
 

 

LOS ANGELES COMMUNITY COLLEGE DISTRICT 

PERSONNEL COMMISSION MEETING 

Monday, February 24, 2020 – 2:15 p.m. 

Educational Services Center 

4th Floor Conference Room 

770 Wilshire Boulevard, Los Angeles, California 

 

 

ORDER OF BUSINESS – OPEN SESSION MEETING 

 

I. Convene Regular Meeting 

  

II. Miscellaneous Personnel Commission Activities and Announcements 

 

a. Classified Employment Opportunities Bulletin 

 

III. Revisions to Personnel Commission Rule 803, LEAVES OF ABSENCE (Final Approval) 

(Case 3814) 

 

IV. Revision to Personnel Commission Rule 771, REINSTATEMENT (Tentative Approval) 

(Case 3815) 

 

V. Revisions to Personnel Commission Rule 804, LEAVES RESULTING FROM INDUSTRIAL 

ACCIDENT OR INDUSTRIAL ILLNESS (Tentative Approval) (Case 3816) 

 

VI. Revisions to Personnel Commission Rule 820, MILITARY LEAVE OF ABSENCE 

(Tentative Approval) (Case 3817) 

 

VII. Classification Study for EN 790632, Administrative Assistant, Administrative Services, Los 

Angeles Mission College (Case 3800) 

 

VIII. Classification Study for EN 1060896, Stock Control Aide, College Store, Pierce College 

(Case 3810) 

 

IX. Class Description Revisions for: 

 

a. Senior Network Engineer 

 

X. Correspondence 

 

XI. Notice of Anticipated Items: Revision to Personnel Commission Rule 771, 

REINSTATEMENT (Final Approval); Revisions to Personnel Commission Rule 820, 

MILITARY LEAVE OF ABSENCE (Final Approval); Revisions to Personnel Commission 

Rule 804, LEAVES RESULTING FROM INDUSTRIAL ACCIDENT OR INDUSTRIAL 

ILLNESS (Final Approval) 

 

XII. Hear Non-Agenda Speakers/Open Forum 

 

XIII. Reconvene into Closed Session 

 

XIV. Reconvene into Open Session 



 

 

 

XV. Report of Actions Taken in Closed Session 

 

XVI. Adjourn 

 

 

NEXT PERSONNEL COMMISSION MEETING:  

Wednesday, March 11, 2020 

Closed Meeting 12:30 p.m. 

Open Meeting 1:00 p.m. 

Educational Services Center  

4th Floor Conference Room 

770 Wilshire Boulevard, Los Angeles, California 
 

 

 

In compliance with Government Code Section 54957.5 (b), documents made available to the Personnel Commission after 

posting of the agenda that relate to an upcoming public session item will be made available by posting on the District’s 

official bulletin board located in the lobby of the Educational Services Center located at 770 Wilshire Boulevard, Los 

Angeles, California 90017.  Members of the public wishing to view the material will need to make their own parking 

arrangements at another location.   

 

If requested, the agenda shall be made available in appropriate alternate formats to persons with a disability, as required by 

Section 202 of the American with Disability Act of 1990 (42 U.S.C. Section 12132), and the rules and regulations adopted 

in implementation thereof.  

 

To make a request for disability-related modification or accommodation, including auxiliary aids or services, please contact 

the Personnel Commission Office at (213) 891-2333 no later than 12 p.m. (noon) on the Monday prior to the Personnel 

Commission meeting. 



 

 

LOS ANGELES COMMUNITY COLLEGE DISTRICT 

PERSONNEL COMMISSION MEETING 

Monday, February 24, 2020 – 3:00 p.m. 

Educational Services Center 

4th Floor Conference Room 

770 Wilshire Boulevard, Los Angeles, California 

 

 

ORDER OF BUSINESS-CLOSED SESSION MEETING 

 

I. Roll Call 

 

II. Requests to Address the Personnel Commission on Closed Session Matters 

 

III. Convene in Closed Session 

 

a. Public Employment 

Pursuant to Government Code Section 54957 

 

b. Conference with Legal Counsel-Anticipated Litigation 

Pursuant to Government Code Section 54957(b)(1) 

 

IV. Report of Action taken in Closed Session 

 

V. Adjourn 

 

 

 

NEXT PERSONNEL COMMISSION MEETING:            

  Wednesday, March 11, 2020 

Closed Meeting 12:30 p.m. 

Open Meeting 1:00 p.m. 

         Educational Services Center  

         4th Floor Conference Room 

 770 Wilshire Boulevard, Los Angeles, California 
 

In compliance with Government Code Section 54957.5 (b), documents made available to the Personnel Commission after 

posting of the agenda that relate to an upcoming public session item will be made available by positing on the District’s 

official bulletin board located in the lobby of the Educational Services Center located at 770 Wilshire Boulevard, Los 

Angeles, California 90017.  Members of the public wishing to view the material will need to make their own parking 

arrangements at another location.   

 

If requested, the agenda shall be made available in appropriate alternate formats to persons with a disability, as required by 

Section 202 of the American with Disability Act of 1990 (42 U.S.C. Section 12132), and the rules and regulations adopted 

in implementation thereof.  

 

To make a request for disability-related modification or accommodation, including auxiliary aids or services, please contact 

the Personnel Commission Office at (213) 891-2333 no later than 12 p.m. (noon) on the Monday prior to the Personnel 

Commission meeting. 
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                                US:DT 
 

LOS ANGELES COMMUNITY COLLEGE DISTRICT 

PERSONNEL COMMISSION 

 

 

TO:  THE PERSONNEL COMMISSION 

 

FROM: Ute Severa 

 

SUBJECT: Revision of Personnel Commission Rule 803, LEAVES OF ABSENCE (Final 

Approval) (Case 3814) 

 

The proposed amendments are part of an ongoing project to review and update rules. Editorial 

changes have been made to the rule for clarity, consistency, and conciseness. Headings have been 

added to the rule and paragraphs have been reorganized to fall under these headings.   

 

The following substantive changes have been made to the rule: 

  

• Paragraph A. includes additional definitions for formal and informal leaves of absence.  

• Paragraph B.5 provides a complete list of exceptions to filling positions that were left 

vacant by employees on an approved leave of absence by regular appointment. 

• Paragraph D. addresses the types of compensation available for leaves of absence.   
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803 LEAVES OF ABSENCE 

 

 Education Code Sections 88080 

 

  88080.   (a)  The commission shall prescribe and, amend, and interpret, ... 

subject to this article, such rules ... as may be necessary to insure the efficiency 

of the service and selection and retention of employees upon a basis of merit 

and fitness.  The rules shall not apply to bargaining unit members if the subject 

matter is within the scope of representation, as defined in Section 3543.2 of 

the Government Code, and is included in a negotiated agreement between the 

governing board and that unit.  The rules shall be binding upon the governing 

board, but shall not restrict the authority of the governing board provided 

pursuant to other sections of this code. 

 

(b) No rule or amendment which would affect classified employees who are 

represented by a certified or recognized exclusive bargaining representative 

shall be adopted by the commission until the exclusive bargaining 

representative and the community college employer of the classified 

employees who would be affected have been given reasonable notice of the 

proposal. 

 

 Education Code Section 88081 

 

  88081.    (a) The rules shall provide for the procedures ...  to be followed by 

the governing board as they pertain to the classified service regarding ... 

applications, examinations, eligibility, appointments, promotions, demotions, 

transfers, dismissals, resignations, layoffs, reemployment, vacations, leaves of 

absence, .... compensation within classification, job analyses and 

specifications, performance evaluations, public advertisement of 

examinations, rejection of unfit applicants without competition, and any other 

matters necessary to carry out the provisions and purposes of this article. 

 

(b)  With respect to those matters set forth in subdivision (a) which are a 

subject of negotiation under the provisions of Section 3543.2 of the 

Government Code, such rules as apply to each bargaining unit shall be in 

accordance with the negotiated agreement, if any, between the exclusive 

representative for that unit and the public school employee. 
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Education Code Section 88198 

 

  88198.   When any provision of this code expressly authorizes or requires the 

governing board of a community college district to grant a leave of absence for 

any purpose or for any period of time to persons employed in classified 

positions not requiring certification qualifications, that express authorization 

or requirement does shall not deprive the governing board of the power to 

grant leaves of absence with or without pay to such those employees for other 

purposes or for other periods of time, so long as the governing board does not 

deprive any employee of any leave of absence to which he or she is entitled by 

law. 

 
 Education Code Section 88221 
 
  88221.  Leaves of Absence.  The governing board of any community college 

district may grant any classified employee a leave of absence not to exceed 

one year for the purpose of permitting study by the employee or for the 

purpose of retraining the employee to meet changing conditions within the 

district. 
 
  The governing board may provide that such a leave of absence shall be taken 

in separate six-month periods or in any other appropriate periods, rather than 

for a continuous one-year period; provided, that the separate periods of leave 

of absence shall be commenced and completed within a three-year period.  

Any period of service by the individual intervening between the authorized 

separate periods shall comprise a part of the service required for a subsequent 

leave of absence for study or retraining purposes. 

 

  In community college districts operating under the merit system, such leaves 

of absence shall be granted in accordance with rules established by the 

personnel commission. 

 

A. Definitions 

 

 A leave of absence is an approved authorized absence from duty active service granted to an employee, 

with or without pay, for a prescribed specific period of time and for an approved purpose from a class 

of positions but not necessarily from a specific position within the class.  

 

A leave of absence for more than 20 consecutive working days is considered a formal leave of absence 

and a leave of absence of 20 or less consecutive working days is considered an informal leave of 

absence. 
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B. Use of Leaves of Absence 

 

1. A leave of absence may be granted to a permanent classified employee or a regular classified 

employee returning from military leave for a period of not to exceed one year for the following 

reasons: 

 

 1a. To permit study by the employee or for the purpose of retraining the employee to meet 

changing conditions with the District as described in Rule 806, RETRAINING AND 

STUDY LEAVES OF ABSENCE. 

 

 2b. To temporarily change from a classified position to an certificated academic position as 

described in Rule 717, CHANGE OF SERVICE ASSIGNMENT. 
 

 c. To accompany a spouse who has been called to military duty. 

 

 d. For purposes described in Rule 741, LEAVE OF ABSENCE PRIOR TO LAYOFF. 

 

 3e. For any other good personal reasons approved by the division head or college president 

and authorized by the Vice Chancellor, Division of Human Resources.  

 

 2. Classified employees serving in an initial probationary period may be granted leave of absence 

without pay for not more than one year at the discretion of the division head or college 

president for all reasons noted under paragraph B.1. above, except for the Retraining and Study 

Leave of Absence.  Such employees may also be granted leave for illness, if the Division of 

Human Resources anticipates that the leave will enable the employee to return to service, and 

military leaves which comply with the provisions of Rule 820, MILITARY LEAVE OF 

ABSENCE. 

 

 On return to service, requests will be entertained for return to the former position or other specific 

assignment.  If the employee's former position has been filled on a regular basis, as provided in 

Paragraph M., the employee returning from leave shall have the right to return to a regular vacant 

position in the class.  If there are no regular vacant positions, the employee may exercise bumping 

rights in the class, provided he/she does not have the least seniority in that class.  Any regular 

classified employee may be granted a leave of absence under the conditions prescribed in this rule. 

 

B. Employees permanent in the classified service and regular classified employees returning from military 

leave may be granted leave for a continuous period up to one year. 

 

C.3. A continuous period of absence on leave shall not may exceed one year without a return to 

active duty except as follows for the following reasons: 
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1a. Leaves of absence To for provide care of for an employee’s own child. Such leave of 

absence may be granted provided that no such leave or extension thereof shall be 

approved for a period beyond up until the third birthday of the child, and provided 

further, that such leaves or extensions thereof shall be for the purpose of care of own 

child.  

 

2b. A leave of absence may be granted tTo serve in an elective or appointive position of 

any governmental agency, or organization supported by governmental funds, and for 

any official duties connected therewith. except that However, a leave shall not be 

granted to serve in an appointive position when such service in such a position would 

confer tenure or would be considered a career with the governmental agency or 

organization.  Such leave of absence may be renewed annually during service in the 

elective office or employment in the appointive position during the tenure of office or 

employment. Upon return to service, the employee must render paid service which is 

equal to twice the period of the leave. 

 

3c. To take a Lleaves which complyies with the provisions of Rule 804, LEAVES 

RESULTING FROM INDUSTRIAL ACCIDENT OR INDUSTRIAL ILLNESS; Rule 

805, PEACE CORPS OF THE UNITED STATES, AMERICAN RED CROSS, OR 

UNITED STATES MERCHANT MARINE LEAVE OF ABSENCES; Rule 808, 

ILLNESS LEAVE; and Rule 820, MILITARY LEAVE OF ABSENCE. 

 

F.4. A maternity leave of absence shall be granted to pregnant regular employees not to exceed the 

period of confirmed pregnancy. The duration of such leave of absence may be subject to 

approval by the Division of Human Resources Division upon review and recommendation of 

the District Mmedical Cconsultant. 

 

5. If an employee has been granted a leave of absence, as identified in the provisions above, for 

90 working days or more, the position may be filled by regular appointment unless: 

 

a. A position is left vacant by an employee who has accepted a limited-term assignment in 

accordance with the provisions of Rule 671, LIMITED-TERM ASSIGNMENTS. 

 

b. A position is left vacant by an employee on temporary military leave in accordance 

with the provisions of Rule 820, MILITARY LEAVE OF ABSENCE. 

 

c. the provisions of an applicable negotiated bargaining agreement state otherwise. 

 

E.C. Requests for Leaves of Absence 

 

 A request for a formal Application for leave of absence for a period of more than 20 consecutive 

working days shall be made in advance of the leave period on a the prescribed form to be issued by the 
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Human Resources Division and shall indicate the beginning and ending dates of the requested leave 

and the reasons for the request.  Additional supporting documentation may be required depending on 

the type of leave. Informal leave of absence are processed in accordance with standard time reporting 

procedures. These may include maternity, matrimony, rest, illness, study, retraining, travel, and other 

reasons which the Human Resources Division may determine to be for the good of the service.  Study 

or retraining leaves of absence shall be processed in accordance with the procedures set out in Rule 

806. 

 

D. The A formal leave of absence shall be subject to the approval of the division head or college 

president, except for legally mandated leaves. but nNo leave of absence shall be permitted for a 

purpose contrary to the good of the service, as determined by the Vice Chancellor, Division of Human 

Resources.  Objections based upon the foregoing exception may be filed with the Vice Chancellor, 

Division of Human Resources by any citizen.  The Vice Chancellor, Division of Human Resources 

shall advise the employee, investigate the objections and may, if they are sustained, order the leave 

revoked, to take effect on or after the date of written notification. 

 

A leave of absence may also be revoked by recommendation of the Division of Human Resources 

when evidence indicates that the absent employee is engaged in activities for which leave would not 

have been granted in the original instance. 

 

D. Compensation for Leaves of Absence 

 

Employees on a leave of absence may receive full-pay, partial pay, or no pay depending on the type of 

leave and whether applicable quotas are available to the employee. Any type of personal leave will be 

unpaid. 

 

G.E. Return to Service Following Leaves of Absence 

 

1. Upon return to service from a leave of absence, an employee shall be placed in a position in 

his/her former job classification and, if vacant, to his/her former position in the class.  If no 

vacancy exists in the former class, he/she shall have the right to exercise bumping rights 

provided he/she does not have the least seniority in that class.  If an employee’s former class 

has ceased to exist, the employee may be reassigned or shall be placed on the reemployment 

list for any classes in which he/she had attained regular status. 

 

2. Upon failure of If an employee fails to report for assignment at the expiration of a leave of 

absence, the division head or college president shall grant informal leave of 10 working days 

and request that the Division of Human Resources Division to notify the employee that his/her 

leave has expired of the expiration of the leave.  If the employee does not respond by reporting 

for assignment, obtaining additional leave, or submitting his/her resignation during the 10-day 

period, the Division of Human Resources Division shall may commence dismissal proceedings 
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for abandonment of position under the provisions of Rule 735, CAUSES AND 

PROCEDURES FOR SUSPENSION, DEMOTION, AND DISMISSAL. 

 

I. 3. An Eemployees on leave of absence, or extensions thereof, may, upon their submit a request 

for an early return to service, be on the prescribed form to returned to work prior to the 

expiration date of the granted leave granted but, in any case, shall be assigned to a position not 

later than the date following the leave granted. 

 

H. 4. An Eemployees returning to duty from a leave of absence may be subject to provisions of Rule 

682, HEALTH EVALUATIONS required to report for a health examination. 

 

J. Time spent on any leave of absence shall not be considered a break in continuous service.  This time 

shall be counted toward seniority for the purpose of: 

 

 1. Establishing retention lists in the event of a layoff only if the type of leave is included in those 

listed for that purpose in Rule 740, LAYOFF AND REEMPLOYMENT. 

 

 2. Computing seniority credit for promotional examinations only if the type of leave is included 

in those listed for that purpose in Rule 705, PROMOTION. 

 

5. The time an employee returning to duty spent on leave shall be counted toward seniority for 

purposes of examination and layoff for qualifying leaves. 

  

K. Leave of absence without pay may be granted for not more than one year at the discretion of the 

division head or college president to classified employees during their initial probationary period for 

the following reasons: 

 1. To accompany a spouse who has been called to military duty. 

 

 2. To accept other service with the Los Angeles Community College District. 

 

 3. For maternity. 

 

 4. For illness if the Human Resources Division is of the opinion that the leave will enable the 

employee to return to service. 

 

 5. For purposes described in Rule 741, LEAVE OF ABSENCE PRIOR TO LAYOFF. 

 

L. Leave of absence may be revoked by recommendation of the Human Resources Division when the 

good of the service may require such action or when evidence shows that the absent employee is 

engaged in activities for which leave would not have been granted in the original instance. 
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M. Subject to the provisions of Paragraph A., any vacancy directly caused by the granting of a leave of 

absence which has been approved for 90 working days or more except as follows: 

 

 1. In the case of illness, industrial accident or industrial illness leaves, vacancies may be filled by 

regular appointment after the leave has exceeded 90 working days, or when the Human 

Resources Division certifies that, according to their judgment, the leave will exceed 90 

working days or more. 

 

 2. No regular appointment may be made to a position left vacant by an employee who has 

accepted a limited-term assignment in accordance with the provisions of Rule 671, LIMITED-

TERM ASSIGNMENTS. 
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LOS ANGELES COMMUNITY COLLEGE DISTRICT 

 

 

TO:  THE PERSONNEL COMMISSION 

 

FROM: Ute Severa 

 

SUBJECT: Revision to Personnel Commission Rule 771, REINSTATEMENT (Tentative 

Approval) (Case 3815) 

 

 

The proposed amendments to Rule 771 are part of the Personnel Commission’s continuing review and 

update of Personnel Commission Laws and Rules. Education Code Sections 88080 and 88081 have 

been added. Paragraph G has been amended in conjunction with updates made in Rule 820, 

MILITARY LEAVE.  
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771  REINSTATEMENT 

 

 Education Code Sections  

 

  88128. Any permanent classified employee of a community college district, 

who voluntarily resigns from his or her permanent classified position, may be 

reinstated or reemployed by the governing board of the district, within 39 

months after the employee’s last day of paid service and without further 

competitive examination, to a position in his or her former classification as a 

permanent or limited-term employee, or as a permanent or limited-term 

employee in a related lower class or a lower class in which the employee 

formerly had permanent status. 

 

  If the governing board elects to reinstate or reemploy a person as a permanent 

employee under the provisions of this section, it shall disregard the break in 

service of the employee and classify him or her as, and restore to the employee 

all of the rights, benefits and burdens of, a permanent employee in the class to 

which he or she is reinstated or reemployed. 

 

  88080. (a) The commission shall prescribe and, amend, and interpret subject 

to this article, such rules as may be necessary to insure the efficiency of the 

service and the selection and retention of employees upon a basis of merit and 

fitness. The rules shall not apply to bargaining unit members if the subject 

matter is within the scope of representation, as defined in Section 3543.2 of 

the Government Code, and is included in a negotiated agreement between the 

governing board and that unit. The rules shall be binding upon the governing 

board, but shall not restrict the authority of the governing board provided 

pursuant to other sections of this code. 

 

  (b) No rule or amendment which would affect classified employees who are 

represented by a certified or recognized exclusive bargaining representative 

shall be adopted by the commission until the exclusive bargaining 

representative and the community college employer of the classified 

employees who would be affected have been given reasonable notice of the 

proposal. 

 

88081. (a) The rules shall provide for the procedures to be followed by the 

governing board as they pertain to the classified service regarding applications, 

examinations, eligibility, appointments, promotions, demotions, transfers, 

dismissals, resignations, layoffs, reemployment, vacations, leaves of absence, 

compensation within classification, job analyses and specifications, 

performance evaluations, public advertisement of examinations, rejection of 
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unfit applicants without competition, and any other matters necessary to carry 

out the provisions and purposes of this article. 

 

(b) With respect to those matters set forth in subdivision (a) which are a 

subject of negotiation under the provisions of Section 3543.2 of the 

Government Code, such rules as apply to each bargaining unit shall be in 

accordance with the negotiated agreement, if any, between the exclusive 

representative for that unit and the public school employer. 

 
A. The provisions of this rule shall apply to a permanent classified employee who has resigned while 

in good standing. Such former employee may, upon the recommendation of the division head or 
college president under whom he/she last served, be reinstated as a permanent or limited-term 
employee without further competitive examination to a position in his/her former class, in a related 
lower class, or a lower class in which he/she formerly had permanent status. 

 

If the permanent classified employee has resigned while in good standing from a position in the 
classes of SFP Program Director, SFP Program Specialist, SFP Program Technician, or SFP 
Program Office Assistant, he/she may, upon the recommendation of the division head or college 
president under whom he/she last served, be reinstated as a permanent or limited-term employee 
without further competitive examination in an equal or lower SFP job classification. 

 

In accordance with Rule 519, SENIOR ADMINISTRATIVE POSITIONS AND EMPLOYEES, 

employees hired into a senior classified administrative position on or after January 1, 2001, are 

excluded from the provisions of this rule.  Such employees do not obtain permanent status in such a 

position.  

 

B. Reinstatement shall not supersede the right of any person to reemployment pursuant to Rule 740, 

LAYOFF AND REEMPLOYMENT. 

 

C. A person who is reinstated shall be compensated as follows: 

 

1. A person who is reinstated in the class from which he/she resigned shall be placed on: 

 

a. The flat rate of the class, if applicable, or 

 

b. The step of the schedule attained at the time of resignation, or 

 

c. The hiring step for the class, whichever is higher. 

 

2. A person who is reinstated in a class lower than that from which he/she resigned shall be placed 

on: 

 

a. The flat rate of the class, if applicable, or 
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b. The step of the schedule that provides a rate equal to or next below the rate he/she would be 

entitled to if reinstated in the former class, or  

 

c. The hiring step for the class, whichever is higher. 

 

In no case shall the rate assigned exceed the maximum rate for the class or include step advancements 

the person would have earned if he/she remained employed with the District. 

 

D. A person reinstated as a permanent employee in a lower class shall be entitled to the privileges 

extended in Rule 745, VOLUNTARY DEMOTION OR REDUCTION IN STATUS OR ASSIGNED 

TIME. 

 

E. A person reinstated as a limited-term employee shall be granted the rights and privileges extended in 

Rule 710, VOLUNTARY REDUCTION IN STATUS. 

 

F. The lapse of 39 months after the last day for which salary was received as a permanent employee voids 

any privileges gained under this rule except as provided in Paragraph G. below. 

 

G. The period for requesting reinstatement may be extended if a former regular classified employee, who 

resigned from the District to enter into military service and was subsequently separated from the 

military under conditions other than dishonorable, submits a request to return in accordance with the 

provisions of Rule 820, MILITARY LEAVE within one year of the termination of war emergency or 

within six months of completion of active military service. Such extension shall allow the employee to 

perform military service for a maximum period of five years in accordance with the applicable 

provisions of the Uniformed Services Employment and Reemployment Rights Act (USERRA).  

Certain types of service in the uniformed services, which are identified in the code provision 1002.103 

of USERRA, do not count against the five-year service limit. 

 

H. A person reinstated as a limited-term employee does not relinquish his/her privilege of returning to 

permanent employment within the 39-month period or the applicable time period outlined in USERRA 

for persons returning from military service. 

 

I. Whenever any former employee of the District who held permanent status at the time of his/her 

resignation is reinstated as a permanent employee, the governing board of the District shall disregard 

the break in service of said employee and restore all the rights, benefits, and burdens of a permanent 

employee. 

 

J. A former employee who has been reinstated in accordance with this rule may request that his/her name 

be restored to its proper rank on any promotional eligibility list that is still in effect. 
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LOS ANGELES COMMUNITY COLLEGE DISTRICT 

PERSONNEL COMMISSION 

 

 

TO:  THE PERSONNEL COMMISSION 

 

FROM: Ute Severa 

 

SUBJECT: Revision of Personnel Commission Rule 804, LEAVES RESULTING FROM 

INDUSTRIAL ACCIDENT OR INDUSTRIAL ILLNESS (Tentative Approval) 

(Case 3816) 

 

The proposed amendments to Rule 804 are part of the Personnel Commission’s continuing review 

and update of Personnel Commission Laws and Rules. The rule has been retitled for consistency 

purposes. Education Code Section 88192 has been updated in accordance with the passing of SB 

1171 in 2016. Education Code Section 88199 has been added. Editorial changes have been made 

to the rule for clarity, consistency, and conciseness. Headings have been added to the rule and 

paragraphs have been reorganized under the appropriate heading.   

 

The following substantive changes have been made to the rule: 

  

• Paragraph A. includes additional definitions for industrial accident leave and assault and 

battery leave.  

• Paragraph B.3 adds a provision from Education Code Section 88192 on the use of leave 

from year to year.  

• Paragraph B.5 changes the length of leave for retired employees employed in accordance 

with Rule 763 from 90 to 60 working days in order to be consistent with the length of leave 

for non-retired employees.  

• Paragraph C.4 addresses compensation for employees on assault and battery leave.  

• Paragraph D.1 updates the rights available to employees upon return to service from leave. 

• Paragraph D.3 includes an option available to employees subject to placement on a 

reemployment list for medical purposes. 

• Paragraph D.5 adds that employees returning from leave are subject to provision of Rule 

682, HEALTH EVALUATIONS.  

• Paragraph I. has been removed as with the passing of AB 915 in 2015, employees are no 

longer required to obtain prior approval before traveling outside the State of California.   
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804 LEAVES RESULTING FROM INDUSTRIAL ACCIDENT OR INDUSTRIAL ILLNESS LEAVES  

 

 Education Code Sections 87042 

 

  87042.  Any school employee of a community college district who is absent 

because of injury or illness which arose out of and in the course of the person's 

employment, and for which the person is receiving temporary disability 

benefits under the workers' compensation laws of the this state, shall not be 

entitled to received wages or salary from the district which, when added to the 

temporary disability benefits, will exceed a full day's wages or salary. 

 

During such periods of temporary disability so long as the employee has 

available for the employee's use sick leave, vacation, compensating time off or 

other paid leave of absence, the district shall require that temporary disability 

checks be endorsed payable to the district.  The district shall then cause the 

employee to receive the person's normal wage or salary less appropriate 

deductions including but not limited to employee retirement contributions. 

 

  When sick leave, vacation, compensating time off or other available paid leave 

is used in conjunction with temporary disability benefits derived from workers' 

compensation, as provided in this section, it shall be reduced only in that 

amount necessary to provide a full day's wage or salary when added to the 

temporary disability benefits. 
 
 Education Code 87043 
 
  87043.  Notwithstanding the provisions of Sections 87042, 87787, and 88192, 

a community college district may waive the requirement that temporary 

disability checks be endorsed payable to the district, and may in lieu thereof, 

permit the employee to retain his temporary disability check, providing that 

notice be given to the district that such check has been delivered to the 

employee.  In such cases, the district shall then cause the employee to receive 

his normal wage or salary less appropriate deductions, including, but not 

limited to, employee retirement contributions, and an amount equivalent to the 

face amount of the temporary disability check, which the employee has been 

permitted to retain.  In all cases, employee benefits are to be computed on the 

basis of the employee's regular wage or salary prior to the deduction of any 

amounts for temporary disability payments. 
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  Nothing contained herein shall be deemed to in any way diminish those rights 

and benefits which are granted to a school employee pursuant to the provisions 

of Sections 87042, 87787, and 88192. 

 

 Education Code 88192 

 

  88192. Industrial Accident and Illness Leaves for Classified Employees. 

   (a) The gGoverning boards of community college districts shall provide, by 

rules and regulations, for industrial accident or illness leaves of absence for 

employees who are a part of the classified service.  The governing board of 

any community college district which that is created or whose boundaries or 

status is changed by an action to organize or reorganize community college 

districts completed after January 1, 1975, shall provide, by rules and 

regulations, for such these leaves of absence on or before the date on which 

the organization or reorganization of the community college district becomes 

effective for all purposes as provided in Section 4064. 

 

  Such (b) The rules and regulations shall include all of the following provisions: 

 

   (a1)  Allowable leave shall not be for less than 60 working days in any 

one fiscal year for the same accident. 

   (b2)  Allowable leave shall not be accumulative from year to year. 

   (c3)  Industrial accident or illness leave of absence will commence on 

the first day of absence. 

   (d4)  Payment for wages lost on any day shall not, when added to an 

award granted the employee under the workers' compensation laws of this 

state, exceed the normal wage for the day. 

   (e5)  Industrial accident leave will shall be reduced by one day for each 

day of authorized absence regardless of a compensation award made under 

workers' compensation. 

   (f6)  When an industrial accident or illness occurs at a time when the 

full 60 days will overlap into the next fiscal year, the employee shall be 

entitled to only that amount remaining at the end of the fiscal year in which the 

injury or illness occurred, for the same illness or injury. 

 

  (c) The industrial accident or illness leave of absence is to be used in lieu of 

entitlement acquired under Section 88191.  When entitlement to industrial 

accident or illness leave has been exhausted, entitlement to other sick leave 

will then be used, but if an employee is receiving workers' compensation, the 

person employee shall be entitled to use only so much of the person's his or 
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her accumulated or available sick leave, accumulated compensating time, 

vacation or other available leave which as, when added to the workers' 

compensation award, provide for a full day's wage or salary. 
 
  (d) The governing board may of a community college district, by rule or 

regulation, may provide for such additional leave of absence, paid or unpaid, 

as it deems appropriate and during such that leave the employee may return to 

the person's his or her position without suffering any loss of status or benefits. 

 

  (e) A pPeriods of leave of absence, paid or unpaid, shall not be considered to 

be a break in service of the employee. 
 
  (f) During all paid leaves of absence, whether industrial accident leave as 

provided in this section, sick leave, vacation, compensated time off or other 

available leave provided by law or the action of a governing board of a 

community college district, the employee shall endorse to the community 

college district wage loss benefit checks received under the workers' 

compensation laws of this state.  The community college district, in turn, shall 

issue the employee appropriate warrants for payment of wages or salary and 

shall deduct normal retirement and other authorized contributions.  Reduction 

of entitlement to leave shall be made only in accordance with this section. 
 

(g) When all available leaves of absence, paid or unpaid, have been exhausted 

and if the employee is not medically able to assume the duties of the person's 

 his or her position, the person shall employee, if not placed in another 

position, shall be placed on a reemployment list for a period of 39 months.  

When available, during the 39-month period, the person employee shall be 

employed in a vacant position in the class of the person's his or her previous 

assignment over all other available candidates except for a reemployment list 

established because of lack of work or lack of funds, in which case the person 

employee shall be listed in accordance with appropriate seniority regulations. 

 

  (h) The governing board of a community college district may require that an 

employee serve, or have served continuously, a specified period of time with 

the community college district before the benefits provided by this section are 

made available to the person provided that such employee. However, that 

period shall not exceed three years. and that aAll service of an employee prior 

before to the effective date of this section shall be credited in determining 

compliance with the requirement. 
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Any employee receiving benefits as a result of this section shall, during 

periods of injury or illness, remain within the State of California unless the 

governing board authorizes travel outside the state. 

 

  (i) In the absence of rules and regulations adopted by the governing board of a 

community college district, pursuant to this section, an employee shall be 

entitled to industrial and accident or illness leave as provided in this section 

but without limitation as to the number of days of such that leave and without 

any requirement of a specified period of service. 

 

  (j) An employee who has been placed on a reemployment list, as provided 

herein in this section, who has been medically released for return to duty and 

who fails to accept an appropriate assignment shall be dismissed. 

 

  (k) This section applies shall apply to community college districts that have 

adopted the merit system in the same manner and effect as if it were a part of 

Article 3 (commencing with Section 88060) of this chapter. 

 

  88199.   Governing boards of community college districts may grant leaves of 

absence to persons employed in nonacademic positions, and at their discretion 

may pay compensation at the rate the board prescribes, during the absence, to 

any such employee whose absence is caused by accident or illness, whether or 

not the absence arises out of or in the course of the employment of the 

employee, or because of quarantine which results from his or her contact with 

other persons having a contagious disease while performing his or her duties. 

 

A. General Provisions Definitions 
 

1. Leaves resulting from an industrial accident or industrial illness shall be granted in accordance 

with the provisions of Education Code Sections 87042 and 88192 and this Rule.  An industrial 

accident leave is a leave granted for absence caused by an occupational illness or injury which 

arose out of and in the course of District employment for which an employee is receiving 

temporary disability benefits under the applicable workers’ compensation laws. 

 

  An assault and battery leave is a type of industrial accident leave that is granted for absence 

because of an injury resulting from an assault and/or battery that was directly related to the 

performance of duties but is considered to be above and beyond the normal risks expected by 

an employee of the District.  The Division of Human Resources is responsible for determining 

if an absence is due to an assault and/or battery. 
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 2. Whenever a certificated employee who has an additional assignment in the classified service is 

granted an industrial accident or industrial illness leave from his certificated assignment, he 

shall be granted an industrial accident or industrial illness leave from his classified assignment 

provided that he is eligible for industrial accident or industrial illness absence pay in that 

assignment. 

 

B. Paid Use of Industrial Accident Leave 

 

 1. An employee in the classified service who is absent from duty because of an illness or injury 

defined as an industrial accident or industrial illness under provisions of the workers' 

compensation insurance law shall be granted pPaid industrial accident leave for each such 

accident or illness while receiving temporary disability benefits from workers' compensation 

shall be granted provided that: 

 

  a. He The employee has permanent status; or 

 

  b. He The employee is a probationary classified employee who has completed at least 130 

days of paid service; or 

 

  c. He The employee has completed a total of three consecutive years of continuous 

employment with the District immediately preceding the beginning of the leave with 

any combination of limited-term, probationary, or permanent status, including at least 

130 days of paid service during each of the three years. at least 130 working days of 

paid service in any combination of limited-term, probationary, or permanent status 

during each of the three consecutive years immediately preceding the beginning of the 

leave.  A day of paid service shall be defined as any day for which pay is received. ; or 

 

  d. The Chancellor or his designated representative has determined that the illness or injury 

was directly related to the performance of his duties and caused by assault and/or 

battery. 

 

 2. Paid industrial accident The leave shall be granted, as indicated in accordance with the 

employee's assignment, from the first day of absence to and including the last day of absence 

resulting from each separate industrial illness or industrial injury.  A paid industrial accident 

leave granted under: The length of the leave granted shall not exceed 60 working days in any 

one fiscal year.  

 

  a. Paragraph B.1.a and b, above, shall be for not more than 60 working days. 
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  b. Paragraph B.1.c, above, shall be for not more than the number of hours which 

corresponds to that proportion of 480 hours as the total number of hours the employee 

worked in the preceding 13 pay periods is in proportion to 2080 hours. 

 

  c. Paragraph B.1.d, above, shall be for not more than one calendar year. 

 

 3. Allowable leave shall not be accumulative from fiscal year to fiscal year.  When an industrial 

accident leave extends into the next fiscal year, the employee shall be entitled to only the 

unused amount of leave for the same injury or illness. 

 

 43. Paid industrial accident The leave shall be reduced by one day for each day of authorized 

absence regardless of the temporary disability allowance made under applicable workers' 

compensation laws.  Days absent while on paid industrial accident leave shall not be deducted 

from the number of days of paid illness leave to which an the employee may be entitled under 

Rule 808, ILLNESS LEAVE. 

 

 54. A retired employee assigned for limited periods under employed in accordance with Rule 763, 

EMPLOYMENT OF RETIRED PERSONS, who qualifies under Paragraph B.1., above, shall 

be granted only a paid industrial accident leave under the provisions of this rule if the 

employee qualifies in accordance with Paragraph B.1.c., above.  The paid industrial accident 

leave shall extend only to the last day of the employee's current period of 90 working days or 

less assignment or to 60 working days, whichever occurs first. 

 

6. An academic employee who has an additional assignment in the classified service and is 

granted a leave due to industrial accident or industrial illness from his/her academic assignment 

shall be granted an industrial accident leave from the classified assignment provided that 

he/she is eligible for industrial accident pay in that assignment. 

 

7. If an employee has exhausted all accumulated paid leave privileges, a District-approved 

medical consultant may approve an employee being placed on an industrial accident leave 

without pay. The total time of all leave benefits provided under this rule, including unpaid 

industrial accident leave, shall not exceed 36 months for any one industrial accident or 

industrial illness. 

 

 8. Paid leave shall be granted from the first day of absence resulting from assault and/or battery, 

but paid leave shall not exceed one calendar year.  If unable to return at the end of a calendar 

year, an employee may be placed on another type of paid or unpaid leave for which he/she 

meets eligibility requirements. 

    

C. Illness Leave  
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 1.9. If the District-approved Mmedical Cconsultant determines that an employee is still unable to 

return to duty after exhausting paid industrial accident leave, the employee shall be placed on 

illness leave in accordance with Rule 808, ILLNESS LEAVE, provided he/she is eligible 

therefor. 

 

 2. Accumulated illness leave will be reduced only in the amount necessary to provide a full day's 

wages or salary, as indicated in the employee's assignment, when added to compensation 

without penalties from the workers’ compensation fund.  Accumulated half-pay illness leave 

shall be reduced by no more than eight hours for any one day or no more than the employee's 

basic daily assignment. 

 

D. Vacation Pay  

 

 After all illness leave pay has been exhausted following a paid industrial accident leave, an employee 

may choose to receive pay from accrued vacation to the extent necessary to make up the employee's 

regular salary when receiving a temporary disability allowance without penalties from the 

compensation fund. 

 

E. Industrial Accident Leave Without Pay 

 

 After the expiration of accumulated paid leave privileges, Employee Health Services may approve an 

employee being placed on an industrial accident leave without pay.  Vacancies caused by such unpaid 

leave may be filled by regular appointment.  The total time of all leave benefits provided under this 

Rrule, including unpaid industrial accident leaved, shall not exceed 36 months for any one industrial 

accident or industrial illness. 

 

H.C. Compensation 

 

 1. While an employee is on any paid leave resulting from an industrial accident or industrial 

illness, the employee's salary paid by the Los Angeles Community College District shall not, 

when added to a normal temporary disability allowance award without penalties granted the 

employee under workers' compensation laws, exceed the employee's regular salary.  A 

permanent employee's regular salary is computed on the basis of the number of hours and days 

in his the employee’s basic daily assignment.  The regular salary of Aan employee who is not 

permanent shall have his regular salary be computed on the basis of the average number of 

hours worked each pay period in which the employee was in paid status during the preceding 

13 pay periods 12 month period.  An employee who receives a salary differential other than 

shift differential shall lose the advantage of the differential after 10 consecutive days of paid 

industrial accident leave for any one accident or illness. 
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 2. During all paid leaves resulting from an industrial accident or industrial illness, the employee 

shall endorse to the District all wage-loss benefit checks received under workers' compensation 

laws.  The District shall issue to the employee appropriate warrants for payment of wages, loss 

benefits, salary, and/or leave benefits and shall deduct normal retirement and other authorized 

contributions. 

 

3. If an employee continues to receive temporary disability allowance from the workers’ 

compensation fund after all paid illness leave has been exhausted following a paid industrial 

accident leave, an employee may choose to receive pay from accrued vacation to the extent 

necessary to make up the employee's regular salary. 

 

4. When an employee is on an assault and battery leave, the employee will be paid his/her full 

salary for the assignment in which serving when injured for a maximum of one year.  Except 

for the one year provision, compensation is paid under the same provisions as apply to other 

industrial accidents. 

 

 3.5. Final allowance for permanent industrial disability settlements shall not be subject to 

remittance to the District under this rule. 

 

 

F.D. Return to Service Following Leave 

 

 1. From Paid and/or Unpaid Leave 

 

  a1. Upon return to service from any paid or unpaid leave resulting from an industrial 

accident or industrial illness, an employee shall be assigned placed to in a position in 

his/her former job classification and, if vacant, to his/her former position in the class. 

ahead of any employee with a lesser amount of seniority. If no vacancy exists in his the 

former class, he may displace the most recently appointed employee in the class with 

less seniority he/she shall have the right to exercise bumping rights provided that 

he/she does not have the least seniority in that class.  If an employee's former class has 

ceased to exist, the employee may be reassigned or placed on a suitable the 

reemployment list for the classes in which he/she had attainted regular status.  If a 

negotiated bargaining agreement contains additional provisions regarding the rights of 

an employee returning to service from an industrial accident leave, then those rights 

shall be granted to the employee upon return to service. 

 

  b.2. An employee returning from such paid or unpaid leave of absence shall not have any 

loss or gain in status or benefits other than that which is specifically provided in 
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applicable provisions of the Education Code and Personnel Commission rules.  An 

employee shall continue to receive seniority credit for all purposes while on such a paid 

or unpaid leave of absence. 

 

 2. From a Reemployment List 

 

3. When all paid or unpaid leaves have been exhausted, and the employee is not medically 

able to assume the duties of his/her position, the employee shall be placed on a 

reemployment list for a period of 39 months as if he/she were being laid off.  An 

employee on a reemployment list shall have the same rights and benefits as an 

employee laid off because of lack of work or lack of funds as provided in Rule 740, 

LAYOFF AND REEMPLOYMENT.  The reemployment rights of an employee with 

limited-term status only shall be limited to the same status the employee had earned 

previous to the industrial accident or industrial illness. 

 

  An employee subject to placement on a reemployment list for medical reasons may 

request a review of other placement options through the Division of Human Resources. 

 

4. An employee who fails to accept an appropriate assignment after being medically 

approved by the District Medical Consultant shall be removed from the reemployment 

list. Appropriate assignment is defined as an assignment to the employee's former class 

at the time of layoff, in the former status and time basis, and in assignment areas in 

which the employee has made himself/herself available. Employees removed from a 

reemployment list under this rule may appeal the removal using the procedure indicated 

in Rule 600, REJECTION OF APPLICANTS, CANDIDATES, AND ELIGIBLES. 

 

5. An employee returning to duty shall be subject to provisions of Rule 682, HEALTH 

EVALUATIONS. 

 

G. Reemployment List 

 

 1. When all paid or unpaid leaves of absence have been exhausted following an industrial 

accident or industrial illness, an employee shall be terminated and his name shall be placed on 

the reemployment list for the class from which he was on leave for a period not to exceed 39 

months. 

 

 2. An employee who fails to accept an appropriate assignment after being medically approved by 

the District Medical Consultant shall be removed from the reemployment list. Appropriate 

assignment is defined as an assignment to the employee's former class at the time of layoff, in 

his the former status and time basis, and in assignment areas in which the employee has made 
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himself available.  Employees removed from a reemployment list under this rule may appeal 

the removal using the procedure indicated in Rule 600, REJECTION OF APPLICANTS, 

CANDIDATES, AND ELIGIBLES, except that an appeal of an administrative review decision 

relating to medical matters shall not be made to the Personnel Commission but shall be to such 

authorities as the Board of Trustees may designate. 

 

I. Out of State Travel 

 

 An employee receiving benefits under the provisions of this rule shall obtain prior approval of the 

Board of Trustees for any travel outside the State of California. 



Case 3817                February 24, 2020 

                                US:DT 
 

LOS ANGELES COMMUNITY COLLEGE DISTRICT 

PERSONNEL COMMISSION 

 

 

TO:  THE PERSONNEL COMMISSION 

 

FROM: Ute Severa 

 

SUBJECT: Revision of Personnel Commission Rule 820, MILITARY LEAVE OF 

ABSENCE (Tentative Approval) (Case 3817) 

 

The proposed amendments to Rule 804 are part of the Personnel Commission’s continuing review 

and update of Personnel Commission Laws and Rules. Military and Veterans Code Sections have 

been updated. Military and Veterans Code Section 395.03 and Education Code Sections 88080, 

88081, and 87018 have been added. Editorial changes have been made to the rule for clarity, 

consistency, and conciseness. Headings have been renamed for consistency purposes.  

 

The following substantive changes have been made to the rule: 

  

• Paragraph A.1 and 2 updates the definitions for military leave.  

• Paragraph C.2 was added to address compensation for members of the California National 

Guard or a United States Military Reserve organization.  

• Paragraph D. 3 addresses the accrual of vacation and illness leave while an employee is on 

temporary military leave.  

• Paragraph F.4 addresses the rights to a position an employee has upon return from 

temporary military leave.  

• Additional provisions in accordance with the federal Uniformed Services Employment and 

Reemployment Rights Act (USERRA) have been added as follows: 

o Paragraph B. for an employee’s notification to an employee’s supervisor of military 

leave. 

o Paragraph D.4 for health plan coverage for employees on military leave.  

o Paragraph F.1 for timelines on when an employee should report back to work or 

submit an application to his/her employer for reemployment.  

o Paragraph F.3 for the effects on a pension plan for an employee returning from 

military leave.  
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820 MILITARY LEAVE OF ABSENCE 

 

   Military and Veterans Code Sections 

    

   389.  (a) As used in this chapter, "temporary military leave of absence" means a 

leave of absence from public employment to engage in ordered military duty for a 

period which by the order is not to exceed 180 calendar days including travel time 

for purposes of active military training, encampment, naval cruises, special 

exercises or like activity as a member of the reserve corps or force of the armed 

forces of the United States, or the National Guard, or the Naval Militia. 

  (b)  "Public employee" means any officer or employee of a public agency, except 

for those officers or employees of the state subject to provisions of Chapter 11 

(commencing with Section 19770) of Part 2 of Division 5 of Title 2 of the 

Government Code. 

    (c) "Public agency" means the state, or any county, city and county, city, municipal 

corporation, school district, irrigation district, water district, or other district. 

    (d) "Armed forces" or "armed forces of the United States" means the “armed 

forces” as defined in Section 18540 of the Government Code. 

    (e) "Recognized military service” means service as defined in Section 18540.3 of 

the Government Code.   

    

   395. (a) Any public employee who is a member of the reserve corps of the Armed 

Forces of the United States or of the National Guard or the Naval Militia shall be 

is entitled to a temporary military leave of absence as provided by federal law while 

engaged in military duty ordered for purposes of active military training, inactive 

duty training, encampment, naval cruises, special exercises or like activity as such 

member, providing that the period of ordered duty does not exceed 180 calendar 

days, and provided that military leave of absence is not required for periods of 

inactive military duty including time involved in going to and returning from that 

duty. 

 (b) Notwithstanding subdivision (a), a local public agency may, but is not required 

to, provide paid military leave of absence for periods of inactive duty training. 

   (c) He The employee shall have has an absolute right to be restored to his the former 

office or position and status formerly had by him or her in the same locality and in 

the same office, board, commission, agency, or institution of the public agency 

upon the termination of such temporary military duty.  If the office or position has 

been abolished or otherwise has ceased to exist during his or her absence, he or she 

shall be reinstated to a position of like seniority, status, and pay if such a position 

exists, or if no such position exists he the employee shall have the same rights and 

privileges that he or she would have had if he or she had occupied the position 

when it ceased to exist and had not taken temporary military leave of absence. 

   (d) Any public employee who has been in the service of the public agency from 

which the leave is taken for a period of not less than one year immediately prior to 

the date upon which his a temporary military leave of absence begins, shall receive 
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the same vacation, sick leave, and holiday privileges and the same rights and 

privileges to promotion, continuance in office, employment, reappointment to 

office, or reemployment that he the employee would have enjoyed had he or she 

not been absent therefrom; excepting that an uncompleted probationary period, if 

any, in the public agency, must be completed upon reinstatement as provided by 

law or rule of the agency.  For the purposes of this section, in determining the one 

year of service in a public agency all service of said the public employee in 

recognized military service shall be counted as public agency service. 

   (e) If the provisions of this section are is in conflict with the provisions of a 

memorandum of understanding reached pursuant to Chapter 12 (commencing with 

Section 3560) of Division 4 of Title 1 of the Government Code, the memorandum 

of understanding shall be controlling without further legislative action, except that 

if such provisions of a the memorandum of understanding requires the expenditure 

of funds, the provisions it shall not become effective unless approved by the 

Legislature in the annual Budget Act. 

 

   395.01.  (a) Any public employee who is on temporary military leave of absence  

for military duty ordered for purposes of active military training, inactive duty 

training, encampment, naval cruises, special exercises, or like activity as such 

member, provided that the period of ordered duty does not exceed 180 calendar 

days including time involved in going to and returning from the duty, but not for 

inactive duty such as scheduled reserve drill periods, and who has been in the 

service of the public agency from which the leave is taken for a period of not less 

than one year immediately prior to the day on which the absence begins, shall be is 

entitled to receive his or her salary or compensation as such a public employee for 

the first 30 calendar days of any such absence.  Pay for such those purposes shall 

may not exceed 30 days in any one fiscal year.  For the purposes of this section, in 

determining the one year of public agency service, all service of said a public 

employee in the recognized military service shall be counted as public agency 

service. 

 (b) Notwithstanding subdivision (a), a local public agency may, but is not required 

to, pay an employee during a period of inactive duty training. 

(c) If the provisions of this section are in conflict… with the provisions of a 

memorandum of understanding reached pursuant to Chapter 12 (commencing with 

Section 3560) of Division 4, of Title 1 of the Government Code, the memorandum 

of understanding shall be controlling without further legislative action, except that 

if those provisions of a memorandum of understanding require the expenditure of 

funds, the provisions shall not become effective unless approved by the Legislature 

in the Annual Budget Act. 

 

   395.02.  Every officer and employee of a public agency who is on military leave 

other than temporary military leave of absence who has been in the service of such 

public agency for a period of not less than one year immediately prior to the date 

on which the absence begins shall be entitled to receive his salary or compensation 
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as such officer or employee for the first 30 calendar days while engaged in the 

performance of ordered military duty.    

   As used in this section only, the terms "officer" and "employee" mean an officer or 

employee who  

   (a) Is ordered into active military duty as a member of a reserve component of the 

armed forces of the United States; 

    (b) Is ordered into active federal military duty as a member of the National Guard 

or Naval Militia; or 

 (c) Is inducted, enlists, enters or is otherwise ordered or called into active duty as a 

member of the armed forces of the United States. 

 

   395.03. No more than the pay for a period of 30 calendar days shall be allowed 

under the provisions of Section 395.01 or 395.02 for any one military leave of 

absence or during any one fiscal year, except as otherwise authorized by resolution 

of the legislative body of a public agency or as provided in a memorandum of 

understanding reached with an employee organization pursuant to Chapter 10 

(commencing with Section 3500) of Division 4 of Title 1 of the Government Code. 

 

   395.04.  During such the time that as an officer or enlisted man person of the 

California National Guard, who is on full-time active duty in the military service 

of the state, and is engaged, with the approval of the Adjutant General, in the 

military service of the state in attendance at drills, camps, or special exercises, 

sponsored by federal authority or by the War United States Department of Defense, 

as a member of the National Guard of the United States, he or she shall receive his 

salary, pay, and compensation as provided in Sections 320 and 321 of this code. 

 

   395.05.  (a) Any public employee who is a member of the National Guard, shall be 

entitled to absent himself from his duties or service, without regard to the length of 

his public service, while engaged in the performance of ordered military or naval 

duty and while going to and returning from such duty, provided such duty is 

performed during such time as the Governor may have issued a proclamation of a 

state of extreme emergency or during such time as the National Guard may be on 

active duty in one or more of the situations described or included in Section 146 of 

this code provided such absence does not exceed the duration of such emergency.  

During the absence of such officer or employee while engaged in such military 

service during such emergency and while going to and returning from such duty, 

and for a period not to exceed 30 calendar days, he shall receive his salary or 

compensation as such officer or employee and shall not be subjected by any person 

directly or indirectly by reason of such absence to any loss or diminution of 

vacation or holiday privilege or be prejudiced by reason of such absence with 

reference to promotion or continuance in office, employment, reappointment to 

office, or reemployment.  

(b) If the provisions of this section are in conflict… with the provisions of a 

memorandum of understanding reached pursuant to Chapter 12 (commencing with 
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Section 3560) of Division 4, of Title 1 of the Government Code, the memorandum 

of understanding shall be controlling without further legislative action, except that 

if those provisions of a memorandum of understanding require the expenditure of 

funds, the provisions shall not become effective unless approved by the Legislature 

in the Annual Budget Act. 

   

   395.1.  (a) Notwithstanding any other provision of law to the contrary, any officer 

or employee of the state not subject Chapter 11 (commencing with Section 19770) 

of Part 2 of Division 5 of Title 2 of the Government Code, to civil service, or any 

public officer, deputy, assistant, or employee of any city, county, city and county, 

school district, water district, irrigation district, or any other district, political 

corporation, political subdivision, or governmental agency thereof who, in time of 

war or national emergency as proclaimed by the President or Congress, or when 

any of the armed forces of the United States are serving outside of the United States 

or their territories pursuant to order or request of the United Nations, or while any 

national conscription act is in effect, leaves or has left his or her office or position 

prior to the end of the war, or the termination of the national emergency or during 

the effective period of any such order or request of this type of the United Nations 

or prior to the expiration of the National Conscription Act, to join the armed forces 

of the United States and who does or did without unreasonable and unnecessary 

delay join the armed forces or, being a member of any reserve force or corps of any 

of the armed forces of the United States or of the militia of this state, is or was 

ordered to duty therewith by competent military authority and served or serves in 

compliance with such those orders, shall have a right, if released, separated or 

discharged under conditions other than dishonorable, to return to and reenter upon 

the office or position within six months after the termination of his or her active 

service with the armed forces, but not later than six months after the end of the war 

or national emergency or military or police operations under the United Nations or 

after the Governor finds and proclaims that, for the purposes of this section, the 

war, national emergency, or United Nations military or police operation no longer 

exists, or after the expiration of the National Conscription Act, if the term for which 

he or she was elected or appointed has not ended during his or her absence; 

provided, that such the right to return to and reenter upon the office or position shall 

not extend to or be granted to such any public officer, deputy assistant, or employee 

of the state not subject to Chapter 11 (commencing with Section 19770) of Part 2 

of Division 5 of Title 2 of the Government Code, or any public officer, deputy, 

assistant, or employee of any city, county, city and county, school district, water 

district, irrigation district or any other district, political corporation, political 

subdivision or governmental agency thereof, who shall fail to return to and reenter 

upon his or her office or position within 12 months after the first date upon which 

he or she could terminate or could cause to have terminated his or her active service 

with the armed forces of the United States or of the militia of this state.  He or she 

shall also have a right to return to and reenter upon the office or position during 
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terminal leave from the armed forces and prior to discharge, separation or release 

therefrom. 

 (b) Upon such return and reentry to the office or employment the officer or 

employee shall have all of the rights and privileges in, connected with, or arising out 

of the office or employment which he or she would have enjoyed if he or she had 

not been absent therefrom; provided, however, suchthe officer or employee shall not 

be entitled to sick leave, vacation or salary for the period during which he or she 

was on leave from such that governmental service and in the service of the armed 

forces of the United States.   

If the office or position has been abolished or otherwise has ceased to exist during 

his or her absence, he or she shall be reinstated in a position of like seniority, status 

and pay if the such position exists, or to a comparable vacant position for which he 

or she is qualified. 

   (c) Any officer or employee other than a probationer who is restored to his or her     

   office or employment pursuant to this act shall not be discharged from thatsuch 

office or position without cause within one year after thesuch restoration, and shall 

be entitled to participate in insurance or other benefits offered by the employing 

governmental agency pursuant to established rules and practices relating to such 

those officers or employees on furlough or leave of absence in effect at the time 

such the officer or employee left his or her office or position to join the armed 

forces of the United States. 

   (d) Notwithstanding any other provisions of this code, any enlisted person   

   who was involuntarily ordered to active duty (other than for training) for a stated 

duration shall not lose any right or benefit conferred under the provisions of this 

code if he or she voluntarily elects to complete the period of such that duty. 

 (e) If the provisions of this section are in conflict with the provisions of a 

memorandum of understanding reached pursuant to Chapter 12 (commencing with 

Section 3560) of Division 4, of Title 1 of the Government Code, the memorandum 

of understanding shall be controlling without further legislative action, except that if 

those provisions of a memorandum of understanding require the expenditure of 

funds, the provisions shall not become effective unless approved by the Legislature 

in the Annual Budget Act. 

 

   395.2.  Any employee of a board of school trustees or board of education in a 

position not requiring certification qualifications who enters the active military 

service of the United States of America or of the State of California, including 

active service in any uniformed auxiliary of, or to, any branch of such military 

service created or authorized as such auxiliary by the Congress of the United States 

of America or by the Legislature of the State of California, or in the full time paid 

service of the American Red Cross, during any period of National emergency 

declared by the President of the United States of America or during any war in 

which the United States of America is engaged, shall regain all rights to his position 

and shall be reinstated thereto upon his application at any time within six months 

of the termination of that service, but in any event within one year from the date of 
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a treaty of peace terminating the hostilities in which the United States is now 

engaged.  The provisions of this act shall apply to service in the Merchant Marine 

as that phrase is now defined in any Federal statute relating to reemployment rights 

of persons in service in the Merchant Marine. 

 

   395.3.  In the event that any public officer or employee has resigned or resigns his 

or her office or employment to serve or to continue to serve in the Armed Forces 

of the United States or in the armed forces militia of this state, he or she shall have 

a right to return to and reenter the office or employment prior to the time at which 

his or her term of office or his or her employment would have ended if he or she 

had not resigned, on serving a written notice to that effect upon the authorized 

appointing power, or if there is no authorized appointing power, upon the officer 

or agency having power to fill a vacancy in the office or employment, within six 

months of the termination of his or her active service with the Armed Forces; 

provided, that such the right to return and reenter upon the office or position shall 

not extend to or be granted to any such public officer or employee, who shall fail 

to return to and reenter upon his or her office or position within 12 months after the 

first date upon which he or she could terminate or could cause to have terminated 

his or her active service with the Armed Forces of the United States or of the militia 

of this state. 

   As used in this section, "public officers and employees" includes all of the 

following: 

   (a) Members of the Senate and of the Assembly. 

    (b) Justices of the Supreme Court and the courts of appeal, judges of the superior 

courts, and of the municipal courts, and all other judicial officers. 

 (c) All other state officers and employees not within Chapter 11 (commencing with 

Section 19770) of Part 2 of Division 5 of Title 2 of the Government Code,  the state 

civil service, including all officers for whose selection and term of office provision 

is made in the California Constitution and laws of this state. 

    (d) All officers and employees of any county, city and county, city, township, 

district, political subdivision, authority, commission, board, or other public agency 

within this state. 

   The right of reentry into public office or employment provided for in this section 

shall include the right to be restored to such the civil service status as the officer or 

employee would have if he or she had not so resigned; and no other person shall 

acquire civil service status in the same position so as to deprive such officer or 

employee of his or her right to restoration as provided for herein. 

 This section shall be retroactively applied to extend the right of reentry into public 

office or employment to public officers and employees who resigned prior to its 

effective date. 

   This section does not apply to any public officer or employee to whom the right to 

reenter public office or employment after service in the Armed Forces has been 

granted by any other provision of law. 
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   If any provision of this section, or the application of this section to any person or 

circumstance, is held invalid, the remainder of this section, or the application of 

this section to persons or circumstances other than those as to which it is held 

invalid, shall not be affected thereby. 

 If the provisions of this section are in conflict… with the provisions of a 

memorandum of understanding reached pursuant to Chapter 12 (commencing with 

Section 3560) of Division 4, of Title 1 of the Government Code, the memorandum 

of understanding shall be controlling without further legislative action, except that 

if those provisions of a memorandum of understanding require the expenditure of 

funds, the provisions shall not become effective unless approved by the Legislature 

in the Annual Budget Act. 

    

   Education Code Sections 

 

 88080.  (a) The Commission shall prescribe and, amend, and interpret subject to 

this article, such rules as may be necessary to insure the efficiency of the service 

and the selection and retention of employees upon a basis of merit and fitness. 

The rules shall not apply to bargaining unit members if the subject matter is 

within the scope of representation, as defined in Section 3543.2 of the 

Government Code, and is included in a negotiated agreement between the 

governing board and that unit. The rules shall be binding upon the governing 

board, but shall not restrict the authority of the governing board provided 

pursuant to other sections of this code.  

 (b) No rule or amendment which would affect classified employees who are 

represented by a certified or recognized exclusive bargaining representative 

shall be adopted by the commission until the exclusive bargaining representative 

and the community college employer of the classified employees who would be 

affected have been given reasonable notice of the proposal.  

 

 88081.  (a) The rules shall provide for the procedures to be followed by the 

governing board as they pertain to the classified service regarding applications, 

examinations, eligibility, appointments, promotions, demotions, transfers, 

dismissals, resignations, lay-offs, reemployment, vacations, leaves of absence, 

compensation within classification, job analyses and specifications, 

performance evaluations, public advertisements of examinations, rejection of 

unfit applicants without competition, and any other matters necessary to carry 

out the provisions and purposes of this article.  

 (b) With respect to those matters set forth in subdivision (a) which are a subject 

of negotiation under the provisions of Section 3543.2 of the Government Code, 

such rules as apply to each bargaining unit shall be in accordance with the 

negotiated agreement, if any, between the exclusive representative for that unit 

and the public school employer.  
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87018.  (a) In addition to the benefits provided pursuant to Sections 395.01 and 

395.02 of the Military and Veterans Code, any employee of a community college 

district who, as a member of the California National Guard or a United States 

Military Reserve organization, is called into active military duty, may receive, on 

approval of the governing board of the school district, the benefits provided for in 

subdivision (b).  (b) Any employee to which subdivision (a) applies, while on active 

duty, may receive from the community college employer, for a period not to exceed 

180 calendar days, as part of his or her compensation, all of the following: 

(1) The difference between the amount of his or her military pay and allowances 

and the amount the employee would have received as an employee, including any 

merit raises that would otherwise have been granted during the time the individual 

was on active military duty. (2) All benefits that he or she would have received had 

he or she not been called to active military duty unless the benefits are prohibited 

or limited by vendor contracts. 

 

 

A. Definitions 

 

  An appropriate military leave shall be granted to any classified employee in accordance with the 

applicable provisions of the Military and Veterans Code, Education Code, the federal Uniformed 

Services Employment and Reemployment Rights Act (USERRA), and this Rule.  As used in this Rule, 

"military leave" means either a Temporary Military Leave or a Military Leave Other Than Temporary 

or both. 

 

  1. Temporary Military Leave 

 

     An employee who is a member of the reserve corps of the armed forces of the United States or of 

the National Guard or of the Naval Militia shall be granted a Temporary Military Leave while 

engaged in military duty ordered for purposes of active military training, inactive duty training, 

encampment, naval cruises, special exercises or like activity as such member, and provided that 

the period of ordered duty does not exceed 180 calendar days, including time involved in going 

to and returning from such that duty. 

 

  2. Military Leave Other Than Temporary 

 

   A Military Leave Other than Temporary shall be granted to any employee who is ordered into 

active military duty for a period greater than 180 calendar days, but not to exceed five years, as a 

member of a reserve component of the armed forces of the United States; is ordered into active 

Federal military duty as a member of the National Guard or Naval Militia; or is inducted, enlists, 

enters, or is otherwise ordered or called into active duty as a member of the armed forces of the 

United States. 

 

B.  Request for Military Leave 
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   An employee, or an appropriate officer of the uniformed service in which his/her service is to be 

performed, must notify the employee’s supervisor that the employee intends to take a military leave at 

least 30 days prior to departure for military duty, or as soon as practicable when such advance notice is 

not feasible. An employee is excused from providing advance notice of taking military leave if 

prevented by military necessity or other circumstances. 

 

CF.  Payment of Military Leave Compensation for First 30 Calendar Days of Military Leave.   

 

  1. Upon presentation of adequate evidence of military service for which pay is requested, an 

employee shall be paid his/her salary or compensation as employee of the Los Angeles 

Community College District for the first 30 calendar days of his/her military service while on a 

military leave exclusive of time not covered by his/her assignment basis code, providing the 

following conditions are met: 

 

   a1. The employee is on temporary military leave as described in A.1; the employee is on military 

leave other than temporary as described in A.2; or the employee is on military leave as a 

member of the National Guard and is ordered into military or naval duty during such time as 

the Governor may have issued a proclamation of a state of extreme emergency or during such 

time as the National Guard may be on active duty in one or more of the situations described 

in Section 146 of the Military and Veterans Code.as a member of the National Guard or 

Naval Militia, or a member of a reserve component of the armed forces of the United States; 

or the employee is on military leave as a result of being inducted, enlisted, or otherwise 

having entered or been called into active duty as a member of the armed forces of the United 

States. 

 

   b2. An employee on temporary military leave or on military leave other than temporary must 

have been in the service of the Los Angeles Community College District for a period of not 

less than one year immediately prior to the date the previous recognized military service in 

order to accumulate the required one year in the service of the Los Angeles Community 

College District.  The one year in absence begins. An employee on temporary military leave 

may count all previous recognized military service in order to accumulate the required one 

year in the service of the Los Angeles Community College District. The one year in the 

service of the District is not required in the case of an employee who is ordered into military 

or naval dutyactive military service as a member of the National Guard under the situations 

described in Section 395.05 a situation included within Section 146 of the Military and 

Veterans Code. 

 

   c3. A regular employee serving in a with limited-term provisional, relief, or substitute status 

assignment in another class shall receive a military leave from his/her regular position and 

shall receive compensation in accordance with his/her current assignment during the time 

he/she is entitled to compensation under the Military and Veterans Code. 

 

   d4. An employee with limited-term provisional, relief, or substitute status only, who meets other 

provisions of this rule, shall be compensated only in accordance with his/her assignment at 
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the time of entry into military service and shall be the compensation shall be compensated 

not in excess of one month's salary for the same number of days hours for which 

compensation was received during the 30 calendar days month immediately prior to the 

beginning of the military leave In no case shall a provisional, relief, or substitute employee 

receive salary or compensation for more days than the number of working days during the 

first 30 calendar days of his/her military service while on military leave, exclusive of time 

not covered by his/her assignment basis code. 

 

   e5. No more than the pay for a period of 30 calendar days shall be allowed under the provisions 

of Paragraph C.1 for any military leave or military leaves involving continuous military 

service or during any one fiscal year.  The salary to be paid is equivalent to that salary rate 

which the employee would have received during the first 30 calendar days of military leave.  

Fractions of less than 30 days shall be paid on the same basis as if the employee had been in 

active service as a District Board employee.  Retroactive salary payments shall be made to 

employees or former employees who are entitled to those such payments. 

 

  2.     Upon presentation of adequate evidence of military service for which pay is requested, and by the 

Board of Trustees approval, an employee that is a member of the California National Guard or a 

United States Military Reserve organization and on leave for active military duty shall receive the 

difference between the amount of his/her military pay and allowances and the amount the 

employee would have received as a District employee, for a period not to exceed 180 calendar 

days.   

 

 

DB. Use and Accrual of Benefits Vacation and Illness Leave  

 

  1.  Vacation shall accrue during temporary military leave. Vacation already earned but not taken may 

be granted prior to, during an unpaid period, or after return from military leave in accordance with 

the vacation policy or collective bargaining agreements in effect at the time the vacation leave is 

taken.  No vacation shall accrue during military leave other than temporary.  

      

  2. Illness  Leave.  Illness leave shall accrue to an employee while on during temporary military leave, 

but no illness leave shall be allowed during military leave. 

 

  3. Vacation and illness leave shall accrue for an employee on temporary military leave only, 

provided that he/she has been in the service of the District for a period of not less than one year 

immediately prior to the date the absence begins. An employee on temporary military leave may 

count all previous recognized military service in order to accumulate the required one year in the 

service of the Los Angeles Community College District. The one year of District service is also 

required for an employee on temporary military leave to have the right to holiday privileges while 

on leave. 

 

  4. An employee on military leave for a period of 30 days or less shall have continuing health plan 

coverage paid for by the District. An employee on military leave for a period of 31 days or more 
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shall have the option to continue health plan coverage at a rate no more than 102% of the full 

premium under the plan, for up to 24 months from the start of leave. 

 

ED.  Examination Eligibility During Leave Eligibility to Take Examinations. 

 

An employee shall be eligible to take examinations for which otherwise qualified during the time of 

military service.  An employee on a military leave whose name appears on an eligibility list shall be 

certified for assignment to a position in the class during the life of any such list when and if his/her name 

is reached.  In the event the employee accepts the appointment, he/she shall be granted the same type of 

military leave from the new position. 

 

FC.  Return to Service Following Leave Return to Position.  

 

1. Upon completion of military service, the employee must notify the District of his/her intent to 

return to employment. The employee is required to report to work or submit a timely application 

for reemployment depending upon the length of service, as follows: 

 

a. For a leave of 30 days or fewer, the employee shall report for duty no later than the beginning 

of the first full work day following the completion of military service, provided the employee 

has a period of eight hours of rest following transportation to his/her residence. 

 

b. For a leave of 31 to 180 days, the employee shall submit a written or verbal application for 

reemployment not later than 14 days after the completion of military service. 

 

c. For a leave of more than 180 days, the employee shall submit a written or verbal application 

for reemployment within 90 days after the completion of military service. 

 

2. An employee absent from the service of the Los Angeles Community College District because of 

a military leave shall continue to accrue seniority credit during such absence.   

 

3. Upon return from military leave, the employee shall be treated as not having a break in service 

with the District for purposes of participation, vesting, and accrual of benefits in the pension plan. 

 

4. An employee returning from temporary military leave shall be returned to his/her former position 

that was held prior to taking leave. If the position no longer exists, he/she shall be placed in a 

position in his/her former job classification. If no vacancy exists in the former class, he/she shall 

have the right to exercise bumping rights provided he/she does not have the least seniority in that 

class.  If an employee’s former class has ceased to exist, the employee may be reassigned or shall 

be placed on the reemployment list for any classes in which he/she had attained regular status. 

 

5. An employee returning from military leave other than temporary shall, upon application made 

within six months one year after the cessation of war, national emergency, or within six months 

of prior completion of active military duty service, be returned to a position in his/her former 

classification and, if vacant, to his/her former position in the class, if such a position exists, 
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provided that he/she was separated from the military under conditions other than dishonorable in 

accordance with pertinent provisions of the Military and Veterans Code.  The right to return to 

his/her position is granted provided that he/she returns within 12 months after the first date upon 

which he/she could terminate or could cause to have terminated his/her active service.  He shall 

be entitled to a position in his/her former class ahead of any employee with a lesser amount of 

seniority with the understanding that vacancies caused by the granting of such leave may be filled 

by regular appointment. If no vacancy exists in the former class, he/she shall have the right to 

exercise bumping rights provided he/she does not have the least seniority in that class.  If such a 

position in his an employee’s former class has ceased to exist during his absence, he/she shall be 

returned to a vacant position in a comparable class for which he/she is qualified.  In the absence 

of such a vacant position in a comparable class for which qualified, the employee's name shall be 

placed on such reemployment list for a period not to exceed 39 months from the date of his 

application. 

 

E.  Placement on an Eligible List.   

 

  6. An employee returning from a military leave, in accordance with Paragraph CF above, shall be 

eligible to take a supplementary special administration of an examination for any class for which 

there is an eligible list exists in effect, if the employee examination for which he was unable to 

take the examination because by reason of his/her military service, provided such that the veteran 

met the requirements for such the examination at the date it was originally conducted.  Such 

supplementaryThe special administration of the examinations shall be prepared and conducted 

under similar conditions and techniques which are sufficiently similar to the respective original 

examinations to preserve their competitive original character.  The name of a candidate who is 

successful in the supplemental special administration of the examination shall be added to the list 

according to examination score, with seniority credit, if applicable, for the class for which he/she 

was examined immediately ahead of the person who received the next lower grade among those 

taking either the original examination or any examination supplemental thereto. 
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 LOS ANGELES COMMUNITY COLLEGE DISTRICT 

 

 

TO:  THE PERSONNEL COMMISSION 

 

FROM: Ute Severa 

 

SUBJECT: Classification Study: Administrative Assistant, Administrative Services, EN 

790632, Administrative Services, Los Angeles Mission College (Case 3800) 

 

Recommendation: 

 

It is recommended that the Personnel Commission find that the position of Administrative 

Assistant, Administrative Services, occupied by T. Ward-Thompson, EN 790632, in Administrative 

Services at Los Angeles Mission College is PROPERLY classified.  

 

Bases of Recommendation: 

 

1. The request to study the employee’s position was initiated by the employee’s immediate 

supervisor, the Vice President, Administrative Services. It was requested that the position be 

reclassified to Assistant Administrative Analyst because the employee has assumed 

responsibility for the reporting function for the SMAA (School-Based Medi-Cal Administrative 

Activities) to secure salary reimbursement of eligible student services employees.  

 

2. Staff audited the position and found that the employee’s primary duties consist of the following:  
 

Duties: Time Spent 

on Duties: 

• Compiles and completes four quarterly reports to obtain employee 

salary reimbursements from the SMAA program. This function 

includes updating an eligible employee participants list with new and 

departing employees (includes currently 40 employees); determining 

and adding up reimbursable employee salary and benefits based on 

federal vs state funding; verifying revenue data against SAP budget 

report and deferring any discrepancies to the Financial Analyst in the 

department; and adding up college revenue in categories approved by 

SMAA.  

• Responds to inquiries from SMAA and provides requested information, 

i.e. absence certification forms. 

• Attends SMAA meetings and trainings on reporting requirements and 

compliance.  

50% 

• Schedules and maintains the campus’ master facilities calendar.  

• Coordinates and oversees logistics, schedules, and other details of 

events hosted on campus. 

30% 

• Resolves last-minute processing issues with operational documents 

such as contracts, purchase requests, or purchase orders.  

• Monitors budgets of the Administrative Services Division and 

recommends and initiates adjustments in accounts. 

10% 
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• Assists in the claims process for campus insurance, liability, and 

worker’s compensation by answering inquiries and processing and 

submitting documents/forms to LACCD vendors.  

5% 

• Acts as liaison between the Vice President, Administrative Services, 

and administrative staff by coordinating activities and projects, 

conferring on matters requiring the supervisor’s input or action, and 

relaying the Vice President’s directives and instructions.  

• Schedules the Vice President’s calendar.  

• Assists the Vice President, Administrative Services in preparing 

documents for DAC (District Administrative Council) and preparing 

agenda and minutes for the District Budget and Planning Committees.  

• Acts as the AQMD (South Coast Air Quality Management District) 

coordinator for the campus by ensuring adequate number of survey 

responses.  

5% 

 

3. The classification concept for the employee’s current classification of Administrative 

Assistant, Administrative Services, is based on providing paraprofessional staff 

assistance to a Vice President, Administrative Services, in executing his/her 

administrative responsibilities related to the business operations of the administrative 

services office. The classification concept for the class that the supervisor requested 

(Assistant Administrative Analyst) is based on performing professional-level staff 

work of moderate complexity related to the analysis of and solution of problems 

involving systems and procedures, organization and management, work-flow and 

distribution, work simplification, and improvement in efficiency in a major 

administrative division. Staff determined that the primary duties assigned to the 

employee fall within the scope of responsibilities of the class of Administrative 

Assistant, Administrative Services, because the employee performs a variety of 

paraprofessional-level support duties, which follow established policies and 

procedures, to relieve the Vice President, Administrative Services, of details relative 

to the business operations of his office. This includes duties such as compiling and 

reviewing financial, statistical, and other information and preparing data summaries; 

answering inquiries, investigating and resolving difficult problems, and explaining 

complex policies and procedures; acting as a liaison between the Vice President and 

administrative staff by coordinating activities and projects; coordinating special 

projects such as receptions, committees, and special events. The employee’s duties do 

not rise to the higher-level class of an Assistant Administrative Analyst because her 

duties do not entail conducting professional-level studies that require in-depth 

analysis and correlation of information for the administrative services office.  
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LOS ANGELES COMMUNITY COLLEGE DISTRICT 

 

 

TO:  THE PERSONNEL COMMISSION 

 

FROM: Ute Severa 

 

SUBJECT: Classification Study: Stock Control Aide, EN 1060896, College Store, Pierce 

College (Case 3810) 

 

Recommendation: 

 

It is recommended that the Personnel Commission approve the following reclassification action: 

 

From:  To: 

Stock Control Aide Stock Control Assistant 

($3693.28 – 4575.34/month)                ($4110.72 – 5092.46/month) 

      

Location:               Incumbent: 

College Store               A. Abramian (EN 1060896) 

Pierce College 

 

Effective Date: November 18, 2019 

 

Bases of Recommendation: 

 

1. The request to study the employee’s position was initiated by the employee’s immediate 

supervisor, the College Store Manager. It was requested that the position be reclassified to 

Stock Control Assistant because the employee has gradually assumed higher-level stock control 

duties at the college store. The college administration was in support of this request. 

 

2. Staff audited the position and found that the employee’s primary duties consist of the following:  
 

• Performs manual and clerical duties involved in storekeeping operation, such as 

receiving, recording, and inspecting delivered items for breakage, damage, or 

deterioration and for completeness and accuracy against purchase requests and orders.  

• Utilizes WinPrism in order to record, update, and maintain purchase orders and 

inventory. 

• Places, picks up or receives, delivers, and invoices orders for various offices and 

departments, including catering orders.  

• Takes periodical inventory and keeps inventory records of textbooks, snacks, beverages, 

and general merchandise.  

• Contacts vendors regarding errors and discrepancies in delivery, timeliness of delivery, 

and damaged goods.  

• Stocks and collects money for vending machines and library printers.  

• Maintains records of overages, shortages, back orders, and damaged and inspected items. 

• Checks and prepares pick-up and ship-to orders for the college store’s online orders. 

• Packages orders for return shipment to publishers and other vendors.  

• Stocks shelves and maintain displays in the college store.  
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3. The classification concept for the employee’s current classification of Stock Control Aide is 

based on assisting in the receipt, issuing of storage, and shipment of supplies, goods, and 

equipment in a college store. The classification concept of the recommended class of Stock 

Control Assistant requires an incumbent to perform manual and clerical storekeeping duties 

in connection with the ordering, receiving, inspecting, storing, issuing and shipping of 

supplies, goods, materials, textbooks, and equipment. After a thorough analysis of the duties 

assigned to the employee’s position, staff found that the employee’s position meets the class 

concept of Stock Control Assistant because he performs a variety of higher-level clerical 

storekeeping duties such as taking periodical inventories and keeping inventory records; 

contacting vendors regarding errors and discrepancies in delivery, timeliness of delivery, and 

damaged goods; maintaining records of overages, shortages, back orders, and damaged and 

inspected items; ordering and invoicing requested items for various offices and departments. 

 

STATUS OF INCUMBENT 

 

In accordance with the provisions of Personnel Commission Rule 545, CLASSIFICATION 

STUDIES, A. Abramian, EN 1060896 must participate in an examination process and place in 

the top three ranks to be eligible for the reclassified position. The incumbent was reachable on 

the eligibility list for the class of Stock Control Assistant, dated October 10, 2019, and therefore 

can immediately be appointed to his reclassified position. 

 

Date of Last Performance Evaluation: December 2, 2019 

 

Classification of position check box was marked “No” by the employee and the immediate 

supervisor. 
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 SENIOR NETWORK ENGINEER 2/13/19 2/24/20 

 

SENIOR NETWORK ENGINEER 

DEFINITION 

 

Provides innovative and highly complex technical support functions related to the installation, customization, 

testing, and debugging of the District’s local and wide area enterprise networks; assists in monitoring network 

performance and responds to the more complex service requests to resolve platform and service performance 

disruptions; provides technical direction to network staff on a project-by-project basis. 
 

TYPICAL DUTIES 

 

Provides highly complex technical support related to the installation, customization, upgrade, and maintenance 

of District network systems, including LANs, WANs, internet, security, and wireless. 

 

Troubleshoots enterprise routing and switching environments, virtual private networking (VPN), wireless 

networking, and voice communications infrastructure/systems including Voice Over IP.  

 

Monitors and evaluates the technical performance of network systems including, but not limited to, speed, 

capacity, and transaction distortion through the use of a variety of diagnostic tools. 

 

Evaluates, installs, customizes, optimizes, and monitors network data and telecommunications hardware and 

software such Dynamic Host Configuration Protocol (DHCP) or Proxy. 

 

Implements and maintains security configurations in firewalls, Intrusion Protection Systems (IPS), routers, 

switches, Virtual Private Network (VPN) appliances and communications circuits. 

 

Installs and uses systems management software to monitor network activities at multiple sites. 

 

Collaborates with network engineers, security engineers, and other technology peers on the development and 

implementation of approaches, processes, procedures, and standards that promote responsiveness and efficiency 

of network systems.  

 

Participates in periodic systems backups and recovery tests involving network hardware and software. 

 

Provides technical training, mentoring, and coaching of professional staff and technical staff on complex matters 

related to network systems. 

 

Conducts research and makes recommendations on products, services, protocols, and standards related to 

network technologies. 

 

Prepares reports, statistical summaries, training materials, and other materials related to network systems.  

 

Creates and maintains documentation related to daily activities logs, network configuration, network mapping, 

processes, and service records.

LOS ANGELES COMMUNITY COLLEGE DISTRICT CLASS SPECIFICATION 

PERSONNEL COMMISSION CLASS CODE 1079  
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Attends and participates in meetings, conferences, and seminars related to network technology to maintain current 

knowledge of technological advances in the field. 

 

Performs related duties as assigned. 

 

DISTINGUISHING CHARACTERISTICS 

 

A Senior Network Engineer provides innovative and highly complex technical support functions related to the 

installation, customization, testing, and debugging of the District’s local and wide area enterprise networks; 

assists in monitoring network performance and responds to the more complex service requests to resolve 

platform and service performance disruptions; provides technical direction to network staff on a project -by-

project basis. 

 

A Network Engineer provides complex technical support functions related to the installation, customization, 

testing, and debugging of the District’s local and wide area enterprise networks; assists in monitoring network 

performance and responding to service requests to resolve platform and service performance disruptions. 

 

A Network Architect plans, designs, and documents, the physical components, functional organization, 

configuration, and operating protocols and standards of enterprise networks Districtwide; leads the 

implementation of infrastructure projects, monitoring of network performance, and response to platform and 

service performance disruptions. 

 

SUPERVISION 

 

General supervision is received from information technology management staff.  Technical direction is provided 

to assigned staff on a project-by-project basis. 

 

CLASS QUALIFICATIONS 

 

Knowledge of: 

 

Principles of local and wide area network design, development, implementation, and administration 

 

Network systems, protocols, and standards such as: TCP/IP, HTTP, HTTPS, DHCP, NAT, 802.1x, MPLS, 

OSPF, and BGP. 

 

Network security and access control such as Intrusion Protection Systems (IPS), Virtual Private Network 

(VPN) appliances 

 

Fault isolation, testing procedures, and network mapping and diagramming tools 

 

Network management, network availability, and capacity planning tools 

 

Operation and application of a wide variety of network software 

 

Communications network architectures, programmable protocol analyzers, and communications hardware 
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New trends and developments in computer and network technology 

 

Principles of training 

 

Methods and techniques of technical documentation and record keeping 

 

New trends and developments in computer and network technology 

 

Ability to: 

 

Install, customize, test, and debug a variety of network systems  

 

Monitor network performance and security and devise innovative solutions to complex problems 

 

Modify and implement network software configurations 

 

Analyze network systems problems and devise solutions 

 

Utilize diagnostic test procedures and tools 

 

Write complex technical specifications and network diagrams, and other technical reports in understandable 

terms 

 

Meet established priorities and schedules 

 

Perform assigned duties in a manner consistent with professional standards  

 

Actively contribute to a culture of constructive collaboration and innovation with colleagues 

 

Maintain high levels of customer service and satisfaction 

 

Provide guidance to staff assigned to projects  

 

Establish and maintain effective and cooperative working relationships with District staff, technology staff, 

network users, and vendors 

 

Keep current on emerging/new technologies and industry standards through educational opportunities, research, 

professional affiliations, and personal networking  
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ENTRANCE QUALIFICATIONS 

 

Education and Experience: 

 

A bachelor’s degree from a recognized college or university, preferably with a major in computer science, 

computer information systems, computer engineering, or a related field 

 

AND 

 

Three years of recent, full-time, paid, professional-level experience in the installation and maintenance of 

computer networks in large enterprise environments supporting LAN/WAN, web, mobile, and cloud platforms. 

Qualifying experience must have included the management of routers, firewalls, and switches. Additional 

qualifying experience may be substituted for the degree requirement on a year-for-year basis. 

 

Vendor training courses in router and firewall management is highly desirable. Experience in multi-vendor 

and/or higher education environments is desirable.   

 

Certifications: 

 

The following certifications or an equivalent must be obtained within six months of employment and remain 

current thereafter: 

 

● Certified Cisco Network Professional (CCNP)  

● Palo Alto Networks Certified Network Security Administrator (PCNSA) Accredited Configuration 

Engineer (ACE) 

 

Special: 

 

A valid Class "C" California driver's license is required. 

 

Travel to locations throughout the District is required.  
 

 

 

 

Reasonable Accommodation 

 

Our class specification generally describes the duties, responsibilities, and requirements characteristic of the 

position(s) within this job class. The duties, responsibilities, and requirements of a particular position within 

this class may vary from the duties of other positions within the class. In accordance with the Americans with 

Disabilities Act (ADA), the Los Angeles Community College District provides reasonable accommodation to 

qualified individuals with covered disabilities on a case-by-case basis throughout the application, examination, 

and hiring processes and throughout employment. If an individual is in doubt about his or her ability to perform 

the duties and responsibilities of a position or possession of any other requirement noted in a class specification 

or job announcement, he or she should always apply for a position and request reasonable accommodation at 

the appropriate time.  
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