
 

 

LOS ANGELES COMMUNITY COLLEGE DISTRICT 

PERSONNEL COMMISSION MEETING 

Wednesday, August 28, 2019 - 12:30 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. To Discuss Public Employee Discipline/Dismissal/Release 

Pursuant to Government Code Section 54957 

 

b. Conference with Legal Counsel – Anticipated Litigation 

Pursuant to Government Code Section 54956(b)(3), (C), (D) 

Potential litigation – 1 matter 

 

 

IV. Report of Action taken in Closed Session 

 

V. Adjourn 

 

 

 

NEXT PERSONNEL COMMISSION MEETING:            

Wednesday, September 11, 2019 

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. 



 

 

LOS ANGELES COMMUNITY COLLEGE DISTRICT 

PERSONNEL COMMISSION MEETING 

Wednesday, August 28, 2019 - 1:00 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. Report of Actions Taken in Closed Session 

 

III. Miscellaneous Personnel Commission Activities and Announcements 

 

a. Classified Employment Opportunities Bulletin 

b. Strictly Classified Monthly Employee Bulletins 

 

IV. Establishment of Rule 584, RECRUITMENT DIFFERENTIAL (New Rule) (Case 3734) 

and Establishment of Rule 585, RETENTION DIFFERENTIAL (New Rule) (Case 3735) 

(Final Approval) 

 

V. Reissue Personnel Commission Rule 626, REIMBURSEMENT OF RATERS’ TRAVEL 

AND EXPENSES (Case 3736) 

 

VI. Reissue Personnel Commission Rule 710, VOLUNTARY REDUCTION TO 

SUBSTITUTE OR RELIEF STATUS (Case 3737) 

 

VII. Reissue Personnel Commission Rule 594, CAREER INCREMENT DIFFERENTIALS 

FOR UNREPRESENTED EMPLOYEES UPON APPOINTMENT TO POSITIONS (Case 

3740) 

 

VIII. Revision to Personnel Commission Rule 717, CHANGE OF SERVICE ASSIGNMENT 

(Tentative Approval) (Case 3739) 

 

IX. Revision to Personnel Commission Rule 741, LEAVE OF ABSENCE PRIOR TO LAYOFF 

(Tentative Approval) (Case 3738) 

 

X. Class Description Revisions for: 

 

a. Instructional Assistant, Information Technology 

 

XI. Notices of Outstanding Work Performance for: 

 

a. Darlene Richarte, Life Sciences Lab Technician, Biological Sciences, Los Angeles 

Pierce College 

 

XII. Correspondence 

 



 

 

XIII. Notice of Anticipated Items:  Revision to Personnel Commission Rule 717, CHANGE OF 

SERVICE ASSIGNMENT (Final Approval); Revision to Personnel Commission Rule 741, 

LEAVE OF ABSENCE PRIOR TO LAYOFF (Final Approval)  

 

XIV. Hear Non-Agenda Speakers/Open Forum 

 

XV. Reconvene into Closed Session 

 

XVI. Reconvene into Open Session 

 

XVII. Report of Actions Taken in Closed Session 

 

XVIII. Adjourn 

 

 

NEXT PERSONNEL COMMISSION MEETING:  

Wednesday, September 11, 2019 

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. 
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LOS ANGELES COMMUNITY COLLEGE DISTRICT 

 

TO:  The Personnel Commission 

FROM: Karen J. Martin 

SUBJECT: Establishment of Rule 584, Recruitment Differential (New Rule) (Case 3734) and 

Establishment of Rule 585, Retention Differential (New Rule) (Case 3735) (Final 

Approval) 

 

Background: 

Recruitment Differential 

During the past few years, it has become increasingly difficult to attract highly skilled and seasoned 

executives to the District’s workforce.  Examples include, chief business officer where three 

recruitments were necessary and most recently Chief Information Officer where a second recruitment 

is necessary.  In researching the matter through inquiries with applicants and other public entities, a 

number of contributing factors have been identified -- some District related, some public sector 

related, some private sector related, some personal.  They include: 

1. Reputation of being a large and unmanageable organization  

2. Reputation of having a very political work environment 

3. Leadership issues 

4. Multiple recruitments for the same job – a sign 

5. Salary potential: unavailability of bonuses /profit-sharing 

6. Funding fluctuations 

7. Not perceived as being a cutting-edge work environment 

8. Decision making independence 

9. Work-life balance issues; uprooting family, family circumstances, etc. 

10. Reluctance to take on major restructuring/reorganization projects at a typical rate of 

compensation 

 

Under normal circumstances, the approach would be to reallocate the salary for the impacted job 

classification to a higher schedule.  However, when looking at labor market data, our experience has 

been that our approved salary schedule is often well within the salary data for comparable job 

classifications.  The conclusion is that a basic competitive salary alone, is not sufficient to motivate 

seasoned, well qualified individuals to move from comfortable employment and life/family situations 

into a new, often challenging position accompanied by the factors noted above.  An additional 

compounding factor is that the influencing factors are not the same for all job candidates requiring a 

flexible solution that can be made to accommodate multiple situations. 

 

The recommended approach of a recruitment differential has been successfully used by other 

jurisdictions.  It is a percentage differential above the highest step of the base salary schedule for a 

job classification designed to entice individuals with the requisite competencies to an executive-level 

District position when the accomplishment of mission-critical requirements, objectives, and 

initiatives are in jeopardy.    



Cases 3734 and 3735  August 28, 2019 

 
 

Retention Differential 

More recently, we have also been facing situations in which highly experienced, long term-employees 

are making the decision to retire or leave the District.  Again, the reasons are varied.   

Most organizations provide for the eventuality of employees changing jobs and retiring by having a 

succession planning for critical positions.  However, the District has no formal succession planning 

process.  As a result, critical District operations can be in jeopardy for months while recruitment for 

a replacement are in process.      

The recommended approach of a retention differential has been successfully used by other 

jurisdictions.  It is a percentage differential above the highest step of the base salary schedule for a 

job classification or a lump sum dollar amount designed to incentivize long term employees to assist 

the District in transitioning to new leadership in a critical area of District operations.  

* * * 

RULE 

584      Recruitment Differential 

Education Code Sections 

88080.  Power of personnel commission to prescribe, amend and interpret rules.     

(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.  Subjects of Rules.   

(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.   
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(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. A recruitment differential may be authorized by the Personnel Commission and Board of Trustees 

for the purpose of facilitating the employment of a new senior-level classified executive in 

situations where:  

 

1. The established salary schedule for the job classification along with provisions for rating-in 

have proven insufficient to hire an individual with the requisite competencies; and 

2. Failure to promptly fill the position will, with reasonable certainty, result in the District not 

being able to accomplish mission-critical requirements, objectives, and initiatives. 

 

B. “New” refers to first assignment to the District or an appointment following a break in service of 

at least 90 working days from a previous appointment as an employee of the District. 

 

C. Senior-level executive positions for purposes of this rule include the following: 

Chief Facilities Executive  

Chief Financial Officer/Treasurer  

Chief Information Officer   

General Counsel  

Vice Chancellor of Finance and Resource Development  
 

D. Requisite competencies include knowledge, skills, abilities, personal characteristics, and 

accomplishments which make the candidate distinctly well-qualified for the position in 

comparison to other candidates eligible for the position. 

 

E. A recruitment differential may be up to a maximum of 25 percent more than the 5th step monthly 

salary of the approved salary schedule for the job classification in effect at the beginning of 

employment.  

 

Example Calculation: 

 

5th step monthly salary ($20,000) x percentage value of recruitment differential (20%) = 

monthly value of recruitment differential 

 

$20,000 x 20% = $4,000 monthly  

 

F. Once approved, the total amount/value of a recruitment differential is not subject to change for 

the duration of the employee’s employment. 

 

G. Cost-of-living increases or other general salary increases applied to salary schedules or other 

salary differentials shall not be applied to recruitment differentials. 
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H. Payment of the recruitment differential shall be in equal monthly payments or fraction thereof. 

 

I. Payment of a recruitment differential shall continue during periods of approved paid absence. 

 

J. Approval of a recruitment differential is a pre-employment process.  Requests for a recruitment 

differential submitted after employment has begun or directly by a prospective or newly hired 

employee on his/her own behalf will be returned with no action.  

 

K. Both regular and limited-term employees are eligible for a recruitment differential.  

 

L. In recognition of the special pay practice a recruitment differential represents and the potential 

for disruption of salary relationships, the District shall submit the following information to the 

Personnel Commission for review and comment, as provided in Education Code Section 88087, 

upon determination of the need to pay a recruitment differential.  

 

1. The name of the potential employee; 

 

2. The position to which the potential employee is to be assigned; 

 

3. The competencies of the proposed employee which support the differential.   

 

4. The mission critical consequences, if the position remains unfilled;  

 

5. The proposed percentage value of the recruitment differential; and 

 

6. Justification for the proposed value of the recruitment differential. 

 

M. In considering the District’s request the Personnel Commission shall consider: 

 

1. The availability and quality of candidates possessing the competencies required for the 

position, including the success of recent efforts to recruit candidates for the position; 

 

2. The salaries typically paid outside the District for similar positions;  

 

3. Recent turnover in similar positions;  

 

4. Employment trends and labor-market factors that may affect the District’s ability to recruit 

candidates for the position;  

 

5. Special or unique competencies required for the position;  

 

6. Work and/or organizational conditions, environment, requirements associated with the 

position; and 

 

7. Other supporting factors that may apply.  

 

N. A recruitment differential shall not be considered as part of an employee's base salary for the 

purpose of step placement upon demotion or promotion. 
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O. A recruitment differential shall not be considered as part of the employee’s base salary for 

purposes of step placement upon change to any job classification with an equal base salary 

schedule or within three (3) percent higher than the base salary schedule. 

 

P. If recruitment difficulties are anticipated, the possible availability of a recruitment differential 

shall be announced in the recruitment bulletin/announcement for executive positions. 

 

 

* * * 

 

RULE 

585     Retention Differential 

Education Code Sections 

88080.  Power of personnel commission to prescribe, amend and interpret rules.     

(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.  Subjects of Rules.   

(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 

employer. 
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A. A retention differential may be authorized by the Personnel Commission and Board of Trustees 

for the purpose of retaining a senior executive under the following circumstances: 

 

1. The employee’s resignation/retirement from employment with the District is imminent 

without the retention differential; 

 

2. The employee possesses unusually high or unique qualifications; 

 

3. The availability of candidates in the labor market who possess the competencies to perform 

the full range of duties and responsibilities of the employee's position at the level performed 

by the employee is known to be highly limited; and 

 

4. The employee’s departure would affect the District’s ability to accomplish mission-critical 

requirements, objectives, and initiatives. 

 

B. Senior-level executive positions for purposes of the rule include the following: 

Chief Information Officer   

Chief Facilities Executive  

Chief Financial Officer/Treasurer  

General Counsel  

Vice Chancellor of Finance and Resource Development  

 

C. A retention differential shall be limited to a maximum duration of one year. 

 

D. A retention differential may be up to a maximum of 25 percent more than the 5th step monthly 

salary of the approved salary schedule for the job classification in effect at the time of affecting 

the differential.  

 

Example Calculation: 

 

5th step monthly salary ($20,000) x percentage value of retention differential (20%) = monthly 

value of retention differential 

 

$20,000 x 20% = $4,000 monthly  

 

E. Once approved, the total amount/value of a retention differential is not subject to change for the 

duration of the employee’s employment. 

 

F. Cost-of-living increases or other general salary increases applied to salary schedules or other 

salary differentials shall not be applied to retention differentials.  

 

G. To receive a retention differential an employee must have permanent status in the classified 

service. 

 

H. Payment of the retention differential shall be in equal monthly payments or fractions thereof. 

 

I. Payment of a retention differential shall continue during periods of approved paid absence. 
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J. In recognition of the special pay practice a retention differential represents and the potential for 

disruption of salary relationships, the District shall submit the following information to the 

Personnel Commission for review and comment, as provided in Education Code Section 88087, 

upon determination of the need to pay a retention differential. 

 

1. The name of the employee; 

 

2. The position to which the employee is assigned; 

 

3. The competencies of the proposed employee which support the differential.   

 

4. The mission critical consequences, if the position remains unfilled;  

 

5. The proposed percentage value of the retention differential; 

 

6. Justification for the proposed value of the retention differential; and 

 

7. The succession plan for the position.  

 

K. In considering the District’s request the Personnel Commission shall consider: 

 

1. The availability and quality of candidates possessing the competencies required for the 

position, including the success of recent efforts to recruit candidates for the position; 

 

2. The salaries typically paid outside the District for similar positions;  

 

3. Recent turnover in similar positions;  

 

4. Employment trends and labor-market factors that may affect the District’s ability to recruit 

candidates for the position;  

 

5. Special or unique competencies required for the position;  

 

6. Work and/or organizational conditions, environment, requirements associated with the 

position; and 

 

7. Other supporting factors that may apply.  

 

L. A retention differential shall not be considered as part of an employee's base salary for the purpose 

of step placement upon demotion or promotion. 

 

M. A retention differential shall not be considered as part of the employee’s base salary for purposes 

of step placement upon change to any job classification with an equal base salary schedule or 

within three (3) percent higher than the base salary schedule. 

 

N. The District may unilaterally terminate a retention incentive service agreement based solely on 

the management needs, in which case the employee is entitled to retain any retention incentive 

payment attributable to completed service and to receive any portion of a retention incentive 

payment owed by the agency for completed service. 
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                                                                                                  KJM: DT 

LOS ANGELES COMMUNITY COLLEGE DISTRICT 

 

 

TO:  THE PERSONNEL COMMISSION 

 

FROM: Karen J. Martin 

 

SUBJECT: Reissue Personnel Commission Rule 626, REIMBURSEMENT OF RATERS’ 

TRAVEL AND EXPENSES (Case 3736) 

 

 

Personnel Commission Rule 626 has been reviewed as part of the Personnel Commission’s continuing 

review and update of Personnel Commission Laws and Rules. No changes have been recommended. 
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626 REIMBURSEMENT OF RATERS’ TRAVEL AND EXPENSES  

 

 Education Code Section(s) 

 

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. 

 

A. Raters participating in an examination process administered under the auspices of the 

Personnel Commission may be reimbursed for travel and other expenses necessarily 

incurred as part of the process. In lieu of the reimbursement process, expenses outlined in 

this rule may be paid for in advance in accordance with established District purchasing 

procedures. 

  

B. Reimbursement is typically limited to raters for classified senior administrative positions 

where the recruitment of qualified raters has been difficult requiring raters from outside 

the Los Angeles area, and/or situations where travel by the rater may result in test 

administration complications/difficulties.  

 

C. Expenses eligible for reimbursement shall be for actual and necessary traveling expenses 

which typically include: 

 

• Transportation to and from destination, including related parking expenses  

• Lodging and meals  

• Tips or gratuities associated with meals, not to exceed 15% of the subtotal cost of 

each meal where gratuity is given and supported by a printed transaction receipt  

• Daily tips or gratuities involving overnight travel related to portage,  

 housekeeping, and valet not to exceed $5 per day  
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• Business related telephone calls  

• Additional portage where charged as a specific baggage handling fee  

• Local transportation, i.e. taxis, buses, shuttles, local trains 

• Other miscellaneous items directly related to the business  

 

Items excluded include:  

 

• Alcoholic beverages   

• Personal telephone calls  

• Expenses of a personal nature 

 

D. Raters must receive written confirmation of the Personnel Commission’s intent to 

reimburse for expenses in advance of incurring the actual expenses. When possible, the 

nature of expenses shall be agreed to in advance. 

 

E. Any rater submitting expenses for reimbursement must submit appropriate proof of such 

expenses, e.g. invoice, receipt, ticket, to the Personnel Director or designee.  

 

F. The Personnel Director shall have discretion to authorize reimbursement for up to $1,000. 

Reimbursement for expenses beyond $1,000 shall be approved by the Personnel 

Commission.  

 

G. The source of funds shall be the applicable budget of the Personnel Commission or the 

location to which the position will be assigned with the agreement and approval of the 

President or Division Head. 
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                                                                                                  KJM: DT 

LOS ANGELES COMMUNITY COLLEGE DISTRICT 

 

 

TO:  THE PERSONNEL COMMISSION 

 

FROM: Karen J. Martin 

 

SUBJECT: Reissue Personnel Commission Rule 710, VOLUNTARY REDUCTION TO 

SUBSTITUTE OR RELIEF STATUS (Case 3737) 

 

 

Personnel Commission Rule 710 has been reviewed as part of the Personnel Commission’s continuing 

review and update of Personnel Commission Laws and Rules. No changes have been recommended. 
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710 VOLUNTARY REDUCTION TO SUBSTITUTE OR RELIEF STATUS 

 

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, 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 employer. 
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A. Notwithstanding provisions contained in any other rule relative to the rights and privileges of 

employees with substitute or relief status only, any permanent employee who takes a voluntary 

reduction to substitute or relief status shall retain the following rights and privileges earned as a 

permanent employee:  

 

1. Salary status as defined in Rule 582, ALLOCATION TO APPROPRIATE SALARY STEP, 

and Rule 585, COMPENSATION FOR EMPLOYEES IN LIMITED-TERM 

ASSIGNMENTS,  

 

2. Step status in the event of future reallocation in the class to which assigned,  

 

3. Eligibility for promotional examinations, and  

 

4. The right to appeal disciplinary actions, as defined in Rule 735, CAUSES AND 

PROCEDURES FOR SUSPENSION, DEMOTION, AND DISMISSAL. 

 

B. Service in a substitute or relief position following voluntary reduction in status shall not qualify for 

step advancement, vacation, or any leave of absence privilege, including illness leave. 

 

C. In the event of a return to regular status within 39 months, the period of time in substitute or relief 

status shall not be considered a break in regular status and the employee shall have all the rights, 

benefits, and burdens of a permanent employee restored as if he/she were reinstated.  Time served in 

substitute or relief status shall not be included for the purpose of determining length of service in 

regular status. 

 

D. Vacation balance shall be paid in a lump sum in accordance with the provisions of Rule 812, 

VACATIONS to any permanent employee who takes a voluntary reduction to substitute or relief 

status. 
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LOS ANGELES COMMUNITY COLLEGE DISTRICT 

 

 

TO:  THE PERSONNEL COMMISSION 

 

FROM: Karen J. Martin 

 

SUBJECT: Reissue Personnel Commission Rule 594, CAREER INCREMENT DIFFERENTIALS 

FOR UNREPRESENTED EMPLOYEES UPON APPOINTMENT TO POSITIONS (Case 

3740) 

 

Personnel Commission Rule 594 has been reviewed as part of the Personnel Commission’s continuing 

review and update of Personnel Commission Laws and Rules.  No changes have been recommended.  
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RULE 594 CAREER INCREMENT DIFFERENTIALS FOR UNREPRESENTED EMPLOYEES 

UPON APPOINTMENT TO POSITIONS  

 
 Education Code Section(s) 

 

 88080.  Power of Personnel Commission to Prescribe, Amend and Interpret Rules. 

(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. Subjects of Rules.  

 (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, demotions, promotions, 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 employer. 

 

A. Unrepresented employees are defined in this rule as employees appointed to a management or 

confidential position. Appointments to positions are defined as a promotion, reclassification, return to 

former class, change to a related class, reinstatement, or demotion.  

  

 B. Represented employees who are receiving a career increment differential, under the provisions of a 

collective bargaining agreement, at the time they are appointed to a regular position in an 

unrepresented management or confidential class, shall continue to receive such differential until such 

time as they become eligible to receive a career increment differential which equals or exceeds the 

amount of their career increment differential carried over from the represented position.
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 C. Unrepresented management or confidential employees who are receiving a career increment 

differential at the time they are appointed to a regular position in a different unrepresented category 

shall continue to receive such differential until such time as they become eligible to receive a career 

increment differential which equals or exceeds the amount of their career increment differential in the 

former category. 

 

D. Represented or unrepresented employees who are receiving a career increment differential at the time 

they are appointed to a regular position in an unclaimed class shall continue to receive such differential 

until the class is claimed. 

 

E. The provisions of this rule do not apply to temporary appointments as defined in Rule 671 LIMITED-

TERM ASSIGNMENTS AND APPOINTMENTS.  Regular employees serving in a temporary 

assignment shall maintain their career increment differential from their underlying regular assignment. 
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LOS ANGELES COMMUNITY COLLEGE DISTRICT 

 

 

TO:  THE PERSONNEL COMMISSION 

 

FROM: Karen J. Martin 

 

SUBJECT: Revision to Personnel Commission Rule 717, CHANGE OF SERVICE ASSIGNMENT 

(Tentative Approval) (Case 3739) 

 

The proposed amendments are part of an ongoing project to review and updates rules. Education Code 

Section 87062 was added as supporting legislature behind the rule. Paragraph B. was amended to add 

or bring phrases up to date with current wording. Paragraph C. and D. were reorganized into a new 

paragraph C. for purposes of conciseness. 
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717 CHANGE OF SERVICE ASSIGNMENT 

 

 Education Code Sections 

 

 87061. Employee of School District; Retention of Rights and 

Benefits Upon Change from Certificated to a Classified Position. If 

an employee of a community college district, including a district having 

the merit system as outlined in Article 3 (commencing with Section 

88060) of Chapter 4, employed in an academic position is assigned to a 

position in the classified service of the same district, the employee shall 

retain all sickness and injury, sabbatical leave, and other rights and 

benefits. All seniority and tenure rights accumulated by the employee at 

the time of assignment to the position in the classified service shall be 

secured to the employee during the period of time he or she occupies a 

position in the classified service. The employee’s return to academic 

service at any time shall be treated as if there had not been an 

interruption in his or her academic service. 

 

 87062. If an employee of a community college district, including a 

district having the merit system as outlined in Article 3 (commencing 

with Section 88060) of Chapter 4, employed in a position in the 

classified service is assigned to an academic position in the same district, 

the employee shall retain all sick leave, vacation, and other rights and 

benefits accumulated by the employee at the time he or she is assigned to 

an academic position. All seniority and permanency rights shall be 

secured to the employee during the period of time he or she occupies an 

academic position. The employee’s return to the classified service at any 

time shall be treated as if there had not been an interruption in his or her 

classified service. 

 

 88090. Rights of Employees Serving in a Classified Position by 

Virtue of Change of Law. Any employee serving in an academic 

position whose position is by virtue of change of law deemed to be in the 

classified service shall without examination become a member of the 

classified service in accordance with the terms of Sections 88088 and 

88089. Full seniority rights shall be retained, except that no seniority 

credit shall be allowed by virtue of previous academic service in case of 

layoff for lack of funds or lack of work. 

 

 Any employee serving in a classified position whose position is by 

virtue of change of law deemed to be an academic position shall 

without examination become an academic employee and shall be 
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deemed to have the necessary qualifications for the position. Full 

seniority rights will be retained, except that no seniority credit will be 

allowed by virtue of previous classified service in case of layoff for 

lack of funds or lack of work. Any such person who has been 

continuously employed in a regular position in the classified service 

for the length of time necessary to acquire permanency as a faculty 

member shall, if employed as a faculty member, be deemed to be 

tenured. Any such person serving in a regular position in the classified 

service for an amount of time less than that necessary to acquire 

faculty tenure shall be a probationary employee of the district; such 

regular classified service shall be considered as probationary service 

toward the attainment of tenure as a faculty member. 

 

 

A. The provisions of this rule apply to a change of an academic employee to a regular, full-time 

classified position in the District. 

 

B. Any employee who changes from a classified position to an academic position may reenter 

the classified service without examination in any class in which the employee has held 

probationary or permanent status, or any lower class in a given line of promotion, upon 

approval of the receiving division head or college president.  No appointment under this 

rule shall supersede the right of any person to reemployment pursuant to Rule 740, 

LAYOFF AND REEMPLOYMENT operate to defeat the reemployment rights of persons 

laid off for lack of work or lack of funds. 

 

C. Any person who hereafter enters the classified service as described in Paragraphs A. or B. 

above shall carry over all unused vacation credit earned as an academic employee; said 

vacation balances shall be assumed by the division to which assigned. 

 

D. Any person who hereafter enters the classified service as described in Paragraphs A. or B. 

above shall retain any unused illness or injury leave benefits previously accrued.  Such an 

employee is not subject to the restriction on paid illness leave that applies to employees 

serving in an initial probationary period. 

 

  A person who enters the classified service as described in Paragraphs A. or B. above shall 

carry over all unused vacation credit earned and any unused illness or injury leave benefits 

previously accrued as an academic employee. 

 

1. Vacation balances shall be assumed by the division to which the employee is 

assigned. 

 

 2.  There shall be no restriction on paid illness leave that applies to employees serving 

an initial probationary period. 
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DE. Prior service as an academic employee shall be computed in determining eligibility for 

salary-step advancement, vacation, and leave privileges in accordance with pertinent rules 

for the classified service. 

 

EF. A change from the classified service to the academic service is governed by Board Rules 

10413 through 10413.13. 
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LOS ANGELES COMMUNITY COLLEGE DISTRICT 

 

 

TO:  THE PERSONNEL COMMISSION 

 

FROM: Karen J. Martin 

 

SUBJECT: Revision to Personnel Commission Rule 741, LEAVE OF ABSENCE PRIOR TO 

LAYOFF (Tentative Approval) (Case 3738) 

 

 

This rule has been reviewed as part of the Personnel Commission’s continuing review and update of 

Personnel Commission Laws and Rules. A paragraph D. was added to account for scenarios where a 

collective bargaining unit may have negotiated provisions that differ from this rule.  
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741 LEAVE OF ABSENCE PRIOR TO LAYOFF 

 

 

Education Code Sections 

 

  88080. Power of personnel commission to prescribe, amend and interpret 

rules. (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. Subjects of rules.  (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 employer. 
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A. When a layoff because of lack of funds or lack of work is about to occur, the Human Resources 

Division shall determine the classes which will be affected. A list of such classes shall be furnished to 

the Personnel Commission in a timely manner. 

 

B. Any regular employee who has received notice of impending layoff may be granted a leave of absence 

at the discretion of his/her division head or college president from the date of such notice until the 

effective date of layoff. No salary will be paid by the District for the period of the leave; however, 

employees may elect to use any accrued vacation or compensatory time they have earned. Seniority 

credit shall be accumulated during the leave of absence. 

 

C. Rescission of the notice of impending layoff shall cancel all leaves granted under this rule. Employees 

in executive, administrative, or supervisory classes shall be allowed 1 month in which to return to 

employment; employees in other classes shall be allowed 14 calendar days in which to return to 

employment. 

 

D. This rule shall have no force and effect upon employees of any collective bargaining unit to the extent 

that the provisions of this rule are negotiable. 
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INSTRUCTIONAL ASSISTANT, INFORMATION TECHNOLOGY 

 

DEFINITION 

 

Monitors and maintains one or more instructional computer laboratories and provides students with assistance 

in the areas of computer programming, equipment operation, and use of standard software applications. 

 

TYPICAL DUTIES 

 

Schedules and oversees the use of one or more instructional computer laboratories by students, faculty, and staff. 

 

Explains to students the established instructional laboratory policies and the use of equipment available within 

the instructional laboratory. 

 

Assists students with problems related to arithmetic and logic operations, flowcharting, or coding, testing, and 

debugging of their computer program assignments. 

 

Assists students with use of standard application software applications such as word processors, spreadsheets, 

database management, presentations, and computerized accounting. 

 

Assists instructional staff in coordinating classroom instruction with hands-on operation of computer equipment 

and programming experience by providing them with observations regarding the problems encountered and 

progress being made by students using the laboratory as part of the educational program. 

 

Diagnoses computer equipment malfunctions and takes corrective action involving minor adjustments and 

repairs such as changing floppy disk, blue ray, CD/DVD, hard disk, and other storage media drives, adapter 

cards, and memory on computer equipment. 

 

Performs installations and updates of software programs. 

 

Contacts maintenance and service personnel when appropriate and maintains records of maintenance and repair 

calls. 

 

Sets up and maintains records of equipment reservations, user identification numbers, student usage accounts, 

and other computer equipment utilization statistics. 

 

Maintains inventory records of supplies and equipment, and prepares periodic inventory reports and requisitions. 

 

Assists instructors with preparation of lab materials such as development of proper computer operating 

instructions, lab problems, and documentation. 

 

Assists instructors with research of product specifications related to software and hardware purchasing options.  

 

Performs start up and shut down of computer laboratory equipment and all backup and security procedures 

including detection and removal of computer viruses. 
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May provide training and work direction to student employees. 

 

Performs related duties as assigned. 

 

DISTINGUISHING CHARACTERISTICS 

 

An Instructional Assistant, Information Technology, applies knowledge of computer programming, 

application software and computer operations to assist students with problems related to the computer laboratory 

assignments, familiarizes students with the operation of computers and ancillary equipment and is responsible 

for the day-to-day operations of one or more instructional computer laboratories.  

 

An Assistant Computer and Network Support Specialist provides technical support functions of moderate 

difficulty, complexity and scope involving repair/replacement of computer parts and adjustment of computer 

equipment, basic troubleshooting of system processing failures, and assistance with a wide variety of software 

applications in a local area network environment at a college or the District Office. 

 

Instructional Assistants in other academic disciplines are responsible for the day-to-day operations of 

instructional laboratories and apply their specialized knowledge to a broad range of duties related to the day-to-

day operations of their academic departments. 

 

SUPERVISION 

 

General supervision is received from a Department Chair. Technical supervision may be received from an 

Information Technology Department classified supervisor or manager on assigned computer related hardware 

and software laboratory work and functional supervision from instructional staff on assigned computer 

laboratory work. Work direction may be provided to student employees. 

 

CLASS QUALIFICATIONS 

 

Knowledge of: 

 

Capabilities, operation, and care of computers, tablets, interactive boards, printers, terminals, and local area 

network(s) 

 

Application software for word processing, spreadsheets, database management, desktop publishing, 

presentations, and computerized accounting 

 

Operating Systems Environments such as Microsoft Windows, LINUX, UNIX, VMS MacOS, iOS, Android, 

and DOS command line environments 

 

Programming logic 

 

Two or more programming languages such as Java, Visual BASIC, BASIC, C, C++, Python and SQL 

 

Website development languages/tools such as HTML, CSS, Adobe Flash, plug-ins, PHP, and ASP 

 

Relational Database Management Systems (RDBMS) 

 

Principles of Rrecordkeeping procedures     
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Ability to:  

 

Provides instructional assistance to students and instructional staff 

  

Effectively utilize computer hardware and software of assigned computer laboratories 

 

Diagnose problems related to software and computer equipment malfunction 

 

Perform minor repairs on computer laboratory equipment 

 

Explain and demonstrate the proper utilization of computers and ancillary equipment to students 

 

Communicate effectively both orally and in writing 

 

Work effectively and cooperatively with students, instructional staff, and other District staff Give clear and 

concise instructions 

 

Keep detailed and accurate records 

 

Learn additional computer programming languages 

 

Learn additional application software packages most commonly used with computer systems 

 

Learn to use electronic measurement and related equipment used for service and simple repair of computers 

 

ENTRANCE QUALIFICATIONS 

 

Education and Experience: 

 

A. An associate degree or its equivalent from a recognized college or university with a major in computer 

information systems, computer science, computer engineering, or a closely related field which included 

course work in at least two computer programming languages, basic computer operations and operating 

systems, and the use of computer applications software. 

 

OR 

 

B. Graduation from high school or its equivalent AND two years of recent full-time paid programming and 

computer operations experience in a computer environment which included a local area network.  

Programming experience must include applications development in at least two computer programming 

languages and the use of computer applications such as word processing, spreadsheet, database 

management, desktop publishing, and presentation software.
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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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