	Minute Record of  MUSD Personnel Commission Meeting

	Regular Meeting Held on  Monday, April 21, 2014

	



The Personnel Commission of the Madera Unified School District convened in a Regular Board Meeting in the District Boardroom, 1902 Howard Road, Madera, California on Monday, April 21, 2014 at 5:30 p.m.

ROLL CALL

Bruce Koch, Personnel Commission Chairperson 
Al Galvez, Personnel Commission Vice – Chair
Philip Janzen, Personnel Commissioner

Henry Perea, Director of Classified Human Resources
Mary Siegl, Human Resources Specialist, Personnel Commission   
Sandra Edwards, Human Resources Specialist, Personnel Commission
Curtis Manganaan, Director of Maintenance and Operations
Ed Gonzalez, Superintendent

1.        CALL TO ORDER OF PUBLIC MEETING 

Personnel Commissioner, Bruce Koch, called the Meeting to order at 5:30 pm. 
2.     
 PLEDGE OF ALLEGIANCE, OPENING, AND ACKNOWLEDGEMENT 

OF VISITORS AND MEDIA, 
Personnel Commissioner Philip Janzen, led the pledge of allegiance. There were no members of the media present.  
3. 
ADOPTION OF AGENDA 
It was moved by Personnel Commissioner Philip Janzen, seconded by Commissioner Al Galvez to adopt the agenda MOTION NO. 38-2013/14
           Ayes:

Commissioners Bruce Koch, Al Galvez, Philip Janzen
            Noes:

None

            Absent: 
None
            Abstained:
None
4.    COMMUNICATIONS 
There were no public comments.
5.     CONSENT AGENDA
It was moved by Personnel Commissioner Al Galvez, seconded by Commissioner Philip Janzen to adopt the consent agenda.  MOTION NO.39-2013/14
           Ayes:

Commissioners Bruce Koch, Al Galvez, Philip Janzen
            Noes:

None

            Absent: 
None
            Abstained:
None
6.     NEW BUSINESS
     A.  Discuss and approve revisions to Head Custodian I and Head Custodian II
          job descriptions

Sandra Edwards, Personnel Commission, presented the proposed changes.
It was moved by Personnel Commissioner Philip Janzen, seconded by Commissioner Al Galvez to remove the work location of middle school from the Head Custodian II job descriptions. It was agreed the middle school location would be added onto the Head Custodian I job description. MOTION NO. 40-2013/14, DOCUMENT NO. 18-2013/14, DOCUMENT NO. 19-2013/14
           Ayes:

Commissioners Al Galvez, Philip Janzen, 
            Noes:

Bruce Koch
            Absent: 
None
            Abstained:
None

     B.  Introduction of 2014-2015 Personnel Commission budget
Henry Perea, Director of Classified Human Resources, presented an overview of the 2014-2015 Budget.
Commissioner Galvez stated that the Classified Director of Human Resources salary has not changed over the past few years and the salary has not been permitted to receive the cost of living salary increase that was agreed upon to CSEA classified members.
Henry Perea, Director of Classified Human Resources, suggested a salary schedule be created for the Director of Classified Human Resource position.

7. 
INFORMATION AND REPORTS
Henry Perea, Director of Classified Human Resources, reported that the Personnel Commission had been invited to attend and present information to the District Instructional Leadership Team.
8.     ANNOUNCEMENTS 

None were made.

9.    ADVANCED PLANNING 

It was decided the next Personnel Commission Regular Meeting will be scheduled for:   
Thursday, May 15, 2014 (later rescheduled to May 22, 2014)

at 5:30 pm at 
        


Madera Unified School District Board Room

        


1902 Howard Road
      
              Madera, CA  93637

10.   SUGGESTED FUTURE AGENDA ITEMS
Commissioner Galvez asked for an update on a meeting with the Board of Trustees and Personnel Commission regarding the role and duties of the Personnel Commission. It was suggested that a Special Workshop meeting could be held for the Board of Trustees and Personnel Commission.
11.   ADJOURNMENT 
Commission Chairman Koch adjourned the Public Session at 5:48 p.m.  
______________________________________       Dated: May 16, 2014 
Mary Siegl 

Human Resources Specialist
_____________________________________

Henry Perea 
Director of Classified Human Resources
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                              Madera Unified School District            

Classified Job Description


Relief Bus Driver

Purpose Statement: 

    The job of Relief Bus Driver was established for the purpose of providing support for the educational process 

     with responsibilities specific to transporting students primarily over scheduled routes for home to school 

     transportation,ensuring vehicle is in safe operating condition; and ensuring safety of students during 

     transport, loading and unloading from buses. The primary difference between this position and the Bus 

     Driver classification is that the Relief Bus Driver does not have a regularly assigned route.

     This job reports to Director of Transporation.




Essential Functions

· Advises students and other passengers of appropriate behavior for the purpose of reinforcing established guidelines and maintaining passenger safety.

· Attends unit meetings, in-service training and workshops for the purpose of gathering information required to perform job functions.


· Cleans assigned vehicles, both interior and exterior for the purpose of ensuring safety, appearance, and sanitation of vehicle.


· Conducts emergency evacuation drills for the purpose of ensuring efficiency of procedures and complying with mandated requirements.


· Drives school buses for the purpose of transporting passengers primarily over scheduled routes to and from in a safe and timely manner.


· Monitors students and other passengers during transit for the purpose of ensuring the safe transportation of all passengers.


· Performs pre-trip and post-trip inspections (e.g. fluid levels, fuel,  tire pressure, exterior condition, etc.) for the purpose of ensuring the safe operating condition of the vehicle and complying with mandated guidelines.


· Prepares reports (e.g. field trips reports, incident reports, inspections records, passenger misconduct, mileage logs, student counts, routing information, etc.) for the purpose of documenting activities, providing written reference, conveying information, and/or complying with established guidelines.


· Responds to inquiries from students, parents, and/or staff for the purpose of providing the necessary information regarding transportation services.

Other Functions


· Performs other related duties as assigned for the purpose of ensuring the efficient and effective functioning of the work unit.  The Relief Bus Driver will be excluded from all trip rotation lists. 


Job Requirements: 

      Skills, Knowledge and Abilities

SKILLS are required to perform multiple tasks with a potential need to upgrade skills in order to meet changing job conditions.  Specific skill-based competencies required to satisfactorily perform the functions of the job include: adhering to safety practices; administering first aid; applying pertinent codes, policies, regulations and/or laws; operating district vehicles, fire extinguisher, two-way radio, and standard office equipment; and preparing and maintaining accurate records.


KNOWLEDGE is required to perform basic math, including calculations using fractions, percents, and/or ratios; read a variety of manuals, write documents following prescribed formats, and/or present information to others; and analyze situations to define issues and draw conclusions.  Specific knowledge-based competencies required to satisfactorily perform the functions of the job include: emergency evacuation techniques; area streets and locations; basic vehicle maintenance; first aid; health standards and hazards; pertinent codes, policies, regulations and/or laws; safe driving practices; safety practices and procedures; two way radio communication; and utilizing wheelchairs, tie downs, child safety seats, lifts, etc. (by assignment).


ABILITY is required to schedule activities, meetings, and/or events; gather and/or collate data; and use job-related equipment. Flexibility is required to  work with others in a wide variety of circumstances; work with data utilizing defined and similar processes; and operate equipment using a variety of standardized methods.  Ability is also required to work with a diversity of individuals and/or groups; work with similar types of data; and utilize job-related equipment. Problem solving is required to identify issues and create action plans.   Problem solving with data requires independent interpretation of guidelines; and problem solving with equipment is moderate.  Specific ability-based competencies required to satisfactorily perform the functions of the job include: being attentive to detail; communicating with diverse groups including school age riders; displaying tact and courtesy; establishing and maintaining effective working relationships; exercising sound judgment; maintaining an understanding of the special needs of students and their parents; maintaining confidentiality; and working with constant distractions.

Responsibility


· Responsibilities include: working under direct supervision using standardized routines; providing information and/or advising others; and operating within a defined budget. Utilization of resources from other work units is often required to perform the job’s functions. There is a continual opportunity to have some impact on the Organization’s services.

Working Environment


The usual and customary methods of performing the job’s functions require the following physical demands: some lifting, carrying, pushing, and/or pulling; and significant fine finger dexterity. Generally the job requires 80% sitting, 10% walking, and 10% standing. The job is performed in a generally clean and healthy environment.

ENVIRONMENTAL FACTORS:



Relief Bus Drivers are exposed to fumes, chemicals, outdoor conditions and vibration.

Minimum Qualifications


Experience
Six months experience, and completion of a school bus driver training  course as required by law.

Education
High School diploma or equivalent

		Required Testing

		Certificates



		Pre-employment Proficiency Test

Pre-employment Physical exam

		Valid California School Bus Driver Certificate
Valid California CDL with P and S endorsements
First Aid Certificate



		Continuing Educ./Training

		Clearances



		Maintain Certificates and Clearances

		Criminal Justice Fingerprint/Background Clearance
TB Clearance
School Bus Driver Medical Examination Card

Physical Demands(F)





FLSA Status
Approval Date
Salary Range


Non Exempt
03/20/12
Classified 23
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