PERSONNEL COMMISSION
HACIENDA LA PUENTE
UNIFIED SCHOOL DISTRICT

Personnel Commission Meeting Agenda
September 3, 2019

PERSONNEL COMMISSION
HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT
15959 East Gale Avenue
City of Industry, California 91745
AGENDA
REGULAR MEETING
September 3, 2019
4:30 P.M. in the Board Room
Meeting called to order by

at

p.m.

PLEDGE OF ALLEGIANCE:
ROLL CALL:
Jeanne Gooch, Chair
Henry Gonzales, Vice Chair

______
______

Israel Cobos, Personnel Director
Khrynston Samreth, Personnel Analyst
Michelle Quiroz, Personnel Assistant

______
______
______

I.

GENERAL FUNCTIONS
REFERENCE

1. Approve the agenda as submitted or amended.

ACTION
Moved by
Seconded
Vote___

2. Approve minutes of the regular meeting of June 4, 2019.

1.

Moved by
Seconded
Vote___

3. Approve minutes of the regular meeting of August 6, 2019.

2.

Moved by
Seconded
Vote___

4. Director’s Report

3.

No Action Required

REFERENCE

ACTION

4.

No Action Required

5. Communications
a. CSEA
b. SEIU
c. Administration
d. Audience members who filed a request to speak
II.

1. Receive Test Plan information.

SELECTION PROCESS

2. Receive Provisional Assignment Report

Sep. Doc.
A.

3. Approve ratification of the following Eligibility list(s):

Sep. Doc.
B.

Administrative Assistant, List #0302/0619
Assessment Technician, List #0251/0619
Media Center Clerk, List #0706/0519
Site Supervision Aide, List #0270/1218
4. Ratify removal of the following eligible(s) in accordance with the
Personnel Commission Rule 6.1.11:

No Action Required

Moved by
Seconded
Vote___

Sep. Doc.
C.

Moved by
Seconded
Vote___

Sep. Doc.
D.

Moved by
Seconded
Vote___

Bus Attendant, List #1301/1118
Eligible(s) #21496609
Cafeteria Worker II, List #0508/1018
Eligible(s) #7252455
Campus Security Officer, List. #1102/0818
Eligible(s) #37882961
Custodian I, List #0806/0718 Merged
Eligible(s) #19090360
Instructional Aide II – Special Education, List #0262/1218 Merged
Eligible(s) #10521422
Payroll Technician, List #0126/0519
Eligible(s) #36218028
5. Notification of removal of the following eligible(s) in accordance
with the Personnel Commission Rule 4.2.1:
Technology Service Technician, List #0416/0219
Eligible(s) #22577488
III.

CLASSIFICATION AND SALARY

1. Approve the revised class description of Cafeteria Manager I to
comply with Education Code 45109.

Sep. Doc.
5.

2. Approve the revised class description of Cafeteria Manager II to
comply with Education Code 45109.

Sep. Doc.
6.

3. Approve the revised class description of Cafeteria Manager III to
comply with Education Code 45109.

Sep. Doc.
7.

IV.

RULES AND REGULATIONS

V.

CHARGES AND HEARINGS

1. None

1. None

Moved by
Seconded
Vote___
Moved by
Seconded
Vote___
Moved by
Seconded
Vote___

VI.

OTHER
REFERENCE

ACTION

1. Unfinished Business

No Action Required

2. Commissioner’s Comments

No Action Required

3. Adjourn to Closed Session
Government Code 54957:
Public Employee Performance Evaluation
Title: Personnel Director

No Action Required

Adjourned to Closed Session _____ p.m.
Reconvened to regular meeting _____ p.m.
NEXT REGULAR MEETING
Date:
Tuesday, October 1, 2019
Time:
4:30 p.m.
Location:
Board Room, District Office
ADJOURNMENT: ______ p.m.

Pursuant to Government Code 54957.5, a copy of all documents related to any item on this agenda that have been submitted to the Commission may be obtained
from the Commission office, 15959 E. Gale Avenue, City of Industry, CA 91716.
Persons requiring accommodation in order to view the agenda or participate in the meeting, may make the request for accommodation to the Assistant
Superintendent, Business Services at 555-423-7986 at least 24 hours in advance of the meeting. (Government Code 54954.2 (a) 1.)

Reference Item:
1

PERSONNEL COMMISSION
HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT
MINUTES OF THE REGULAR MEETING OF
June 4, 2019
PRELIMINARY SECTION
CALL TO ORDER

The meeting of the Personnel Commission of the Hacienda La
Puente Unified School District was called to order by Ms. Jeanne
Gooch, Chair, at 4:30 p.m., in the Board Room, 15959 East Gale
Avenue, City of Industry, California.

MEMBERS PRESENT

Ms. Jeanne Gooch, Chair
Mr. Henry Gonzales, Vice Chair

STAFF MEMBERS PRESENT

Mr. Israel Cobos, Personnel Director
Mr. Khrynston Samreth, Personnel Analyst
Ms. Michelle Quiroz, Personnel Assistant

OTHERS PRESENT

See Visitor’s Register
I.

AGENDA APPROVED AS SUBMITTED

GENERAL FUNCTIONS

301. Vote 2-0

Ms. Gooch-Yes

Mr. Gonzales-Yes

Mr. Gonzales, Vice Chair, moved to approve the agenda as submitted.

APPROVED MINUTES AS SUBMITTED

302. Vote 2-0

Ms. Gooch-Yes

Mr. Gonzales-Yes

Mr. Gonzales moved to approve the minutes of the regular meeting
of May 7, 2019.

303. Vote 2-0

Ms. Gooch-Yes

Mr. Gonzales-Yes

Mr. Gonzales moved to approve the minutes of the special meeting
of May 20, 2019.
APPROVED MEMBERSHIPS IN ORGANIZATIONS
AS LISTED FOR THE 2019 - 2020 FISCAL YEAR

304. Vote 2-0

Ms. Gooch-Yes

Mr. Gonzales-Yes

Mr. Gonzales moved to approve the memberships as listed for the
2019 - 2020 fiscal year.

DISCUSSION AND VOTE ON JOINT APPOINTED
PERSONNEL COMMISSIONER INSTALLATION

305. Vote 2-0

Ms. Gooch-Yes

Mr. Gonzales-Yes

Mr. Gonzales moved to open the discussion on the Joint Appointed
Personnel Commissioner installation, with a vote to follow.
306. Ms. Gooch explained that Ms. Sandra (Rivera) Hernandez had been
approved as the Joint Appointee at the January 2019 meeting. The
subsequent standard background check has brought forth some
new information on the individual. As a result, there will be
another vote tonight on whether or not she will be installed as a
Commissioner.
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Ms. Gooch invited members of the audience to speak on this
subject when we reach the communications section of the agenda.
DIRECTOR’S REPORT

307. Mr. Cobos provided recruitment updates on completed eligibility
lists, along with current and upcoming recruitments.

308. Mr. Cobos reported that the Classified Employee Appreciation
Luncheon was held on May 14th at the Hacienda Heights
Community Center. Attendance was excellent, and it was great to
see all the employees there. He congratulated all those that won
prizes through BINGO or the drawing.
309. Mr. Cobos shared that the Personnel Commission attended the job
fair hosted by the East San Gabriel Valley America’s Job Center of
California in partnership with the Hacienda La Puente Adult School
on May 8th at Willow Center. The turnout of employers and job
seekers was impressive; we spoke to many candidates that were
interested in HLPUSD jobs, in particular our Child Development
positions.
310. Mr. Cobos provided a flyer to the Commissioners regarding the
2020 California School Personnel Commissioners Association
(CSPCA) Annual Conference in San Francisco on February 20th –
22nd. The flyer includes featured topics and some detailed
information regarding the conference.
311. Mr. Cobos mentioned free computer classes that have already
begun at Hacienda La Puente Adult Education. The classes are free
to district employees, and reoccur frequently. Mr. Cobos will share
this information whenever he is aware of them.
312. Mr. Cobos indicated the item on the agenda entitled “Discussion:
Facilities Manager Recruitment” is for a discussion of the concerns
brought up during the April meeting. Mr. Cobos will make
additional comments at that time and provide an update. He
invited anyone else that would like to speak on the matter to do so
at that time.
COMMUNICATIONS

313. Ms. Margaret Caldera, CSEA President, welcomed the CSEA
members and representatives in the audience. She mentioned that
the district continues to work CSEA members outside of their job
descriptions, and asks that the Personnel Commission uphold the
Merit System.
Ms. Caldera commented that Ms. (Rivera) Hernandez had been
appointed in January but has yet to be installed as a Commissioner,
and shared her displeasure at the delay. She said that if there was
a problem, it should have come back to the Commissioners and
then sent to the State Superintendent if necessary. She asked that
Ms. (Rivera) Hernandez be moved forward today.
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314. Ms. Joyce Garcia, SEIU Co-Chief Steward, thanked Mr. Cobos for
mentioning the Classified Employee Appreciation Luncheon, which
everyone really enjoyed. Ms. Garcia also remarked on the
Commission appointment, saying that they would just like to know
what is going on with the delay and they would like to move
forward.
315. Ms. Margie Espinosa, CSEA Labor Relations representative,
commented on the ongoing process to appoint the Joint
Appointed Personnel Commissioner, voicing her support for Ms.
(Rivera) Hernandez. She stated that subjecting her to a
background check was improper, and failure to install her as
Commissioner would escalate the issue to the State
Superintendent.
316. Ms. Sue Walker, CSEA officer and district employee, expressed her
frustration with the ongoing process to appoint the Joint
Appointed Personnel Commissioner, accusing the district of
impeding the progress. She cited various Personnel Commission
Rules and said that the issue should have been sent to the State
Superintendent.
317. Mr. James Lawrence, Maintenance Painter, indicated that his
question had already been answered.
318. Ms. Rosemarie Salcedo, CSEA officer, agreed with the previous
speakers that the ongoing process to appoint the Joint Appointed
Personnel Commissioner was taking too long, and voiced her
support for Ms. (Rivera) Hernandez.
319. Mr. Taro O’Sullivan, community member, shared his views on the
ongoing process to appoint the Joint Appointed Personnel
Commissioner, saying that the District does not have the authority
to make Ms. (Rivera) Hernandez appeal based on her background
check results. Mr. O’Sullivan shared details about Ms. (Rivera)
Hernandez’s record and an item that has since been removed by
the courts. He said that the remaining item on her record is
insufficient to disqualify her from consideration. He disagrees with
the actions taken by the District.
320. Ms. Linda Vaughan, Chairperson of the CSEA Merit System
Committee and Personnel Commissioner for Long Beach Unified
School District, shared that her research shows that Mr. Cobos is
paid only by the Personnel Commission, and she wants the two
Commissioners to know that they have the right to install Ms.
(Rivera) Hernandez. She says that the District did not do what they
were supposed to do, and if they had a disagreement with the
appointment, the issue should have been forwarded to the State
Superintendent.
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II.

SELECTION PROCESS

RECEIVED TEST PLAN

321. Received Test Plan. No Action Required.

RECEIVED PROVISIONAL ASSIGNMENT AND
WORKING OUT OF CLASS REPORT

322. Received Provisional Assignment and Working Out of Class
report. No Action Required.

RATIFIED ELIGIBILITY LISTS

323. Vote 2-0

Ms. Gooch-Yes

Mr. Gonzales-Yes

Approved ratification of the following
Eligibility Lists:
Athletic P.E. Technician (Female)
List #0800/0319
Lead Custodian
List #0810/0419
RATIFIED REMOVAL OF ELIGIBLES

324. Vote 2-0

Ms. Gooch-Yes

Mr. Gonzales-Yes

Approved ratification of the following
Eligible(s) for removal in accordance with Personnel Commission
Rule 6.1.11:
Accounting Technician, List #0116/0219
Eligible(s) #18216533
Child Development Technician, List #0206/0119
Eligible(s) #4915590
Custodian II, List #0808/0718 Merged
Eligible(s) #33559274
Office Assistant, List# 0344/0718
Eligible(s) #37425320
Sign Language Interpreter – Adult School, List #0218/0518
Eligible(s) #29330172
Site Supervision Aide, List #0270/1218
Eligible(s) #18962571, #18882886, #34467866
NOTIFICATION OF REMOVAL OF ELIGIBLES

325. Vote 2-0

Ms. Gooch-Yes

Mr. Gonzales-Yes

Notification of the removal of the following eligible(s) in
accordance with the Personnel Commission Rule 4.2.1:
Instructional Aide II Special Education,
List #0262/0264/0265/1218 Merged
Eligible(s) #26203848
Site Supervision Aide, List #0270/1218
Eligible(s) #31244582
III.
326.

CLASSIFICATION AND SALARY
None.
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IV.

RULES AND REGULATIONS

327. None.
V.

UNFINISHED BUSINESS
DISCUSSION ITEM:
FACILITIES MANAGER RECRUITMENT

CHARGES AND HEARINGS

328.

None.

VI.

OTHER

329. Mr. Cobos opened the discussion with comments regarding the
discussion on this topic from the last meeting:






An additional meeting took place between the Director of
Facilities, Human Resources, District Administration, and
the Personnel Commission.
As a result of that meeting, the Personnel Commission will
be studying a few Maintenance Worker positions, including
the one in question, with a goal of better understanding
the work that is being done.
The Facilities Manager recruitment has been placed on
hold while the study is completed, with the expectation to
reopen it in the near future.
Additional information will be reported at future meetings.

330. Mr. Gonzales asked if the two Facilities department employees in
attendance would like to speak on this subject.
331. Mr. Saul Sanchez commented that the Maintenance Worker who
had been working outside of his classification was still performing
the same duties as discussed in the previous meeting. He says that
Mr. Mark Hansberger, Director of Facilities, is orchestrating this,
and that many people do not speak up due to fear of retaliation.
Mr. Sanchez shared that during the recent graduations Mr.
Hansberger said that they needed all the Maintenance Workers,
but the employee in question remained behind a desk. He asks
why he was not pulled like everyone else to do maintenance work.
332. Mr. Gonzales inquired as to whether there has been any progress
or changes in the situation, or any department meetings regarding
opportunities. Mr. Sanchez replied that there had been nothing at
all.
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CLOSED SESSION

333. Adjourned to closed session 4:59 p.m.
Reconvened to regular session 5:44 p.m.
334.

Vote 1-1

Ms. Gooch-Yes

Mr. Gonzales-No

Mr. Gonzales moved to vote on the installation of Ms. (Rivera)
Hernandez as the Joint Appointed Personnel Commissioner.

Ms. Gooch indicated that Mr. Cobos would now explain the next
step.
Ms. Caldera interrupted and received permission from Ms. Gooch
to speak. She reminded the Commissioners that Ms. (Rivera)
Hernandez was appointed unanimously during the previous vote
and claims that there is no legal reason to deny her the position
now. She said that the public has the right to know why Mr.
Gonzales reversed his vote.
Mr. O’Sullivan interjected that there should be legal justification to
change a vote, and Ms. Caldera agreed. He continued by
comparing this to “firing without cause.”
Ms. Gooch shared that Mr. Gonzales chooses not to comment on
his vote.
Mr. Cobos informed the room that the issue is now going to be
forwarded to the State Superintendent.
Mr. Gonzales submitted long time resident of the community,
Leonard Manriquez, to be considered for the position of Joint
Appointed Commissioner.
Ms. Caldera spoke up to tell Ms. Gooch that Ms. (Rivera)
Hernandez was already appointed and that as the president, she
needed to move her forward. She also said that she should have
been seated when she was appointed, and that as president, she
did not need Mr. Gonzales’ approval due to his vote in January, and
that Ms. (Rivera) Hernandez needs to take her oath of office.
Ms. Gooch indicated that she does not disagree with Ms. Caldera,
and that she is doing everything she can.
Ms. Caldera instructed Ms. Gooch to state all of this for the record.
Ms. Gooch replied that, “For the record, I would like Ms. (Rivera)
Hernandez to be installed by the end of this month at a special
meeting.” She also said that nominations were not being accepted,
as it was not on the agenda.
Ms. Caldera requested that the special meeting be scheduled.
Mr. Cobos replied that they will discuss the special meeting date
and ensure that there is proper notification.
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COMMISSIONERS’ COMMENTS

335. Mr. Gonzales addressed Mr. Sanchez regarding comments from
the last meeting’s discussion on the Facilities Manager
recruitment, indicating that there has been follow up in closed
session, and that there will continue to be follow up on this issue.

NEXT REGULAR MEETING

336. The next regular meeting is scheduled for
TUESDAY, August 6, at 4:30 p.m.
Meeting adjourned at 5:49 p.m.

Submitted by _______________________________
Israel Cobos
Personnel Director

Approved

by
Date

_______
Chair
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Reference Item:
2

PERSONNEL COMMISSION
HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT
MINUTES OF THE REGULAR MEETING OF
August 6, 2019
PRELIMINARY SECTION
CALL TO ORDER

The meeting of the Personnel Commission of the Hacienda La
Puente Unified School District was called to order by Ms.
Jeanne Gooch, Chair, at 4:30 p.m., in the Board Room, 15959
East Gale Avenue, City of Industry, California.

MEMBERS PRESENT

Ms. Jeanne Gooch, Chair
Mr. Henry Gonzales, Vice Chair

STAFF MEMBERS PRESENT

Mr. Israel Cobos, Personnel Director
Mr. Khrynston Samreth, Personnel Analyst
Ms. Michelle Quiroz, Personnel Assistant

OTHERS PRESENT

See Visitor’s Register
I.

AGENDA APPROVED AS SUBMITTED

GENERAL FUNCTIONS
337. Vote 2-0

Ms. Gooch-Yes

Mr. Gonzales-Yes

Mr. Henry Gonzales, Vice Chair, moved to approve the agenda
as amended to remove the closed session

APPROVED MINUTES AS SUBMITTED

338. Vote 1-1

Ms. Gooch-No

Mr. Gonzales-Yes

Mr. Gonzales moved to approve the minutes of the regular
meeting of June 4, 2019. The minutes were not approved.
DIRECTOR’S REPORT

339. Mr. Cobos welcomed everyone to the meeting.
340. Mr. Cobos provided recruitment updates on completed
eligibility lists, along with current and upcoming
recruitments.
341.

Mr. Cobos shared information about Adult Education’s free
computer and accounting classes for District employees. Classes
begin on Monday, August 12th. For more information, call (626)
934-2801 or visit www.hlpae.com.

342.

Mr. Cobos reported that there are several upcoming training
sessions this fall:
CalPERS:
 A general information session will be held on October 8th
from 5:00 – 7:00 pm; more information to follow soon.


Individual sessions will be offered on October 22nd to those
interested in 1:1 advice or guidance; more information to
follow soon.
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Financial Wellness Brown Bag:
 Invitations will be going out soon for a financial Wellness
Brown Bag Learning event in late September for any
interested employees. This session will focus on helping
attendees improve their FICO scores, budgeting, debt
management, and customized approaches to saving for live
events.
Medicare/Health Reimbursement Arrangement Basics:
 The district will be hosting a Medicare Basics seminar at the
district office focused on early retiree health benefits and
Medicare on Friday, October 11th in multiple sessions.

COMMUNICATIONS

343.

Mr. Cobos updated the status of the Joint Appointed
Commissioner:
 The Commissioners are not currently in alignment
regarding the next steps to resolve the matter.
 The plan is to continue to work toward reaching alignment
and resolution.
 At the last meeting, sending this matter to the State
Superintendent was discussed; this is still being resolved.

344.

Mr. Cobos noted that, later in the agenda, there is an item
entitled “Discussion: Facilities Manager Recruitment” to discuss
the concerns that were brought up during the April Personnel
Commission meeting. He will make additional comments at that
time, and invited anyone else that would like to speak on the
matter to do so.

345.

Ms. Margaret Caldera, CSEA President, expressed her dismay
with the delay of the installation of the Joint Appointed
Personnel Commissioner nominee. She feels that the Merit
System is not being upheld, and questioned Mr. Cobos’
performance of his duties.
Ms. Caldera noted the presence of a school Police Officer at the
meeting, and speculated on the reason for that presence.
Ms. Caldera stated that there continues to be employees
working outside their job descriptions. She emphasized the
importance of working within a given classification’s job
description.
Ms. Caldera referenced the Facilities Manager recruitment,
noting that she understands that there is no longer a vacancy.
She said that there is still a problem with employees working
out of class.
Ms. Caldera stressed that the Merit System rules need to be
followed and protected.
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346.

Ms. Julia Sanchez, CSEA Grievance Chair, indicated that there
had been a meeting with CSEA and Mr. Cobos, discussing the
issue of employees working out of class. She says there has
been some progress, but not enough.
She asked the Personnel Commissioners to keep the
hardworking Classified employees in mind.

II.

SELECTION PROCESS

RECEIVED TEST PLAN

347.

Received Test Plan. No Action Required.

RATIFIED ELIGIBILITY LISTS

348.

Vote 2-0

Ms. Gooch-Yes

Mr. Gonzales-Yes

Approve ratification of the following Eligibility list(s):

Bus Driver – List #1302/1118 Merged
Child Development Technician – List #0206/0419 Merged
Glazier – List #0614/0519
HVAC Technician – List #0616/0319
Instructional Aide I – Special Education – List #0260/0519
Instructional Aide I – Special Education (Bilingual) –
List #0261/0519
Instructional Aide II – Special Education, Hearing Impaired –
List #0266/0419
Payroll Technician – List #0126/0519
Police Officer – List #1105/0419 Merged
Rehabilitation Program Assistant – List #0248/0419
Speech-Language Pathology Assistant – List #0244/0419
RATIFIED REMOVAL OF ELIGIBLES

349.

Vote 2-0

Ms. Gooch-Yes

Mr. Gonzales-Yes

Approved ratification of the following Eligible(s) for removal in
accordance with Personnel Commission Rules 6.1.10 & 6.1.11:

Bus Attendant, List #1301/1118
Eligible(s) #33598816
Family Services Specialist, List #0216/0119
Eligible(s) #25665380
Instructional Aide II – Special Education, Hearing Impaired –
List #0266/0419
Eligible(s) #28954892
Media Center Aide, List #0704/0818
Eligible(s) #13074242
Office Assistant, List #0344/0718
Eligible(s) #29516320, #37488923, #37448005
Rehabilitation Program Assistant, List #0248/0419 Merged
Eligible(s) #29102801
Secretary I, List #0344/0119
Eligible(s) #37942518, #10111599
Senior Budget Technician, List #0130/0219
Eligible(s) #1701949
Sign Language Interpreter-Adult School, List #0218/0518
Eligible(s) #33640569
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Site Supervision Aide, List #0270/1218
Eligible(s) #7341585, #25994461, #38895335,
#16123124, #39102263
NOTIFICATION OF REMOVAL OF ELIGIBLES

350.

Vote 2-0

Ms. Gooch-Yes

Mr. Gonzales-Yes

Notification of the removal of the following Eligible(s) in
accordance with Personnel Commission Rule 4.2.1:
Family Services Specialist, List #0216/0119
Eligible(s) #38072181
Rehabilitation Program Assistant, List #0248/0419 Merged
Eligible(s) #18404743
III.

CLASSIFICATION AND SALARY
351.

IV.

RULES AND REGULATIONS
352.

V.

UNFINISHED BUSINESS DISCUSSION ITEM:
FACILITIES MANAGER RECRUITMENT

None.

CHARGES AND HEARINGS
353.

VI.

None.

None.

OTHER
354.

Mr. Cobos shared the developments since the last meeting:
 The Bond Team has been transferred back to their
respective departments, which has resulted in there not
being an opening for Facilities Manager any longer.
 The Facilities Management recruitment, on hold since June,
will remain on hold for a month or two and then close if no
needs arise.
 The employee who was alleged to be performing duties not
in alignment with his position as Maintenance Worker is no
longer performing those duties and is in the normal
Maintenance Worker rotation.
 A study of the Maintenance Worker position including the
role in question has begun.
o The goal is to have a better understanding of the work
that is being done by Maintenance Workers.
o Two Maintenance Workers and two Facilities Managers
have been interviewed to date.
o Further interviews with additional Maintenance
Workers have been scheduled, along with job
shadowing to see what a typical day looks like.
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355.

COMMISSIONERS’ COMMENTS

Mr. Gonzales complemented Mr. Cobos’ performance as
Personnel Director, expressing his confusion with Ms. Caldera’s
negative comments.
Mr. Gonzales addressed Ms. Caldera’s question regarding the
presence of a school Police Officer, referencing the conflict at
the meeting of June 4th.
Ms. Caldera disagreed with Mr. Gonzales regarding the June 4th
meeting.
Mr. Gonzales asked for examples of employees working outside
their job descriptions. Ms. Caldera responded that it has been
going on for years, and stated that the Commission has also
been corrupt for years.
Multiple people chimed in on their perspective as Mr. Gonzales
and Ms. Caldera exchanged differing points of view on the topic.

356.

Mr. Gonzales again asked for examples of employees working
outside their job descriptions. Ms. Caldera cited an instance of
Bus Drivers used to supervise areas during graduation. She
referenced the requirements to work security.
Mr. Gonzales affirmed his commitment to his oath as a
Commissioner and that he is not easily influenced by others.
More discussion ensued about who is subject to the Personnel
Commission Rules.
Mr. Gonzales closed by agreeing to disagree with Ms. Caldera.

NEXT REGULAR MEETING

357.

Ms. Gooch referenced the saying, “If you have nothing good to
say, say nothing at all” and closed the meeting.

358.

The next regular meeting is scheduled for
Tuesday, September 3, at 4:30 p.m.
Meeting adjourned at 4:56 p.m.

Submitted by
Israel Cobos
Personnel Director

Approved

by
Date

Chair
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Reference Item:
3

Director’s Report: September 3, 2019

Completed Recruitments with Date List Established
 Administrative Assistant (Promotional Only) – 8/28
 Assessment Technician (Open and Promotional) – 8/29
 Site Supervision Aide (Open and Promotional) – Continuous – 8/5
Current Recruitments with Last Day To File
 Bus Driver (Open and Promotional) – Continuous
 Cafeteria Manager III (Promotional Only) – 9/18
 Cafeteria Worker I (Open and Promotional) – Continuous
 Cafeteria Worker II (Open and Promotional with Promotional Taking Precedence) – 8/30
 Child Development Technician (Open and Promotional) – 8/28
 Custodian I (Open and Promotional) – 8/6
 Custodian II (Open and Promotional) – 8/6
 Grounds Worker II (Open and Promotional with Promotional Taking Precedence) – 8/9
 Instructional Aide II – Special Education (Open and Promotional) – 7/22
 Office Assistant (Open and Promotional) – 9/5
 Piano Accompanist (Open and Promotional) – 7/3
 School Office Manager I (Promotional Only) – 8/16
Upcoming Recruitments
 Campus Security Officer
 Metal Worker
Classification and Salary
 Instructional Support Study
o Pending Site Visitations

Reference Item:
4

10/26
n/a
n/a
n/a
n/a
07/10
n/a

Cafeteria Worker I1

Cafeteria Worker II1

Child Development Technician1

Custodian I1

Custodian II1

Grounds Worker II

I.A. II - Special Education

05/09
05/20
05/20
n/a

Administrative Assistant

Assessment Technician

Media Center Clerk

Site Supervision Aide

Merged

05/20

School Office Manager I

1

06/03

Piano Accompanist

15

06/25 07/22

07/18 08/09

07/15 08/06

07/15 08/06

08/06 08/28

08/02 08/30

15

15

15

15

15

12/13 Continuous

07/10 08/02

06/11 07/08

06/24 07/18

07/26 08/16

06/07 07/03

15

15

15

15

15

15

20

10/26 Continuous

08/27 09/18

11/09 Continuous

calendared 08/14 09/05

08/21

Cafeteria Manager III

Office Assistant1

10/24

Bus Driver 1
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SUBJECT TO THE APPROVAL OF THE
PERSONNEL COMMISSION

CLASSIFICATION SPECIFICATIONS REVISION:
CAFETERIA MANAGER I, II, & III
Report Date: September 3, 2019
I.

SUBJECT: Classification Specifications Revision – Cafeteria Manager I, II, & III

II.

BACKGROUND INFORMATION:
The Director of Food Services has requested some necessary revisions to update the classification
specifications.

III.

METHODOLOGY:
In carrying out the review, staff conducted the following activities:
• Reviewed the Cafeteria Manager I, II, and III classification specifications.
• Collected input from the Director of Food Services.
• Collected input from SEIU leadership.
• Collected input from the Assistant Superintendent of Human Resources.

IV.

DISCUSSION:
Significant changes to the classification specifications include the following:
1. Revision of “Special Requirements” section under “Employment Standards.”
Revisions were made to the “Special Requirements” section under the “Employment Standards” heading
in order to comply with current regulations and standards. “Possession of a valid Food Protection
Manager certificate issued by an authorized agency” was included to comply with the current FDA Food
Code (2-102.12 & 2-102.20), which requires a person in charge to be certified as a Food Protection
Manager. “Complete at least 10 hours of annual continuing education and training per United States
Department of Agriculture (USDA) standards” was included to comply with the United States Department
of Agriculture’s (USDA) Professional Standards for All School Nutrition Program Employees; at the
managerial level, 10 hours of annual continuing education/training is required. These changes apply to
Cafeteria Manager I, II, and III as these classifications manage and coordinate the operations and
maintenance of elementary, middle, and high school cafeterias.
The changes were not sufficient to alter the salary allocation.

V.

Recommendation
The Personnel Director recommends that the Personnel Commission approve the revisions for the
classification specifications for Cafeteria Manager I, II, and III.

Personnel Commission
Hacienda La Puente Unified School District

Spec. Est. 8/10/78

CAFETERIA MANAGER I
DEFINITION
Under general supervision, manages and coordinates the operation and maintenance of an elementary
school cafeteria; performs skilled functions in the preparation, cooking, and baking of a variety of soups,
meats, vegetables, and desserts; requisitions, receives, and stores supplies; keeps records and prepares
reports.
ESSENTIAL DUTIES

OTHER RELATED DUTIES

AF

T

Maintains the cafeteria facility in a clean, safe, and sanitary condition; opens, closes and secures kitchen
facilities; supervises and participates in the preparation, cooking and baking of a variety of foods in the
Federal Meal Program; supervises portion control, wrapping, arranging, and storage of foods to ensure
the efficient use of foods and supplies; insures proper storage of food and supplies; ensures that kitchen
equipment is kept in good condition initiating requests for repair or replacement; serves and sells a variety
of foods in the Federal Meal Program; prepares and maintains a variety of reports and records including
inventory, sales, cash receipts, requisitions, daily reports and production sheets and storeroom records;
receives, inspects, and confirms the quantity and quality of items delivered; determines needs and
maintains appropriate inventory; requisitions District foodstuffs and supplies; performs or supervises the
collecting and counting of cash and the preparation of cash receipts; attends meetings; confers with Food
Services representatives, principal and custodian; requisitions foodstuffs and supplies through outside
vendors; reviews and takes steps to resolve staff complaints and grievances; assigns work schedules;
supervises, directs, trains, evaluates and recommends discipline of assigned employees in a large
cafeteria operation; plans menus.

May check free or reduced lunch applications; performs other related duties as required.
EMPLOYMENT STANDARDS

R

Training and Experience:

Any combination of training and experience which would indicate possession of the knowledge, skills,
and abilities listed herein:

D

Two years of quantity food preparation, service, and facility maintenance in a commercial,
institutional, or school cafeteria setting.
Knowledge of:

Sanitation and safety laws and practices;
Proper methods and procedures for preparing, cooking, and baking food in large quantities;
Personnel training and supervision techniques;
Basic arithmetic and simple record keeping;
Methods and procedures for requisitioning, receiving, and storing foodstuffs and
supplies;
Organization and operation of an elementary school cafeteria;
Inventory control and record keeping;
Proper care of kitchen equipment;
Proper methods for serving and selling food;
Methods of computing food quantities required by menus;
Standard cafeteria appliances and equipment;
Basic money handling and banking procedures;
Principles of nutrition;
Principles and practices of effective supervision and training;
Menu planning, nutrition, and Type A lunch program requirements.

CAFETERIA MANAGER I - Page 2
Ability to:
Manage and supervise an elementary school cafeteria program;
Operate standard equipment and appliances found in a cafeteria;
Prepare and serve a variety of foods in large quantities;
Understand and carry out oral and written directions;
Establish and maintain cooperative work relationships;
Communicate effectively both orally and in writing;
Meet schedules and time lines;
Adhere to Federal Meal program requirements;
Exercise good judgment;
Perform simple arithmetical calculations quickly and accurately;
Work quickly and efficiently;
Estimate and order proper quantities of food and supplies;
Work independently with little direction;
Maintain records and make reports;
Lift and transport food and supplies;
Increase and decrease recipe quantities;
Train, supervise, evaluate and discipline assigned employees.

AF

T

Special Requirements:
• Possession of a valid Food Protection Manager certificate issued by an authorized agency.
• Complete at least 10 hours of annual continuing education and training per United States
Department of Agriculture (USDA) standards. Food Handler certificate approved by the state of
California is required.
PHYSICAL DEMANDS

WORK ENVIRONMENT

R

Employees in this classification stand, walk, lift and carry up to 50 lbs., carry, push, pull, stoop/bend,
kneel, repeatedly bend, reach overhead, repetitively use fingers, use wrists or hands repetitively while
applying pressure or in a twisting motion, use both hands and/or legs simultaneously, have rapid
mental/muscular coordination, speak clearly, hear normal voice conversations, have depth perception,
color vision, see small details and for long distances, may drive a vehicle, use a computer and telephone.

D

Employees in this classification work inside, in changing temperatures sometimes over 90°, poor
ventilation, damp or wet areas, in confined spaces, with hands in water, with sharp objects*, with
machinery with moving parts*, with fumes, chemicals and odors^, work along, exposed to colds, flu,
tuberculosis, measles, mumps, etc., in direct contact with students, staff and public, in the absence of
direct supervision, with a high volume of work and with tight deadlines. Employees use protective
equipment such as: disposable gloves, hairnets and aprons.
*Knives , slicer, mixer, grater

Revised: 9/3/194/5/99
Salary Range: 17-S

^Oven and drain cleaner, ant spray, cleaning materials

Personnel Commission
Hacienda La Puente Unified School District

Spec. Est. 8/10/78

CAFETERIA MANAGER I
DEFINITION
Under general supervision, manages and coordinates the operation and maintenance of an elementary
school cafeteria; performs skilled functions in the preparation, cooking, and baking of a variety of soups,
meats, vegetables, and desserts; requisitions, receives, and stores supplies; keeps records and prepares
reports.
ESSENTIAL DUTIES
Maintains the cafeteria facility in a clean, safe, and sanitary condition; opens, closes and secures kitchen
facilities; supervises and participates in the preparation, cooking and baking of a variety of foods in the
Federal Meal Program; supervises portion control, wrapping, arranging, and storage of foods to ensure
the efficient use of foods and supplies; insures proper storage of food and supplies; ensures that kitchen
equipment is kept in good condition initiating requests for repair or replacement; serves and sells a variety
of foods in the Federal Meal Program; prepares and maintains a variety of reports and records including
inventory, sales, cash receipts, requisitions, daily reports and production sheets and storeroom records;
receives, inspects, and confirms the quantity and quality of items delivered; determines needs and
maintains appropriate inventory; requisitions District foodstuffs and supplies; performs or supervises the
collecting and counting of cash and the preparation of cash receipts; attends meetings; confers with Food
Services representatives, principal and custodian; requisitions foodstuffs and supplies through outside
vendors; reviews and takes steps to resolve staff complaints and grievances; assigns work schedules;
supervises, directs, trains, evaluates and recommends discipline of assigned employees in a large
cafeteria operation; plans menus.
OTHER RELATED DUTIES
May check free or reduced lunch applications; performs other related duties as required.
EMPLOYMENT STANDARDS
Training and Experience:
Any combination of training and experience which would indicate possession of the knowledge, skills,
and abilities listed herein:
Two years of quantity food preparation, service, and facility maintenance in a commercial,
institutional, or school cafeteria setting.
Knowledge of:
Sanitation and safety laws and practices;
Proper methods and procedures for preparing, cooking, and baking food in large quantities;
Personnel training and supervision techniques;
Basic arithmetic and simple record keeping;
Methods and procedures for requisitioning, receiving, and storing foodstuffs and
supplies;
Organization and operation of an elementary school cafeteria;
Inventory control and record keeping;
Proper care of kitchen equipment;
Proper methods for serving and selling food;
Methods of computing food quantities required by menus;
Standard cafeteria appliances and equipment;
Basic money handling and banking procedures;
Principles of nutrition;
Principles and practices of effective supervision and training;
Menu planning, nutrition, and Type A lunch program requirements.

CAFETERIA MANAGER I - Page 2
Ability to:
Manage and supervise an elementary school cafeteria program;
Operate standard equipment and appliances found in a cafeteria;
Prepare and serve a variety of foods in large quantities;
Understand and carry out oral and written directions;
Establish and maintain cooperative work relationships;
Communicate effectively both orally and in writing;
Meet schedules and time lines;
Adhere to Federal Meal program requirements;
Exercise good judgment;
Perform simple arithmetical calculations quickly and accurately;
Work quickly and efficiently;
Estimate and order proper quantities of food and supplies;
Work independently with little direction;
Maintain records and make reports;
Lift and transport food and supplies;
Increase and decrease recipe quantities;
Train, supervise, evaluate and discipline assigned employees.
Special Requirements:
• Possession of a valid Food Protection Manager certificate issued by an authorized agency.
• Complete at least 10 hours of annual continuing education and training per United States
Department of Agriculture (USDA) standards.
PHYSICAL DEMANDS
Employees in this classification stand, walk, lift and carry up to 50 lbs., carry, push, pull, stoop/bend,
kneel, repeatedly bend, reach overhead, repetitively use fingers, use wrists or hands repetitively while
applying pressure or in a twisting motion, use both hands and/or legs simultaneously, have rapid
mental/muscular coordination, speak clearly, hear normal voice conversations, have depth perception,
color vision, see small details and for long distances, may drive a vehicle, use a computer and telephone.
WORK ENVIRONMENT
Employees in this classification work inside, in changing temperatures sometimes over 90°, poor
ventilation, damp or wet areas, in confined spaces, with hands in water, with sharp objects*, with
machinery with moving parts*, with fumes, chemicals and odors^, work along, exposed to colds, flu,
tuberculosis, measles, mumps, etc., in direct contact with students, staff and public, in the absence of
direct supervision, with a high volume of work and with tight deadlines. Employees use protective
equipment such as: disposable gloves, hairnets and aprons.
*Knives , slicer, mixer, grater

Revised: 9/3/19
Salary Range: 17-S

^Oven and drain cleaner, ant spray, cleaning materials
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SUBJECT TO THE APPROVAL OF THE
PERSONNEL COMMISSION

CLASSIFICATION SPECIFICATIONS REVISION:
CAFETERIA MANAGER I, II, & III
Report Date: September 3, 2019
I.

SUBJECT: Classification Specifications Revision – Cafeteria Manager I, II, & III

II.

BACKGROUND INFORMATION:
The Director of Food Services has requested some necessary revisions to update the classification
specifications.

III.

METHODOLOGY:
In carrying out the review, staff conducted the following activities:
• Reviewed the Cafeteria Manager I, II, and III classification specifications.
• Collected input from the Director of Food Services.
• Collected input from SEIU leadership.
• Collected input from the Assistant Superintendent of Human Resources.

IV.

DISCUSSION:
Significant changes to the classification specifications include the following:
1. Revision of “Special Requirements” section under “Employment Standards.”
Revisions were made to the “Special Requirements” section under the “Employment Standards” heading
in order to comply with current regulations and standards. “Possession of a valid Food Protection
Manager certificate issued by an authorized agency” was included to comply with the current FDA Food
Code (2-102.12 & 2-102.20), which requires a person in charge to be certified as a Food Protection
Manager. “Complete at least 10 hours of annual continuing education and training per United States
Department of Agriculture (USDA) standards” was included to comply with the United States Department
of Agriculture’s (USDA) Professional Standards for All School Nutrition Program Employees; at the
managerial level, 10 hours of annual continuing education/training is required. These changes apply to
Cafeteria Manager I, II, and III as these classifications manage and coordinate the operations and
maintenance of elementary, middle, and high school cafeterias.
The changes were not sufficient to alter the salary allocation.

V.

Recommendation
The Personnel Director recommends that the Personnel Commission approve the revisions for the
classification specifications for Cafeteria Manager I, II, and III.

Personnel Commission
Hacienda La Puente Unified School District

Spec. Est. 8/10/78

CAFETERIA MANAGER II
DEFINITION
Under general supervision, manages and coordinates the operation and maintenance of a middle or K-8
school cafeteria; performs skilled functions in the preparation, cooking, and baking of a variety of soups,
meats, vegetables, and desserts; requisitions, receives, and stores supplies; keeps records and prepares
reports; and performs other related duties as directed.
ESSENTIAL DUTIES

OTHER RELATED DUTIES

AF

T

Supervises and participates in the preparation, cooking, and baking of a variety of foods in a Federal Meal
Program; ensures that kitchen equipment is kept in good condition initiating requests for repair or
replacement; serves and sells a variety of foods in a Federal Meal Program to students and staff;
receives, inspects, and confirms the quantity and quality of items delivered; prepares and maintains a
variety of reports and records including inventory, sales, cash receipts, requisitions, daily reports and
production sheets; performs or supervises the counting of cash and the preparation of cash receipts;
supervises portion control, wrapping, arranging and storage of foods to ensure the efficient use of foods
and supplies; maintains the snack area and cafeteria facility in a clean, safe, and sanitary condition;
confers with Food Services representatives, principal, custodian and vendors; determines needs and
maintains appropriate inventory; requisitions foodstuffs and supplies through district and outside vendors;
opens, closes and secures kitchen facilities; insures proper storage of food and supplies; supervises,
directs, trains, evaluates and recommends discipline of assigned employees and student helpers in a
large cafeteria operation; reviews and takes steps to resolve staff complaints and grievances; participates
in staff development activities and managers’ meetings; plans menus; supervises a la carte food sales;
assigns work schedules.

May check free or reduced lunch applications for completeness; performs other related duties.

R

EMPLOYMENT STANDARDS
Training and Experience:

D

Any combination of training and experience which would indicate possession of the knowledge, skills,
and abilities listed herein:
Three years of quantity food preparation, service, and facility maintenance in a commercial,
institutional, or school cafeteria setting. Courses in nutrition, quantity food preparation, safety and
sanitation, or related subjects are preferred.
Knowledge of:
Proper methods and procedures for preparing cooking, and baking food in large quantities;
Sanitation and safety laws and practices;
Proper methods and procedures for requisitioning, receiving and storing food stuffs and supplies;
Basic arithmetic and simple record keeping;
Principles and practices of effective supervision and training;
Organization and operation of a K-8 or middle school cafeteria;
Proper care of kitchen equipment;
Proper methods for serving and selling food;
Inventory control and record keeping;
Methods of computing food quantities required by menus;
Principles of nutrition;
Basic money handling and banking procedures;
Standard cafeteria appliances and equipment, utensils and measurements;
Menu planning, nutrition, and Federal Meal program requirements.

CAFETERIA MANAGER II - Page 2
Ability to:
Understand and carry out oral and written directions;
Exercise good judgment;
Establish and maintain cooperative work relationships.
Work quickly and efficiently;
Establish and order proper quantities of food and supplies;
Meet schedules and time lines;
Perform simple arithmetical calculations;
Maintain records and make reports;
Operate standard equipment and appliances found in a cafeteria;
Communicate effectively both orally and in writing;
Work independently with little direction;
Adhere to Federal Meal program requirements;
Manage and supervise a K-8 or middle school cafeteria program;
Prepare and serve a variety of foods in large quantities;
Lift and transport food and supplies;
Increase and decrease recipe quantities;
Train and supervise other employees.

AF

T

Special Requirements:
• Possession of a valid Food Protection Manager certificate issued by an authorized agency.
• Complete at least 10 hours of annual continuing education and training per United States
Department of Agriculture (USDA) standards.
Food Handler certificate approved by the state of California is required.
Physical Requirement: Successfully complete a pre-employment physical examination.
PHYSICAL DEMANDS

WORK ENVIRONMENT

R

Employees in this classification stand, walk, lift and carry up to 50 lbs., carry, push, pull, stoop/bend,
kneel, repeated bending, reach over head, repetitively use fingers and twist and/or apply pressure with
wrists or hands, simultaneously use both hands or both legs, have rapid mental/muscular coordination,
speak clearly, hear normal voice conversation, have depth perception, color vision and distinguish shades,
see small details, use a telephone.

D

Employees in this classification work inside, in changing temperatures sometimes over 90°, with
dangerous machinery*, with fumes, chemicals and odors^, with sharp objects*, machinery with moving
parts^, with hands in water, exposed to colds, flu, tuberculosis, measles, mumps, etc., in direct contact
with students, staff, and public, in the absence of direct supervision, with a high volume of work and with
tight deadlines. Employees use protective equipment such as: disposable gloves, hair nets, aprons,
support work boots.
* Knives, slicer, mixer, grater

Revised: 9/3/194/5/99
Salary Range: 20-S

^Oven and drain cleaner, ant spray, cleaning materials

Personnel Commission
Hacienda La Puente Unified School District

Spec. Est. 8/10/78

CAFETERIA MANAGER II
DEFINITION
Under general supervision, manages and coordinates the operation and maintenance of a middle or K-8
school cafeteria; performs skilled functions in the preparation, cooking, and baking of a variety of soups,
meats, vegetables, and desserts; requisitions, receives, and stores supplies; keeps records and prepares
reports; and performs other related duties as directed.
ESSENTIAL DUTIES
Supervises and participates in the preparation, cooking, and baking of a variety of foods in a Federal Meal
Program; ensures that kitchen equipment is kept in good condition initiating requests for repair or
replacement; serves and sells a variety of foods in a Federal Meal Program to students and staff;
receives, inspects, and confirms the quantity and quality of items delivered; prepares and maintains a
variety of reports and records including inventory, sales, cash receipts, requisitions, daily reports and
production sheets; performs or supervises the counting of cash and the preparation of cash receipts;
supervises portion control, wrapping, arranging and storage of foods to ensure the efficient use of foods
and supplies; maintains the snack area and cafeteria facility in a clean, safe, and sanitary condition;
confers with Food Services representatives, principal, custodian and vendors; determines needs and
maintains appropriate inventory; requisitions foodstuffs and supplies through district and outside vendors;
opens, closes and secures kitchen facilities; insures proper storage of food and supplies; supervises,
directs, trains, evaluates and recommends discipline of assigned employees and student helpers in a
large cafeteria operation; reviews and takes steps to resolve staff complaints and grievances; participates
in staff development activities and managers’ meetings; plans menus; supervises a la carte food sales;
assigns work schedules.
OTHER RELATED DUTIES
May check free or reduced lunch applications for completeness; performs other related duties.
EMPLOYMENT STANDARDS
Training and Experience:
Any combination of training and experience which would indicate possession of the knowledge, skills,
and abilities listed herein:
Three years of quantity food preparation, service, and facility maintenance in a commercial,
institutional, or school cafeteria setting. Courses in nutrition, quantity food preparation, safety and
sanitation, or related subjects are preferred.
Knowledge of:
Proper methods and procedures for preparing cooking, and baking food in large quantities;
Sanitation and safety laws and practices;
Proper methods and procedures for requisitioning, receiving and storing food stuffs and supplies;
Basic arithmetic and simple record keeping;
Principles and practices of effective supervision and training;
Organization and operation of a K-8 or middle school cafeteria;
Proper care of kitchen equipment;
Proper methods for serving and selling food;
Inventory control and record keeping;
Methods of computing food quantities required by menus;
Principles of nutrition;
Basic money handling and banking procedures;
Standard cafeteria appliances and equipment, utensils and measurements;
Menu planning, nutrition, and Federal Meal program requirements.

CAFETERIA MANAGER II - Page 2
Ability to:
Understand and carry out oral and written directions;
Exercise good judgment;
Establish and maintain cooperative work relationships.
Work quickly and efficiently;
Establish and order proper quantities of food and supplies;
Meet schedules and time lines;
Perform simple arithmetical calculations;
Maintain records and make reports;
Operate standard equipment and appliances found in a cafeteria;
Communicate effectively both orally and in writing;
Work independently with little direction;
Adhere to Federal Meal program requirements;
Manage and supervise a K-8 or middle school cafeteria program;
Prepare and serve a variety of foods in large quantities;
Lift and transport food and supplies;
Increase and decrease recipe quantities;
Train and supervise other employees.
Special Requirements:
• Possession of a valid Food Protection Manager certificate issued by an authorized agency.
• Complete at least 10 hours of annual continuing education and training per United States
Department of Agriculture (USDA) standards.
Physical Requirement: Successfully complete a pre-employment physical examination.
PHYSICAL DEMANDS
Employees in this classification stand, walk, lift and carry up to 50 lbs., carry, push, pull, stoop/bend,
kneel, repeated bending, reach over head, repetitively use fingers and twist and/or apply pressure with
wrists or hands, simultaneously use both hands or both legs, have rapid mental/muscular coordination,
speak clearly, hear normal voice conversation, have depth perception, color vision and distinguish shades,
see small details, use a telephone.
WORK ENVIRONMENT
Employees in this classification work inside, in changing temperatures sometimes over 90°, with
dangerous machinery*, with fumes, chemicals and odors^, with sharp objects*, machinery with moving
parts^, with hands in water, exposed to colds, flu, tuberculosis, measles, mumps, etc., in direct contact
with students, staff, and public, in the absence of direct supervision, with a high volume of work and with
tight deadlines. Employees use protective equipment such as: disposable gloves, hair nets, aprons,
support work boots.
* Knives, slicer, mixer, grater

Revised: 9/3/19
Salary Range: 20-S

^Oven and drain cleaner, ant spray, cleaning materials
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SUBJECT TO THE APPROVAL OF THE
PERSONNEL COMMISSION

CLASSIFICATION SPECIFICATIONS REVISION:
CAFETERIA MANAGER I, II, & III
Report Date: September 3, 2019
I.

SUBJECT: Classification Specifications Revision – Cafeteria Manager I, II, & III

II.

BACKGROUND INFORMATION:
The Director of Food Services has requested some necessary revisions to update the classification
specifications.

III.

METHODOLOGY:
In carrying out the review, staff conducted the following activities:
• Reviewed the Cafeteria Manager I, II, and III classification specifications.
• Collected input from the Director of Food Services.
• Collected input from SEIU leadership.
• Collected input from the Assistant Superintendent of Human Resources.

IV.

DISCUSSION:
Significant changes to the classification specifications include the following:
1. Revision of “Special Requirements” section under “Employment Standards.”
Revisions were made to the “Special Requirements” section under the “Employment Standards” heading
in order to comply with current regulations and standards. “Possession of a valid Food Protection
Manager certificate issued by an authorized agency” was included to comply with the current FDA Food
Code (2-102.12 & 2-102.20), which requires a person in charge to be certified as a Food Protection
Manager. “Complete at least 10 hours of annual continuing education and training per United States
Department of Agriculture (USDA) standards” was included to comply with the United States Department
of Agriculture’s (USDA) Professional Standards for All School Nutrition Program Employees; at the
managerial level, 10 hours of annual continuing education/training is required. These changes apply to
Cafeteria Manager I, II, and III as these classifications manage and coordinate the operations and
maintenance of elementary, middle, and high school cafeterias.
The changes were not sufficient to alter the salary allocation.

V.

Recommendation
The Personnel Director recommends that the Personnel Commission approve the revisions for the
classification specifications for Cafeteria Manager I, II, and III.

Personnel Commission
Hacienda La Puente Unified School District

Spec. Est. 8/10/78

CAFETERIA MANAGER III
DEFINITION
Under general Supervision, manages and coordinates the operation and maintenance of a high school
snacketeria or food preparation center; performs skilled functions in the preparation, cooking, and baking
of a variety of soups, meats, vegetables, and desserts; requisitions, receives, and stores supplies; keeps
records and prepares reports.
ESSENTIAL DUTIES

OTHER RELATED DUTIES

AF

T

Prepares and maintains a variety of reports and records including inventory, sales, cash receipts,
requisitions, daily reports and production sheets; opens and closes and secures kitchen facilities;
performs or supervises the counting of cash and the preparation of cash receipts; maintains the snack
area and cafeteria facility in a clean, safe, and sanitary condition; trains cafeteria personnel; supervises
and participates in the preparation, cooking, and baking of a variety of foods in a Federal Meal Program,
serves and sells a variety of foods in the Federal Meal Program to students and staff; requisitions
foodstuffs and supplies through district and outside vendors; receives, inspects, and confirms the quantity
and quality of items delivered; supervises portion control, wrapping, arranging and storage of foods to
ensure the efficient use of foods and supplies; supervises, directs and evaluates assigned employees in a
large cafeteria operation; ensures that kitchen equipment is kept in good condition initiating requests for
repair or replacement; determines needs and maintains appropriate inventory and storeroom records;
assigns work schedules; insures proper storage of food and supplies; reviews and takes steps to resolve
staff complaints and grievances; plans menus; participates in staff development activities and managers’
meetings; plans menus; supervises a la carte food sales.

May check free or reduced lunch applications for completeness; performs other related duties as directed.
EMPLOYMENT STANDARDS

R

Training and Experience:

Any combination of training and experience which would indicate possession of the knowledge, skills,
and abilities listed herein:

D

Five years of quantity food preparation, service, and facility maintenance in a commercial,
institutional, or school cafeteria setting. Courses in nutrition, quantity food preparation, safety and
sanitation, or related subjects is required.
Knowledge of:

Methods and procedures for preparing cooking, and baking food in large quantities;
Proper methods for serving and selling food;
Basic arithmetic and simple record keeping;
Sanitation and safety laws and practices;
Principles of nutrition;
Inventory control and record keeping;
Proper care of kitchen equipment;
Methods of computing food quantities required by menus;
Standard cafeteria appliances and equipment;
Menu planning, nutrition, and Federal Meal program requirements;
Basic money handling and banking procedures;
Methods and procedures for requisitioning, receiving, and storing food stuffs and supplies;
Principles and practices of effective supervision and training;
Organization and operation of a high school cafeteria or central kitchen.

CAFETERIA MANAGER III - Page 2
Ability to:
Perform simple arithmetical calculations;
Work quickly and efficiently;
Understand and carry out oral and written directions;
Communicate effectively both orally and in writing;
Maintain records and make reports;
Exercise good judgment;
Operate standard equipment and appliances found in a cafeteria;
Work independently with little directions;
Meet schedules and time lines;
Train and supervise other employees;
Adhere to Federal Meal program requirements;
Lift and transport food and supplies;
Establish and maintain cooperative work relationships;
Estimate and order proper quantities of food and supplies;
Prepare and serve a variety of foods in large quantities;
Manage and supervise a large quantity high school cafeteria program or central kitchen;
Increase and decrease recipe quantities.

AF

T

Special Requirement:
• Possession of a valid Food Protection Manager certificate issued by an authorized agency.
• Complete at least 10 hours of annual continuing education and training per United States
Department of Agriculture (USDA) standards. Food Handler certificate approved by the state of
California is required.
Physical Requirement: Successfully complete a pre-employment physical examination.
PHYSICAL DEMANDS

WORK ENVIRONMENT

R

Employees in the classification stand, walk, lift and carry up to 50 lbs., carry, push, pull, stoop/bend, reach
over head, twist and/or apply pressure with wrists or hands, simultaneously use both hands or both legs,
have rapid mental/muscular coordination, speak clearly, hear normal voice conversation, have depth
perception, color vision, distinguish shades, see small details.

D

Employees in this classification work primarily inside, in changing temperatures, with sharp objects*,
fumes^, chemicals^, odors^, machinery with moving parts* with hands in water, in direct contact with
students, staff, and public, exposed to colds, flu, tuberculosis, measles, mumps, hepatitis, etc., in the
absence of direct supervision, with a high volume of work and with tight deadlines. Employees use
protective equipment such as: disposable gloves, hair nets, aprons and support work boots.
* Knives, slicer, mixer, box opener

Revised: 9/3/194/5/99
Salary Range: 23-S

^ Oven cleaner, bleach, ammonia, cleaning agents, degreaser.

Personnel Commission
Hacienda La Puente Unified School District

Spec. Est. 8/10/78

CAFETERIA MANAGER III
DEFINITION
Under general Supervision, manages and coordinates the operation and maintenance of a high school
snacketeria or food preparation center; performs skilled functions in the preparation, cooking, and baking
of a variety of soups, meats, vegetables, and desserts; requisitions, receives, and stores supplies; keeps
records and prepares reports.
ESSENTIAL DUTIES
Prepares and maintains a variety of reports and records including inventory, sales, cash receipts,
requisitions, daily reports and production sheets; opens and closes and secures kitchen facilities;
performs or supervises the counting of cash and the preparation of cash receipts; maintains the snack
area and cafeteria facility in a clean, safe, and sanitary condition; trains cafeteria personnel; supervises
and participates in the preparation, cooking, and baking of a variety of foods in a Federal Meal Program,
serves and sells a variety of foods in the Federal Meal Program to students and staff; requisitions
foodstuffs and supplies through district and outside vendors; receives, inspects, and confirms the quantity
and quality of items delivered; supervises portion control, wrapping, arranging and storage of foods to
ensure the efficient use of foods and supplies; supervises, directs and evaluates assigned employees in a
large cafeteria operation; ensures that kitchen equipment is kept in good condition initiating requests for
repair or replacement; determines needs and maintains appropriate inventory and storeroom records;
assigns work schedules; insures proper storage of food and supplies; reviews and takes steps to resolve
staff complaints and grievances; plans menus; participates in staff development activities and managers’
meetings; plans menus; supervises a la carte food sales.
OTHER RELATED DUTIES
May check free or reduced lunch applications for completeness; performs other related duties as directed.
EMPLOYMENT STANDARDS
Training and Experience:
Any combination of training and experience which would indicate possession of the knowledge, skills,
and abilities listed herein:
Five years of quantity food preparation, service, and facility maintenance in a commercial,
institutional, or school cafeteria setting. Courses in nutrition, quantity food preparation, safety and
sanitation, or related subjects is required.
Knowledge of:
Methods and procedures for preparing cooking, and baking food in large quantities;
Proper methods for serving and selling food;
Basic arithmetic and simple record keeping;
Sanitation and safety laws and practices;
Principles of nutrition;
Inventory control and record keeping;
Proper care of kitchen equipment;
Methods of computing food quantities required by menus;
Standard cafeteria appliances and equipment;
Menu planning, nutrition, and Federal Meal program requirements;
Basic money handling and banking procedures;
Methods and procedures for requisitioning, receiving, and storing food stuffs and supplies;
Principles and practices of effective supervision and training;
Organization and operation of a high school cafeteria or central kitchen.
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Ability to:
Perform simple arithmetical calculations;
Work quickly and efficiently;
Understand and carry out oral and written directions;
Communicate effectively both orally and in writing;
Maintain records and make reports;
Exercise good judgment;
Operate standard equipment and appliances found in a cafeteria;
Work independently with little directions;
Meet schedules and time lines;
Train and supervise other employees;
Adhere to Federal Meal program requirements;
Lift and transport food and supplies;
Establish and maintain cooperative work relationships;
Estimate and order proper quantities of food and supplies;
Prepare and serve a variety of foods in large quantities;
Manage and supervise a large quantity high school cafeteria program or central kitchen;
Increase and decrease recipe quantities.
Special Requirement:
• Possession of a valid Food Protection Manager certificate issued by an authorized agency.
• Complete at least 10 hours of annual continuing education and training per United States
Department of Agriculture (USDA) standards.
Physical Requirement: Successfully complete a pre-employment physical examination.
PHYSICAL DEMANDS
Employees in the classification stand, walk, lift and carry up to 50 lbs., carry, push, pull, stoop/bend, reach
over head, twist and/or apply pressure with wrists or hands, simultaneously use both hands or both legs,
have rapid mental/muscular coordination, speak clearly, hear normal voice conversation, have depth
perception, color vision, distinguish shades, see small details.
WORK ENVIRONMENT
Employees in this classification work primarily inside, in changing temperatures, with sharp objects*,
fumes^, chemicals^, odors^, machinery with moving parts* with hands in water, in direct contact with
students, staff, and public, exposed to colds, flu, tuberculosis, measles, mumps, hepatitis, etc., in the
absence of direct supervision, with a high volume of work and with tight deadlines. Employees use
protective equipment such as: disposable gloves, hair nets, aprons and support work boots.
* Knives, slicer, mixer, box opener

Revised: 9/3/19
Salary Range: 23-S

^ Oven cleaner, bleach, ammonia, cleaning agents, degreaser.

