
Human Resources
Departmental Overview

Dr. Ruth Pérez, Superintendent
Dr. Myrna Morales, Assistant Superintendent Human Resources

March 27, 2019
1



Start out with good people, lay out the rules, 
communicate with your employees, motivate them and 
reward them. If you do all those things effectively, you 
can’t miss.

-Lee Iacocca
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Objectives

• Introduce members of Human Resources 
Department.

• Share responsibilities and services provided by the 
Human Resources Department.

• Provide overview of the hiring practices.

• Review the evaluation processes.
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Human Resources Staff
• Dr. Myrna Morales, Assistant Superintendent of HR

• Dr. Bea Spelker-Levi, Director of Personnel – Classified

• Ofelia Larios, Executive Assistant

• Mary Parga, Administrative Assistant

• Ann Hernandez, Credentials Analyst

• Patricia Barajas, Senior Human Resources Technician

• Alma Contreras, Human Resources Technician

• Elizabeth Garcia, Human Resources Technician
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Number of Paramount Unified 
Employees

• Total Employees – 2,300

• Certificated – 877

• Classified – 1,145

• Substitutes – 278
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Functions of Human Resources
• Hiring

• Recruitment

• Screening Applicants

• Employment Testing

• Scheduling Interviews

• Fingerprinting

• Employee Orientation
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Functions of Human Resources

• Employee Consultation

• Provide Support Through Lifechanging Events

• Conflict Resolution

• Explanation of Leaves

• Maintain Personnel Files

• Credentialing

• Negotiations
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Functions of Human Resources
• Substitute Coverage

• Employee Evaluations

• Employment Verifications

• Teacher Induction Program

• Quarterly Secretary Meetings

• Manage Partnerships with Universities – Student Teachers, 
Student Observations, Psychology/Speech Interns

• Federal, State, County and Local Monitoring Reports
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Selection Process

There is a comprehensive process that takes place 
from posting for an open position, screening, 
interviewing and selecting the best candidate to serve 
the students of Paramount Unified School District.
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Posting of Positions
• Posting in the District office lobby

• Posting at all work locations

• PUSD Website

• EdJoin

• EdCal for Certificated Administrators

• www.govjobs.com – Selected Classified 
positions
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Selection Process



Interest Cards
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Screening of Candidates – Classified 

• Applicants are screened for minimum qualifications.

• All qualified applicants are invited to test.

• Cut points are determined and the top 10 candidates 
are invited to interview for a position.
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Classified Testing

• Tests and/or supplemental questionnaire for all 
positions.

• If an applicant takes a test, they are not eligible to 
take the same test for four months. 

• Passing test scores for each test given are kept on 
file for two years. 
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Notice of Employment Testing
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Notification of Not Meeting Minimum 
Qualifications
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Notification of Non-passing Score
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Passing Score Without an Interview

Copyright ©Paramount Unified School District. All Rights Reserved.
18



Letter Related to Convictions
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Notification of Non-selection
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Screening of Candidates – Certificated

• HR personnel screens EdJoin applicants for appropriate 
candidates that meet minimum requirements with proper 
credentials.

• Each application is reviewed with a Screening Form.

• Top candidates and any inside candidates are invited to 
interview.
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Screening Form
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Interviews
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Interviews and Panels

• Panels are inclusive. Two administrators are needed 
for teacher selection.

• Panels are diverse and representative.

• All members are made aware of the confidentiality 
of serving on the panel.

• Panel members are instructed to be impartial.
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Interview Protocols

• Candidates are welcomed.

• Stellar first impressions are made.

• All members on the panel are introduced.

• Questions are consistent for all candidates.
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Scoring of Individuals

• True and accurate rating that can hold up, if 
questioned.

• Rubrics are utilized for consistency.

• Highest scoring individuals are moved forward.
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Reference Checks

• Vital to ensure quality of potential employee.

• Each candidate must have two positive references.

• Supervisors should be contacted for reference.

• Certificated or classified management conduct the reference 
checks.

• Accurate recording of what the reference says and note to 
what is not being said.
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Selection Sheet/Packet

• List of all candidates interviewed

• Administrator signatures

• Two references attached

• All interview scores included
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After Interviews and Selection

• Human Resources personnel personally calls 
successful candidates and makes an offer of 
employment.

• Once the offer is accepted, Human Resources 
contacts the candidates that were not selected.
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Pre-employment Processing
• Fingerprints sent to Department of Justice

• Once cleared processing begins

• Driver’s License 

• Social Security Card

• TB Test

• Physical

• Transcripts

• Test Results (CBEST, CSET, RICA)

• Orientation
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Evaluations

Timely, informative feedback is vital to any improvement 
effort.

-Mike Schmoker

ASCD, 1999
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Classified Evaluations

• Each new permanent employee will receive two 
evaluations during their probationary period. The 
first one is due in the third month of employment 
and the second one is due during the seventh 
month.

• After passing the probationary period, the employee 
is evaluated every other year.
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CSEA Contract
(CSEA Contract Excerpt)

Article VII - EVALUATION PROCEDURES

7.01 The District retains the sole responsibility for the evaluation and assessment of the job 
performance of each employee, subject only to the following procedural requirements:

A. Probationary employees (employees with less than nine (9) months or a  minimum of 185 days of 
actual service in their current job classification) shall be evaluated at least twice during the probationary 
period.  No less than three weeks (15 working days) of service shall pass between evaluations.  Exception: 
Probationary employees charged with misconduct will be excluded from this requirement.

1. Permanent employees who receive a promotion shall serve a six (6) month probationary period (a 
minimum of 125 days of actual service) and receive at least one evaluation not less than 30 days before the 
expiration of their probation in the promoted classification.
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Impact of Teacher Quality

Studies have well documented that the most 
important factor affecting student learning is the 
teacher. 

-Dr. Bill Sanders,

University of Tennessee
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Certificated Evaluations

• All Temporary, Probationary 1, Probationary 2 and first-year 
Tenure employees are formally evaluated each school year. 

• After their first year on Tenure status, the employee is 
evaluated every other school year until they reach their 
eleventh year of permanency.

• Eleventh year of permanency employees are eligible for         
4-year evaluation cycle.
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Teacher Evaluation Matrix
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TEACHER/COUNSELOR MATRIX

*Evaluator and employee must agree to this term.  Employee must be highly qualified, as 
defined, and most recent evaluation rated employee as meeting or exceeding standards 
(i.e., met or in-progress).  

Employment

Status

Yrs. in

District

Evaluation

Cycle

Prob or Temp 1-2+ Every year

Permanent 3-10 At least

every 2 yrs. 
starting with the 
1st year of
permanency

Permanent 11+ At least
every 4 yrs.*



Overview of the Principal Evaluation 
Process 

Leaders must be clarifiers, focusers, keepers of the core 
who incessantly cut through the clutter…to distinguish 
between what is merely important and what is imperative.  
-Mike Schmoker
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Principal Evaluations

The purpose of the principal evaluation process is to 
help site leaders stay focused on what is imperative to 
improve outcomes for students. 
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Principal Evaluations
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A balanced evaluation process includes both support and 
monitoring:



Principal Evaluation
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The evaluation process for principals includes:

 Goal Setting  

School Visits 

End of Year Evaluation 



Goal Setting 

Principals analyze data on academics, behavior and attendance 
to set goals that are specific to their school in three areas:

 Implementing High Quality Instruction 

 Monitoring Teacher Performance and Student Learning

 Providing a Safe, Civil, Orderly Environment
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School Visits and Evaluation 

• Throughout the year, Assistant Superintendents 
visits schools and classrooms with principals to see 
evidence of implementation of their  goals.

• Feedback and “next steps” are provided after visits.

• A written evaluation summarizing progress and next 
steps is given at the end of the year.
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The mission of the Paramount Unified School District is to ensure learning and success 
for each student by providing a quality education.


