
POWAY UNIFIED SCHOOL DISTRICT 
P E R S O N N E L  C O M M I S S I O N  

REGULAR MEETING AGENDA 
October 11, 2021 

4:30 p.m.  
15250 Avenue of Science 

San Diego, CA 
District Office – Aztec Room 

1. CALL TO ORDER

a. Call to Order

b. Roll Call/Establishment of a Quorum

David Little, Chair ☐ present ☐ absent

Margaret Wyatt, Vice Chair ☐ present ☐ absent

Hans Sison ☐ present ☐ absent

c. Welcome to the Public

d. Approval of Agenda for October 11, 2021

2. PUBLIC COMMENTS

The Commission will hear public comments pertaining to agenda items only.

3. ACTION ITEMS

a. Consideration of Virtual Meetings after September 30, 2021

b. Revision to Classification - Director of Risk Management

4. CLOSED SESSION

Closed session to consider personnel issues pursuant to Government Code Sections 11126
and 54957 (for consideration of litigation, the appointment, employment, evaluation for
performance, discipline/release, dismissal of public employee to hear complaints or charges
brought against such employee by another person or employee.)

a. Employment Action Related to Selection of Director, Personnel Commission

5. ADJOURNMENT
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MEETING OF THE PERSONNEL COMMISSION 
POWAY UNIFIED SCHOOL DISTRICT 

 
Welcome!  The following information is provided to assist persons who attend the meeting of the 
Personnel Commission and wish to participate in the meeting. 
 
Addressing the Commission: 
There are two ways to address the Commission during the meeting.  These are 1) speaking to the Commission 
regarding an item already on the agenda, and/or 2) speaking to the Commission about a new topic not on the agenda.  
Speakers will be asked to keep their comments brief, and allotted approximately 3 minutes per speaker, per topic. 
 

1.  Items on the Agenda – Speakers may comment on any item on the meeting agenda in order to share 
information for consideration by the Commission immediately before the Commission begins deliberation on 
the item. A speaker slip must be completed and provided to the Director prior to the agenda item.   

2. Items not on the Agenda – Item C (Public Comments) provides the opportunity where individuals may address 
topics that are not listed on the agenda.  The Brown Act restricts the Commissioners from engaging in a 
discussion of non-agenda items or issues raised during public comment except to acknowledge receipt of the 
information, refer it to staff for further study or refer the item to a future meeting.  The Commission may not 
take any action on issues or topics presented during Public Comments. 

 
Placing Items on a Future Agenda 
Any member of the public may request that a matter within the jurisdiction of the Commission be placed on the agenda 
of a regular meeting.  The request must be in writing and must describe the item to be discussed with sufficient detail 
including the history of the issue and how it is related to the Personnel Commission.  Also to be included is any 
information or material that the requestor wishes to be reviewed by the Commission regarding the issue.  It must be 
submitted to the Personnel Commission Director at least five (5) working days before the scheduled meeting date. 
Items submitted less than five (5) working days before the scheduled meeting date may be postponed to a later 
meeting date to allow sufficient time for consideration and research of the issue.   
 
The Commission Chair and the Director shall decide whether a request is within the subject matter jurisdiction of the 
Commission.  Items not within the subject matter jurisdiction of the Commission may not be placed on the agenda.  In 
addition, the Commission Chair and/or Director will determine if the item is merely a request for information or 
whether the issue is covered by an existing policy or administrative procedure before placing the item on the agenda.   
 
The Commission Chair and/or Director shall decide whether an agenda item is appropriate for discussion in open or 
closed session, and whether the item should be an action item, information item, or agenized under Public Comment. 

 
Agenda and Agenda Materials 
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 upon request.  Requests may be made via email communication to the Director 
no sooner than 72 hours prior to the meeting.  A copy of a previous month’s agenda and attachments may be requested 
by email communication to the Director at any time. 

 
Assistance/Accommodations 
In compliance with the Americans with Disabilities Act, if you need special assistance, disability-related modifications 
or accommodations, including auxiliary aids or services, in order to participate in the public meetings of the District’s 
Personnel Commission, please contact the Personnel Commission Office at (858) 521-2794.  Notification 72 hours 
prior to the meeting will enable the District to make reasonable arrangements to ensure accommodation and 
accessibility to this meeting. Upon request, the District shall also make available this agenda and all other public 
records associated with this meeting in appropriate alternative formats for persons with a disability. 

 
Closed Session 
The Personnel Commission may hold closed sessions only for purposes identified by law.  The Commission may hold a 
closed session at any time during a regular or special meeting and during emergency meetings in accordance with 
Law. 
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PERSONNEL COMMISSION MEETING   October 11, 2021 
ACTION ITEM  REQUESTED BY: INTERIM DIRECTOR BISHOP 

 

Action to be taken: 
 
Motion by:_________ 
Vote: _____ 
 

ACTION: APPROVE CONTINUANCE OF VIRTUAL MEETINGS 
 
RECOMMENDATION: 
It is recommended that the Personnel Commission take action to continue teleconferenced meetings 
pursuant to AB 361. 
 

BACKGROUND AND CURRENT CONSIDERATIONS: 
 
In March 2020, Governor Gavin Newsom declared a statewide emergency arising from the coronavirus 
(COVID-19) and issued Executive Order N-29-20 suspending certain provisions of the Brown Act pertaining 
to teleconferenced meetings.  Executive Order N-29-20’s authorization for holding virtual meetings 
expired on September 30, 2021. 
 
On September 16, 2021, Governor Newsom signed AB 361 (Rivas) as urgency legislation, effective 
immediately, which provides that legislative bodies may continue to meet remotely during a declared 
State of Emergency subject to certain conditions and amends the Brown Act (Government Code section 
54953) to add the following provisions: 
 

(e)(1) A local agency may use teleconferencing without complying with the requirements of 
paragraph (3) of subdivision (b) if the legislative body complies with the requirements of 
paragraph (2) of this subdivision in any of the following circumstances:  
 
(B) The legislative body holds a meeting during a proclaimed state of emergency for the purpose 
of determining, by majority vote, whether as a result of the emergency, meeting in person would 
present imminent risks to the health or safety of attendees; and, 
 
(3) If a state of emergency remains active, or state or local officials have imposed or recommended 
measures to promote social distancing, in order to continue to teleconference without 
compliance with paragraph (3) of subdivision (b), the legislative body shall, not later than 30 days 
after teleconferencing for the first time pursuant to subparagraph (A), (B), or (C) of paragraph (1), 
and every 30 days thereafter, make the following findings by majority vote:  
 
(A) The legislative body has reconsidered the circumstances of the state of emergency.  
 
(B) Any of the following circumstances exist:  

(i) The state of emergency continues to directly impact the ability of the members to meet 
safely in person. 

 
The Board of Education acted at its special meeting of September 29, 2021, to approve Resolution No. 13-
2022 declaring the need to continue virtual meetings in order to protect the health of staff and the public.   
 
The Personnel Commission must take similar action to continue teleconferenced meetings. 
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PERSONNEL COMMISSION MEETING   October 11, 2021  
ACTION ITEM  PREPARED BY: INTERIM DIRECTOR BISHOP 

 

Action to be taken: 
 
 

CLASSIFICATION REVIEW RECOMMENDATION: CLASS TITLE 

X Revision to Classification Description 

 Title Change 

 Reclassification 

 Reallocation 

 Establish Classification 

 
 
BACKGROUND AND CURRENT CONSIDERATIONS: 
 
In anticipation of an upcoming vacancy, the Director of Personnel Commission and the Associate 
Superintendent of Personnel Support Services met to review the job description for Director of Risk 
Management.  Minor updates to clarify duties and responsibilities, are recommended to:    
 

• Identify the functions related to the administration of the workers’ compensation program 

• Include duties performed related to the coordination and tracking of mandatory employee 
training programs   

• Better reflect the experience needs of the position. 

• Align punctuation and grammar with the approved job description format.  
 
No salary reallocation is recommended at this time. 

 
RECOMMENDATION: 
 
It is recommended that the Personnel Commission approve the revisions to the class description as 
presented. 
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POWAY UNIFIED SCHOOL DISTRICT 

CLASSIFIED POSITION DESCRIPTION 

MANAGEMENT 

Associate Superintendent, Personnel 

Date:  June 2018 October 2021 Issue No: 5 6 

Page 1 of 4 

 

 
DIRECTOR OF RISK MANAGEMENT 

 

BASIC FUNCTION: 

 

Under the direction of the Associate Superintendent, Personnel Support Services, plan, organize, 

control, and direct the District Risk Management Programs; assure protection for the District's 

human, financial, and physical resources against unreasonable loss by controlling conditions that 

cause accidental losses and by financing losses that are not subject to full control or elimination; 

supervise and evaluate the performance of assigned staff. 

 

REPRESENTATIVE DUTIES: 

 

1. Administer liability and property claims against the District; manage claims per requirements 

of government codes, government claims act, and procedures of appropriate insurance Joint 

Powers Authority (JPA) or insurers. E 

 

2. Administer the District’s Workers’ Compensation programs, claims management, and 

communications with the appropriate insurance JPA or insurer; provide regular 

updates to stakeholders regarding employee injury trends.  E 

 

3. Provide counsel and training to operating units concerning injury, illness, and accident 

prevention, safety, industrial and environmental hygiene, loss control, risk management 

procedures and related issues. E 

 

4. Investigate accidents, industrial illnesses, workers’ compensation claims, security incidents, 

property losses and other occurrences; travel to various sites, interview individuals, analyze 

situations and recommend appropriate action. E 

 

5. Perform risk assessment in District operations of procedures, processes, equipment and work-

stations for purposes of hazard identification, evaluation and remediation; assist with re-

designs as needed. E 

 

6. Administer the District's hazardous materials management effort including right-to-know 

codes and staff awareness of purchasing, storage, use and disposal requirements; manage 

coordinate the District’s waste minimization and hazardous waste disposal activities with 

various stakeholders; screen purchase orders to prevent the acquisition of unsafe chemicals, 

supplies, equipment, or services. E 

 

7. Coordinate the District's property, liability and student accident insurance programs, claims 

management, and communications with the appropriate insurance JPA or insurer; process 

student accident reports. E 

 

8. Inspect physical facilities and grounds to identify and evaluate factors affecting safety, health 

and security; assure compliance with a variety of environmental laws; recommend corrective 

action. E 
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POWAY UNIFIED SCHOOL DISTRICT 

CLASSIFIED POSITION DESCRIPTION 

MANAGEMENT 

Associate Superintendent, Personnel 

Date:  June 2018 October 2021 Issue No: 5 6 

Page 2 of 4 

 

 
9. Supervise and evaluate the performance of assigned staff; interview and select employees and 

recommend transfers, reassignment, termination, and disciplinary actions; plan, coordinate 

and arrange for appropriate training of subordinates. E 

 

10. Coordinate and track mandatory employee training programs to achieve compliance 

with applicable codes; coordinate with District administration to identify necessary and 

appropriate trainings.  E 

 

11. Provide technical expertise, information, and assistance to the Associate Superintendent 

regarding assigned functions; assist as needed in the formulation and development of policies, 

procedures, and programs. E 

 

12. Communicate with other administrators, District personnel and outside organizations to 

coordinate activities and programs, resolve issues and conflicts and exchange information. E 

 

13. Coordinate Disaster Preparedness efforts for the District Office to include coordination of the 

Emergency Operations Center. E 

 

14. Develop and prepare the annual preliminary budget for the department including the 

hazardous substances budget; analyze and review budgetary and financial data; control and 

authorize expenditures in accordance with established limitations. E 

 

15. Attend a variety of meetings to maintain current knowledge of legislation, legal codes and 

regulations; conduct and facilitate meetings; represent the District at various meetings and 

attend court legal proceedings related to liability and property issues; participate on assigned 

committees. E 

 

16. Participate in meetings and activities of the various insurance JPAs as a representative of the 

District. E 

 

17. Operate a variety of testing and office equipment as assigned. E 

 

18. Review and evaluate property, liability, workers’ compensation, and student accident 

insurance policies to assure adequate coverage; provide insurance certificates to requestors 

and obtain same from users of District property; evaluate incoming certificates. E 

 

19. Monitor legislation affecting the District's Risk Management program. 

 

20. Assist the Personnel Department on issues related to Workers’ Compensation claims. 

 

21. Perform related duties as assigned. 

 

At the end of some of the duty statements, there is an “E” which identifies essential duties required 

of the classification. 
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POWAY UNIFIED SCHOOL DISTRICT 

CLASSIFIED POSITION DESCRIPTION 

MANAGEMENT 

Associate Superintendent, Personnel 

Date:  June 2018 October 2021 Issue No: 5 6 

Page 3 of 4 

 

 
KNOWLEDGE AND ABILITIES: 

 

KNOWLEDGE OF: 

Planning, organization, and direction of the District's Risk Management programs. 

Applicable laws, codes, regulations, policies, and procedures. 

Principles of safety and environmental health. 

Principles of hazardous materials management. 

Principles of insurance, business, public administration, and claims handling techniques. 

Principles of Workers’ Compensation system 

Budget preparation and control. 

Emergency response procedures and coordination. 

Oral and written communication skills.  

Principles and practices of effective administration, supervision, and training.  

Interpersonal skills using tact, patience, and courtesy.  

Operation of a computer and assigned software. 

Health and safety regulations. 

 

 

ABILITY TO: 

Plan, organize, control, and direct the District Risk Management Programs. 

Assure protection for the District's human, financial and physical resources against unreasonable loss. 

Supervise and evaluate the performance of assigned staff. 

Analyze and interpret data from insurance documents, statutes, government codes and private 

consensus standards. 

Identify various types of risk exposures, assess hazard level and make appropriate recommendations. 

Operate various testing and office equipment as assigned. 

Conduct physical inspections. 

Communicate effectively both orally and in writing.  

Interpret, apply and explain rules, regulations, policies and procedures.  

Establish and maintain cooperative and effective working relationships with others.  

Analyze situations accurately and adopt an effective course of action.  

Meet schedules and time lines.  

Work independently with little direction.  

Plan and organize work.  

Prepare comprehensive narrative and statistical reports. 

Direct the maintenance of a variety of reports and files related to assigned activities. 

 

EDUCATION AND EXPERIENCE: 

 

Bachelor's degree in business administration, public administration, with course work in insurance, 

safety/health management, risk management or related field and five years’ increasingly responsible 

experience in risk management, insurance, risk analysis or loss control, including at least three years 

of experience in a supervisory leadership capacity.  Additional years of directly related experience 

or education may be substituted to meet the minimum qualifications.  Experience in a school district 

or public entity is preferred. 

 

 

7



POWAY UNIFIED SCHOOL DISTRICT 

CLASSIFIED POSITION DESCRIPTION 

MANAGEMENT 

Associate Superintendent, Personnel 

Date:  June 2018 October 2021 Issue No: 5 6 

Page 4 of 4 

 

 
LICENSES AND OTHER REQUIREMENTS: 

 

Valid California driver's license. 

 

WORKING CONDITIONS: 

 

ENVIRONMENT: 

Office and outdoor environment. 

Driving a vehicle to conduct work. 

 

PHYSICAL DEMANDS: 

Hearing and speaking to exchange information and make presentations. 

Seeing to read a variety of materials and conduct inspections. 

Dexterity of hands and fingers to operate a computer keyboard. 

Lifting and carrying moderately heavy equipment. 

Walking to conduct inspections. 

Bending at the waist, kneeling or crouching. 

 

HAZARDS: 

Contact with dissatisfied or abusive individuals. 

Hazardous waste and chemicals. 
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POWAY UNIFIED SCHOOL DISTRICT 

CLASSIFIED POSITION DESCRIPTION 

MANAGEMENT 

Associate Superintendent, Personnel 

Date:  June 2018  Issue No: 5 
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DIRECTOR OF RISK MANAGEMENT 

 

BASIC FUNCTION: 

 

Under the direction of the Associate Superintendent, Personnel Support Services, plan, organize, 

control and direct the District Risk Management Program; assure protection for the District's human, 

financial and physical resources against unreasonable loss by controlling conditions that cause 

accidental losses and by financing losses that are not subject to full control or elimination; supervise 

and evaluate the performance of assigned staff. 

 

REPRESENTATIVE DUTIES: 

 

1. Administer liability and property claims against the District; manage claims per requirements 

of government codes, government claims act, and procedures of appropriate insurance Joint 

Powers Authority (JPA) or insurers. E 

 

2. Provide counsel and training to operating units concerning injury, illness, and accident 

prevention, safety, industrial and environmental hygiene, loss control, risk management 

procedures and related issues. E 

 

3. Investigate accidents, industrial illnesses, workers’ compensation claims, security incidents, 

property losses and other occurrences; travel to various sites, interview individuals, analyze 

situations and recommend appropriate action. E 

 

4. Perform risk assessment in District operations of procedures, processes, equipment and work-

stations for purposes of hazard identification, evaluation and remediation; assist with re-

designs as needed. E 

 

5. Administer the District's hazardous materials management effort including right-to-know 

codes and staff awareness of purchasing, storage, use and disposal requirements; manage the 

Districts waste minimization and hazardous waste disposal activities; screen purchase orders 

to prevent the acquisition of unsafe chemicals, supplies, equipment or services. E 

 

6. Coordinate the District's property, liability and student accident insurance programs, claims 

management, and communications with the appropriate insurance JPA or insurer; process 

student accident reports. E 

 

7. Inspect physical facilities and grounds to identify and evaluate factors affecting safety, health 

and security; assure compliance with a variety of environmental laws; recommend corrective 

action. E 

 

8. Supervise and evaluate the performance of assigned staff; interview and select employees and 

recommend transfers, reassignment, termination and disciplinary actions; plan, coordinate 

and arrange for appropriate training of subordinates. E 
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DIRECTOR OF RISK MANAGEMENT 

 

Page 2 of 4 

 
9. Provide technical expertise, information and assistance to the Associate Superintendent 

regarding assigned functions; assist as needed in the formulation and development of policies, 

procedures and programs. E 

 

10. Communicate with other administrators, District personnel and outside organizations to 

coordinate activities and programs, resolve issues and conflicts and exchange information. E 

 

11. Coordinate Disaster Preparedness efforts for the District to include coordination of the 

Emergency Operations Center. E 

 

12. Develop and prepare the annual preliminary budget for the department including the 

hazardous substances budget; analyze and review budgetary and financial data; control and 

authorize expenditures in accordance with established limitations. E 

 

13. Attend a variety of meetings to maintain current knowledge of legislation, legal codes and 

regulations; conduct and facilitate meetings; represent the District at various meetings and 

attend court proceedings related to liability and property issues; participate on assigned 

committees. E 

 

14. Participate in meetings and activities of the various insurance JPAs as a representative of the 

District. E 

 

15. Operate a variety of testing and office equipment as assigned. E 

 

16. Review and evaluate property, liability and student accident insurance policies to assure 

adequate coverage; provide insurance certificates to requestors and obtain same from users of 

District property; evaluate incoming certificates. E 

 

17. Monitor legislation affecting the District's Risk Management program. 

 

18. Assist the Personnel Department on issues related to Workers’ Compensation claims. 

 

19. Perform related duties as assigned. 

 

At the end of some of the duty statements, there is an “E” which identifies essential duties required 

of the classification. 

 

KNOWLEDGE AND ABILITIES: 

 

KNOWLEDGE OF: 

Planning, organization and direction of the District's Risk Management program. 

Applicable laws, codes, regulations, policies and procedures. 

Principles of safety and environmental health. 

Principles of hazardous materials management. 

Principles of insurance, business, public administration and claims handling techniques. 

Budget preparation and control. 

Emergency response procedures and coordination. 

Oral and written communication skills.  

Principles and practices of effective administration, supervision and training.  
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DIRECTOR OF RISK MANAGEMENT 

 

Page 3 of 4 

 
Interpersonal skills using tact, patience and courtesy.  

Operation of a computer and assigned software. 

Health and safety regulations. 

 

 

ABILITY TO: 

Plan, organize, control and direct the District Risk Management Program. 

Assure protection for the District's human, financial and physical resources against unreasonable loss. 

Supervise and evaluate the performance of assigned staff. 

Analyze and interpret data from insurance documents, statutes, government codes and private 

consensus standards. 

Identify various types of risk exposures, assess hazard level and make appropriate recommendations. 

Operate various testing and office equipment as assigned. 

Conduct physical inspections. 

Communicate effectively both orally and in writing.  

Interpret, apply and explain rules, regulations, policies and procedures.  

Establish and maintain cooperative and effective working relationships with others.  

Analyze situations accurately and adopt an effective course of action.  

Meet schedules and time lines.  

Work independently with little direction.  

Plan and organize work.  

Prepare comprehensive narrative and statistical reports. 

Direct the maintenance of a variety of reports and files related to assigned activities. 

 

EDUCATION AND EXPERIENCE: 

 

Bachelor's degree in public administration with course work in insurance, safety/health management, 

risk management or related field and five years increasingly responsible experience in risk 

management, insurance, risk analysis or loss control, including at least three years of experience in a 

supervisory capacity.  Additional years of directly related experience or education may be substituted 

to meet the minimum qualifications.  Experience in a school district or public entity is preferred. 

 

LICENSES AND OTHER REQUIREMENTS: 

 

Valid California driver's license. 

 

WORKING CONDITIONS: 

 

ENVIRONMENT: 

Office and outdoor environment. 

Driving a vehicle to conduct work. 
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DIRECTOR OF RISK MANAGEMENT 
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PHYSICAL DEMANDS: 

Hearing and speaking to exchange information and make presentations. 

Seeing to read a variety of materials and conduct inspections. 

Dexterity of hands and fingers to operate a computer keyboard. 

Lifting and carrying moderately heavy equipment. 

Walking to conduct inspections. 

Bending at the waist, kneeling or crouching. 

 

HAZARDS: 

Contact with dissatisfied or abusive individuals. 

Hazardous waste and chemicals. 
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