time from the Program Coordinator – Community & Contract Education classification, as well as 
CSEA, were invited to participate in a class study orientation on November 8, 2021, to discuss 
the purpose of the study, methodology, timelines, possible outcomes and implications, and 
frequently asked questions. The incumbent was requested to complete a Position Description 
Questionnaire (PDQ) by December 13, 2021.  
   
Personnel Commission staff met with Scott Silverman, Dean of Noncredit & External Programs, 
to discuss the classification description.  In addition, the supervisor was requested to complete a 
duty analysis worksheet by rating the frequency and criticality of each duty in the current class 
description. Distinguishing characteristics were added to clarify related roles within the 
occupational series, and duties were added to more accurately reflect responsibilities assigned 
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to this classification. The knowledge, skills and abilities section were updated with standardized 
language.    
  
Additionally, a job evaluation and an external salary study of public agencies with positions that 
have comparable duties and responsibilities was conducted.  Salary data was gathered based on 
the comparison of positions with the level of duties and responsibilities most similar to the 
subject position.    
  
RESULTS  
  
Based on the data gathered, revisions to the class description and a retitle are being proposed to 
include a more accurate description of the work required. Additional changes serve to clarify the 
concept of the class, essential duties and KSAs (knowledge, skills and abilities).  
A comprehensive survey of comparable agencies was conducted. Sufficient market data was not 
available to utilize percentile ranking method of salary placement (i.e., at least 30% of surveyed 
jobs should be matched). Comparable agencies did not have an equivalent role in nature and 
level of responsibilities and differed in organizational structure and scope of programming. As a 
result, salary recommendation is based on internal alignment with the recently reviewed 
Program Coordinators.  
 
SALARY ALLOCATION                                                                                                                       
 
Commission staff found that this classification requires knowledge in specific program planning, 
logistics, marketing, and student enrollment practices and standards. An incumbent in this role 
has decision-making responsibilities for coordination of activities in support of the District’s 
Community & Contract Education program and services. Scope and complexities of the position 
are found in the varied duties related to class scheduling, instructor/faculty collaboration, 
student enrollment, logistics, budget expenditure tracking and financial reporting, and resource 
allocation. This classification is most comparable to the Program Coordinator – Emeritus in that 
both classifications require specialized knowledge regarding their particular program and their 
unique enrollment registration systems and processes and are assigned primary responsibility to 
oversee and coordinate day-to-day operations and activities. Therefore, salary reallocation is not 
recommended.  
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See internal comparison table below. Cyclical reviews for all the classifications in this job 
discipline are complete.  
  

JOB TITLE  RANGE  MIN   MAX    
% DIFF 
BETWEEN 
LEVELS  

Program Coordinator-Workforce & Economic 
Development  

39  $6,643   $8,075   4.99%  

Program Coordinator-Emeritus   37  $6,327   $7,690   0.00%  
Program Coordinator-Community Education 
(Retitled)  

37  $6,327   $7,690     

  
Cyclical review results were sent to Department leadership, CSEA, Business Services, Human 
Resources, and the Superintendent/President.  
  
RECOMMENDATION   
 
It is recommended that the Commission approve the proposed classification description 
revisions and retitle from Program Coordinator – Community & Contract Education to Program 
Coordinator – Community Education.   
  
Disposition by the Commission  
Motion Made By   Deborah Jansen 
Seconded By   Barbara Greenstein 
Ayes   5 
Nays   0 
Abstentions   0 
Amendments/Comments    
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Agenda Report Number  5 
Subject  Review of Position Reclassification Study:  

Senior Veterans’ Resource Specialist 
Date  February 21, 2024 
To  Members of the Personnel Commission  
From  Carol Long, Director of the Personnel Commission 
 
The Personnel Commission initially heard the appeal of a position classification study for Senior 
Veterans Resource Specialist at our regular meeting on September 20, 2023. At the meeting on 
September 20, Commissioners requested the Director of the Personnel Commission to present a 
written report outlining all steps taken by Personnel Commission staff in reviewing this position 
study request. This item was placed on the agenda again for our meeting on October 12, 2023, 
and again on December 20, 2023.  This item was pulled from both agendas, and a motion was 
made to table the “Consideration of Appeal” until a time and date to meet could be agreed upon 
by all parties.  
  
Our initial recommendations are as follows:  
  

1. The request for reclassification should be denied.  
2. Personnel Commission staff should conduct a formal salary review of the existing 

classification. While a formal salary review is not standard practice for all position 
reclassification studies, I am recommending that we move forward with this process, given 
the complexity of this request.  

3. The request for a classification title change is placed on hold until we have the opportunity 
to meet with the new supervisor who now oversees the Veterans Resource Center.   

 
The Commissioners, current incumbent, and CSEA have been sent a revised report outlining all 
steps taken during our review of the Senior Veterans Resource Specialist position and 
classification, justification for denying the position reclassification request, and recommendations 
for appropriate next steps.    
  
The chart which documents our current process for conducting Position Reclassification studies is 
pasted below. Commissioners are requested to review this chart, the revised full report, and 
recommendations listed above, in order to determine if all procedures were followed correctly, or 
if there is cause for a different outcome.  
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    Merit Rule 3.2.5 Interpretation of Classification Descriptions  
  

3.2.5  INTERPRETATION OF CLASSIFICATION DESCRIPTIONS  
  
A. The classification descriptions and their various parts shall be interpreted according to the 
following rules:.  
  

2. The description for each classification is considered as a whole in determining the 
class to which any position shall be allocated, giving consideration not to isolated 
clauses, phrases, or words, apart from their context but to the general duties, 
responsibilities, specific tasks, and qualification requirements as affording a 
picture of the positions included in the class. A classification is deemed 
appropriate when it describes eighty (80) percent of the duties and 
responsibilities assigned to a position.  

        
Merit Rule 3.3 Reclassification  
  
3.3.3  RECLASSIFICATION ANALYSIS  
  
A determination of whether a reclassification is appropriate will be based on an analysis of the 
duties and responsibilities currently assigned to the position. The analysis will assess:   
  

A. The nature and scope of each identified change in duties and responsibilities.  



Santa Monica College  
Personnel Commission Meeting Minutes Wednesday, February 21, 2024 

 
 

27 

B. The date the incumbent began the performance of the newly acquired duties and 
responsibilities.  

C. Clear and convincing evidence of the employee’s continued performance of the added 
duties and responsibilities.  

D. The extent to which the added duties and responsibilities are not accurately defined by 
the existing classification.  

E. If added duties and responsibilities are not incorporated within an existing classification, 
creation of a new classification may be appropriate.   

3.3.5 RECLASSIFICATION REVIEWS  
  

A. Within fifteen (15) calendar days from receipt of a reclassification request, the Director of 
Classified Personnel shall provide the employee with written acknowledgement 
indicating the general expected time schedule for the review of the position.   

B. Personnel Commission staff will review all pertinent documentation. If needed, this 
review will also include a site visit and/or interview with the incumbent and supervisor to 
identify actual duties assigned and performed; and additional reviews of work flow, work 
environment, work products, and any related documents.  

 Merit Rule 16.1 Complaint Procedures for Classified Personnel  
  
16.1.1  PURPOSE OF THE COMPLAINT PROCEDURE  
  
F. The Complaint Procedure is the medium through which permanent classified employees may 
bring complaints arising out of alleged violations of the Merit Rules.   
 
16.1.3 GENERAL PROCEDURES  
  
D.Complaints within the jurisdiction of the Commission shall be investigated by the Director of 
Classified Personnel.  Appropriate action shall be taken in response to the complaint.  The 
Director of Classified Personnel shall provide the Commission with a report of any action taken 
on a complaint.  

  
G.The resolution of a complaint by either the Director of Classified Personnel or the Commission 
shall be final and there shall be no further appeal or review.  

  
Disposition by the Commission  
Motion Made By   Barbara Greenstein 
Seconded By   Lawrence Leone 
Ayes   5 
Nays   0 
Abstentions   0 
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Amendments/Comments   Motion was made to proceed with 
recommendations: 
 
1.The request for reclassification should be 
denied.  
2.Personnel Commission staff should conduct a 
formal salary review of the existing classification. 
While a formal salary review is not standard 
practice for all position reclassification studies, I 
am recommending that we move forward with this 
process, given the complexity of this request.  
3.The request for a classification title change is 
placed on hold until we have the opportunity to 
meet with the new supervisor who now oversees 
the Veterans Resource Center.    
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J. Consent Agenda 
Report 

Number Subject Page 
Number 

6 Establishment of Seniority List 28 
7 Advisory Item: Request for Reinstatement 30 
8 Ratification of Eligibility Lists 31 
9 Ratification of Meeting Minutes 32 

10 
Ratification of Working Out of Class and Internal Limited Term 
Assignments 33 

11 Ratification of Limited Term Assignments 36 
12 Appointments to Limited Term Positions 37 
13 Appointments to Provisional Assignments 38 
14 Examination Schedule 39 
15 Extension of Eligibility Lists 40 
16 Personnel Commission Project Status Report 41 

 
 
Disposition by the Commission  
Motion Made By   Lawrence Leone 
Seconded By   Joy Abbott 
Ayes   5 
Nays   0 
Abstentions   0 
Amendments/Comments    
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Agenda Report Number  6 
Subject  Establishment of Seniority List 
Date  February 21, 2024 
To  Members of the Personnel Commission 
From  Carol Long, Director of the Personnel Commission 
 
As part of the continuing practice to update and maintain Seniority Lists for the District, we 
present the following seniority list for approval:  
 

Information Technology Support Specialist 
  
It is recommended that the Personnel Commission certify the seniority list effective February 21, 
2024. 
  
13.1.4 SENIORITY LISTS  

A. Seniority lists shall be prepared or updated for each class as necessary. When each list 
is initially established, it shall be approved by the Personnel Director and certified by the 
Personnel Commission before it is used.  
  
B. When a seniority list is initially established or updated, the list shall be made available 
to the employee(s) for review during a five (5) working day period before it is approved.  
  
C. During the prescribed review period, an employee who believes that an error has been 
made on his/her seniority computation shall notify the Personnel Director, who shall 
review the computations together with any additional information provided by the 
employee. The Personnel Director shall determine if a recomputation is appropriate and 
present an appropriate recommendation for action by the Personnel Commission.  
  
D. Seniority lists that are maintained will be available for inspection in the Classified 
Personnel Department.  
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Agenda Report Number  7 
Subject  Advisory Item: Request for Reinstatement 
Date  February 21, 2024 
To  Members of the Personnel Commission 
From  Carol Long, Director of the Personnel Commission 
 
The Personnel Commission is advised of the following requests for placement on the  
Reinstatement List as specified below.  
 

Name Classification Resignation Date Reinstatement 
Effective Dates 

Andrea de Brito Administrative Assistant I 2/13/2024 2/14/2024-5/13/2027 
 
Rule 15.2 REINSTATEMENT (EDUCATION CODE SECTION 88128) 
 
15.2.1 GENERAL PROCEDURES  
 A. A permanent employee who resigned in good standing may be reinstated in a vacant  
 position in his/her former class and status within 39 months of the last date of paid  
 service. He/she may also be reinstated in a vacant position in a lower related class, if  
 qualified, or in limited-term status in the same or lower class. Such reinstatement is  
 discretionary with the appointing authority.  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Santa Monica College  
Personnel Commission Meeting Minutes Wednesday, February 21, 2024 

 
 

33 

Agenda Report Number  8 
Subject  Ratification of Eligibility Lists 
Date  February 21, 2024 
To  Members of the Personnel Commission 
From  Carol Long, Director of the Personnel Commission 
 
 It is recommended that the Personnel Commission approve the following Eligibility Lists. 

Classification  
Number of 

Promotional 
Candidates  

Total Number of 
Candidates  Expiration Date  

Community College Police 
Dispatcher 0 6 2/11/2025 

Construction Maintenance 
Manager 2 2 2/11/2025 

It User System Administrator 4 11 2/22/2025 
Program Specialist 3 3 8/7/2024 
Special Skills – Bilingual 
English/Spanish 3 3 Ongoing 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Santa Monica College  
Personnel Commission Meeting Minutes Wednesday, February 21, 2024 

 
 

34 

Agenda Report Number  9 
Subject  Ratification of Meeting Minutes 
Date  February 21, 2024 
To  Members of the Personnel Commission 
From  Carol Long, Director of the Personnel Commission 
 
 It is recommended that the Personnel Commission approve the following Minutes: 
 

1. Regular Meeting Minutes - January 17, 2024 
2. Special Meeting Minutes - January 29, 2024 
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Agenda Report Number  10 
Subject  Ratification of Working Out of Class and Internal Limited Term 

Assignments 
Date  February 21, 2024 
To  Members of the Personnel Commission 
From  Carol Long, Director of the Personnel Commission 
 
 It is recommended that the Personnel Commission approve the following provisional working out 
of class assignments.  
  

I. Substitute Limited Term Assignment 
 
Name/Permanent Class Substitute Assignment Assignment Dates 
Giselle Gradilla,  
Administrative Assistant II 

Outreach and Recruitment 
Specialist 1/16/2024 to 6/11/2024 

Jasmine Revels, 
Instructional Assistant - English Tutoring Coordinator – English 2/1/2024 to 6/30/2024 

*Unless otherwise noted, WOC assignments are paid at 100%. 
 
 

II. Extension to Existing Working out of Class Assignment 
 

Name/Permanent Class WOC Assignment Dates of Initial 
Assignment Dates of Extension 

Karen Monzon, 
Personnel Analyst 

Human Resources 
Analyst – Employee & 

Labor Relations 
(Confidential) 

11/1/2023 to 3/5/2024 3/6/2024 to 4/16/2024 

Emily Raby, 
Custodian 

Custodial Operations 
Supervisor 9/5/2023 to 1/26/2024 1/27/2024 to 3/8/2024 

 
  
 
3.2.10   
 

A. CONCEPT OF WORKING OUT OF CLASSIFICATION 
 

1. Each classified employee shall be required to perform the duties of the position approved by the 
Board and classified by the Personnel Commission for the class to which he or she is assigned.  An 
employee may be required to perform other related duties consistent with the concept of the 
classification to which the position is assigned. 
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2. Classified employees shall not be required to perform duties and responsibilities which are not fixed 
and prescribed for their positions or are not consistent with the concept of the classification of their 
current position for any period of time which exceeds five (5) working days within a fifteen (15) 
calendar day period, or equivalent (i.e., four 10-hour working days within a fifteen (15) calendar day 
period) except as provided by this rule. 

 
3. Working out of class assignments are designed for temporary situations and shall not be used to 

place an employee in a long-term or permanent assignment in a higher or different classification.  
No employee shall be assigned to work out of class beyond the time limits specified in Merit Rule 
7.2 (Provisional Appointments) and Merit Rule 7.4 (Limited Term Appointments). 

 
B. Procedure for Supervisor Requesting Approval for Working Out of Class 
 
 3. The Director of Classified Personnel will advise the Office of Human Resources  
  of the findings and shall present those findings, including the recommended pay  
  differential, to the Personnel Commission for approval.  Confirmation of this  
  approval shall then be sent by the Personnel Commission to the Supervisor and  
  the employee, and forwarded to the Board of Trustees for final approval. 
 
Agreement between Santa Monica Community College and CSEA, Chapter 36, Article 11 
 
11.7   Work out of Classification 
  
 11.7.1 Definition: 
 

Working out of classification assignments shall not exceed a period of ninety (90) 
working days per fiscal year and no more than ninety (90) days in any one 
hundred eighty (180) day period. 

 
 11.7.3  Compensation: 
 

            a.  In the event that an employee is assigned duties at a higher classification as 
defined above and those duties make up at least fifty percent (50%) of the 
employee’s daily assignments, the employee salary shall be adjusted as set 
forth in Section 11.4.1. 

 
b.       If those duties make up less than fifty percent (50%) of the employee’s daily 

assignment, the District shall pay the employee equal to one half (1/2) of 
the stipend that would have been paid under sub division a (above) 

 
11.4   Salary on Promotion 
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11.4.1 When an employee is promoted to a position in a higher salary range, he/she 
shall receive the next higher dollar amount above his/her present rate of pay, 
but not less than the minimum of the new salary range.  If that amount is less 
than a one-step (5%) increase, the employee shall be placed at the next higher 
step over that authorized above. 

 
RECOMMENDATION 
 
It is recommended that the Personnel Commission approve the requests for working out-of-class 
for the appropriate stipend as indicated under subdivision a of CSEA, Chapter 36, Article 
11.7.3.b. (above). 
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Agenda Report Number 11 
Subject Ratification of Limited Term Assignments 
Date February 21, 2024 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
The Personnel Commission is requested to ratify the classification of the following Limited Term 
positions pursuant to Section [7.4.2(C)] of the Rules and Regulations of the Classified Service of 
the Santa Monica Community College District: 
 

Classification Department Effective Dates 
Student Services Clerk Welcome Center 1/29/2024-6/30/2024 
Student Services Clerk Welcome Center 1/29/2024-6/30/2024 
Student Services Clerk Welcome Center 1/29/2024-6/30/2024 
Student Services Clerk Welcome Center 2/27/2024-6/30/2024 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Santa Monica College  
Personnel Commission Meeting Minutes Wednesday, February 21, 2024 

 
 

39 

Agenda Report Number 12 
Subject Appointments to Limited Term Positions 
Date February 21, 2024 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
The Personnel Commission is advised that the following persons have been appointed to the 
following Limited Term positions from certified eligibility lists pursuant to Section [7.4.3(A)] of 
the Rules and Regulations of the Classified Service of the Santa Monica Community College 
District. 

Candidate Position Department Duration* Eligible List Date 
Denise Avila 
Galeana 

Student Services 
Clerk Welcome Center  1/29/2024-6/30/2024  8/30/2023 

Brittany Tostado Student Services 
Clerk Welcome Center 1/29/2024-6/30/2024 8/30/2023 

Mario Martin 
Olivares 

Student Services 
Clerk Welcome Center 1/29/2024-6/30/2024 8/30/2023 

Victoria Hong Student Services 
Clerk Welcome Center 2/27/2024-6/30/2024 8/30/2023 

*Not to exceed 960 hours or, in case of an appointment in lieu of an absent employee, is not to 
exceed the authorized absence of that employee. 
 
 
Reference Merit Rule 7.4.3 (A) –Eligibility for Appointment 
Limited term appointments shall be made from eligibility lists and employment lists in 
accordance with procedures for regular appointments. 
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Agenda Report Number 13 
Subject Appointments to Provisional Assignments 
Date February 21, 2024 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
The Personnel Commission is advised that the following persons have been appointed to the 
following provisional assignments, not to exceed 90 working days pursuant to Section 7.2 of the 
Rules and Regulations of the Classified Service of the Santa Monica Community College District. 

Candidate Position Department Duration* 
Taylor Anzai Cosmetology Assistant Cosmetology 1/31/2024-6/30/2024 
Steven Neal Profitt Events Assistant Performing Arts Center 11/21/2023-6/30/2024 
Shana Mofarrah-
Garcia Graphic Designer Marketing 2/12/2024-6/28/2024 

*Assignment ending dates may be adjusted as not to exceed 90 working days in a fiscal year 
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Agenda Report Number 14 
Subject Examination Schedule 
Date February 21, 2024 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
It is recommended that the Personnel Commission approve the following Examination Schedule:  
  

Class Title  Field of Competition Time 
Assistant Director of Human 
Resources-Employee and Labor 
Relations 

Merged Promotional and Open Competitive  3 weeks  

Cosmetology Assistant  Merged Promotional and Open Competitive  3 weeks  
Database Administrator Merged Promotional and Open Competitive  3 weeks  
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Agenda Report Number 15 
Subject Extension of Eligibility Lists 
Date February 21, 2024 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
The Personnel Commission Office is requesting that the following eligibility list(s) be extended as 
listed below:    
  

Classification 
Original 

Expiration 
Date 

Current 
Expiration 

Date 

Number of 
Candidates 

on List 

Number of 
Ranks on List 

Proposed 
Expiration 

Date 
Accompanist – Performance 8/25/2023 2/25/2024 8 6 4/25/2024 
Basic Needs Project Assistant 3/5/2024 3/5/2024 7 5 9/5/2024 

Director of Marketing and 
Communications 6/15/2023 3/15/2024 5 5 6/15/2024 

EOPS Specialist (Promotional) 2/29/2024 2/29/2024 5 4 8/29/2024 
Library Assistant 9/8/2023 3/6/2024 14 8 9/8/2024 

  
The Personnel Commission staff believes there are a sufficient number of available eligibles 
remaining to fill any future vacancies anticipated for the next six months.  
  
Merit Rule 6.2.3 (C) Duration of Eligibility List   
 6.2.3 (C)    
  

B. An eligibility list may be extended by the Personnel Commission for one or more 
periods, not to exceed a total of two years from the time the list was first established. 
The personnel Director shall base his/her recommendation for extension of an 
eligibility list on the following factors:  
 

1. a sufficient number of available eligibles remain to fill expected future vacancies;   

 
2. the composition of the list reflects appropriate representation of ethnic minorities,  
3. underrepresented groups, or non-traditional candidates;  

 
4. the field of competition in the occupational area has not changed dramatically.  

   
RECOMMENDATION  
It is recommended that the Personnel Commission approve extending the eligibility list shown 
above for an additional six months.  
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Agenda Report Number 16 
Subject Personnel Commission Project Status Report 
Date February 21, 2024 
To Members of the Personnel Commission 

From Carol Long, 
Director of the Personnel Commission 

 
Recruitment 
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Classification and Compensation 
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K.Adjournment at 12:49 p.m. 
 
Disposition by the Commission 
Motion Made By   Joy Abbott 
Seconded By   Lawrence Leone 
Ayes   5 
Nays   0 
Abstentions   0 
Amendments/Comments    
  
  
 

Weekday Month Day Year Time Venue 

Wednesday March 20 2024 12:00 p.m. 
Board Room/ 
Business Bldg.  
Room 117 

Wednesday April 17 2024 12:00 p.m. 
Board Room/ 
Business Bldg.  
Room 117 

Wednesday May 15 2024 12:00 p.m. 
Board Room/ 
Business Bldg.  
Room 117 

Thursday June 20 2024 12:00 p.m. 
Board Room/ 
Business Bldg.  
Room 117 

 
As required by law, the agenda for the February 21, 2024, Regular Meeting of the Santa Monica 
College Personnel Commission was posted on the Official District Website no later than 24 hours 
prior to the date and time of this meeting.  
 


