OAKLAND UNIFIED SCHOOL DISTRICT
Office of the Superintendent of Schools

October 14, 2015

Legislative File
File ID Number: 15-1901
Introduction Date: 1n/14/7n1q4

Enactment Number:
Enactment Date:

By: i
TO: Board of Education
FROM: Antwan Wilson, Superintendent
Brigitte Marshall, Chief Talent Officer, Talent Division
SUBJECT: Approval of Job Description — Communications and Public Affairs

e Program Manager, Local Control Accountability Engagement

ACTION REQUESTED
Adoption by the Board of Education of Resolution No. 1516-0076, approving the following job description:

Program Manager, Local Control Accountability Engagement, in the Communications and Public Affairs
Department.

BAC"~ROUND:

The l1alent Division recommends approval of these job descriptions as part of its ongoing work to revise and
update the job classifications needed to implement the strategic plan, create greater clarity of roles, and have a
written job description that reflects the scope and responsibilities for every position in the District.

BUDGET IMPACT
None.

RECOMMENDATION

Adoption by the Board of Education of Resolution No. 1516-0076, approving the following job description:
Program Manager, Local Control Accountability Engagement, in the Communications and Public Affairs
Department.
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Legislative File

File ID Number: 15-1901
Introduction Date: 10/14/701%
Enactment Number:

Enactment Date:

OAKLAND UNIFIED

By: SCHOOL DISTRICT
\-
Position Description
TITLE: Program Manager, Local REPORTS TO: Assigned Supervisor
Control Accountability
Engagement
DEPARTMENT: Communications and CLASSIFICATION: Classified Management
Public Affairs
FLSA: Exempt WORK YEAR/HOURS: | 261 days / 7.5 hours or
duty days and hours as
assigned
ISSUED: Created: October 2015 SALARY GRADE: ADCL 14

BASIC FUNCTION: Under direct supervision of the Director of Community Engagement, the Local Control
Accountability Program Manager is responsible for coordinating and leading the implementation of meaningful,
effective and compliant Local Control Accountability Plan (LCAP) stakeholder engagement processes, in
collaboration with district executive LCAP lead team, District student and family engagement team, and community
stakeholder groups. The Program Manager ensures the LCAP stakeholder engagement process follows District and
State adopted guidelines for meaningful student, family, community engagement, and school governance, including
ensuring alignment to site plans, and district strategic plans to increase student achievement.

REPRESENTATIVE DUTIES: (Incumbents may perform any combination of the essential functions shown below.
This position description is not intended to be an exhaustive list of all duties, knowledge, or abilities associated with
this classification, but is intended to reflect the principal job elements accurately.)

ESSENTIAL FUNRCTIONS:
LCAP Parent and Student Advisory Committee (PSAC) Development

» Coordinate and facilitate the leadership development of parent and student members on the LCAP Parent
and Student Advisory Committee and relevant sub-committees (i.e.: English Learner Parent Sub-
Committee): develop and facilitate on-going training on membership roles, responsibilities, and content
knowledge, especially as relates to understanding student achievement data, and researching effective
practices, follow up with members as needed to ensure understanding of content and preparedness for
meetings.

e Coordinate with LCAP PSAC members to ensure established by-laws are followed and updated as needed.

o Coordinate and track member attendance at LCAP PSAC and Sub-Committee meetings and related
engagement meeting attendance, lead outreach and communication with members, ensuring quorum at
each business meeting of the LCAP PSAC.

» Convene and facilitate LCAP PSAC Executive Committee and/or regular planning meetings as needed with
lead delegates to develop agendas and prepare for co-facilitation of LCAP PSAC meetings.

Model and teach meeting facilitation/group process with Social Emotional Learning approach

¢  Work with School Governance Specialist to coordinate site participation and alignment with LCAP
engagement requirements and district structures.

e Coordinate all logistics for PSAC meetings, including space set up/take down, translation and childcare
needs for PSAC meetings.

o Lead development of materials for PSAC meetings.
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¢ Coordinate and implement democratic District-wide election for LCAP PSAC membership representative of
LCAP target populations, ensuring seats are filled per LCAP PSAC By-Laws and LCAP PSAC Board
resolution.

e Trouble-shoot challenges that come up with implementation of LCAP PSAC meetings.

School Governance and ra gic Align :ntCoordi tion

e« Work with School Governance Specialist to ensure: ongoing communication to School Site Councils on
LCAP PSAC, including sharing of PSAC meeting times, action items, and LCAP site engagement activities
and deadlines.

s Ensure representatives from School Site Councils and site based English  arner Parent Sub-Committees
are attending LCAP PSAC meetings.

e  Work with School Governance Specialist to coordinate district-level School Site Council Summits, ensuring
School Site Councils understand their role with LCAP PSAC, LCAP engagement, and site and district
budgeting processes, including cycles of inquiry and action.

» Collaborate with School Governance Specialist on development of training materials related to community-
informed shared decision making, community budgeting, and engagement of target populations.

LCAP Engagement Stru. res )ordinal 1

e Develop, maintain, and lead implementation of LCAP Stakeholder Engagement plan and calendar of events,
meetings, and key benchmarks, in alignment with State regulations and County exemplary expectations for
LCAP Stakeholder Engagement

» Design staff and collective bargaining engagement with LCAP, and then convene, coordinate, and facilitate
these structures.

Design and coordinate LCAP Survey dissemination for all stakeh ers.
Work with Student Engagement Program Assistant to align LCAP Student Advisory process and outcomes
with LCAP PSAC

e Convene and facilitate regular LCAP CBO Engagement planning group, to engage core youth and family
engagement partners with LCAP Engagement process design and implementation.

LCAP Engagemeni >»>mmunicationandI a( )rdination

e Work with School Governance Specialist and cross-departmentai team including research, assessment and
data and continuous school improvement, to coordinate communication and alignment between
departments and ensure alignment of site School Governance Team/family engagement group process
with related continuous improvement activities including Site Plans, School Quality, and LCAP.

e Coordinate and maintain LCAP web based communication, inclt.  1g regular updates to LCAP page on
district site, development of video, photo, audio messaging for wide ssemination and promotion of LCAP
engagement.

e Ensure relevant stakeholders receive direct communication on LCAP engag:  ent opportunities.

¢ Develop engagement data collection methods, document engagement process, organize and analyze data
to produce data summaries and recommendations for action, to inform annual LCAP Update, and revisions
to LCAP budget priorities.

e Develop parent and student-friendly communication materials.

o Work with Board office staff to submit LCAP PSAC agendas and materials in timely fashion, ensuring
compliance with Brown Act regulations.

o Write content for related stakeholder engagement sections in State LCAP template, and other reporting
documents.

Provide cross-training to department personnel.
Perform other related duties as assigned and required.
QUALIFICATI( S:

The District determines whether a candidate is qualified based on fi  illment of prerequisites, relevant work
experience, ability to perform the essential functions, reference checks, effective interpersonal and communication
skills demonstrated by interview performance and/or writing samples, and achievement on performance-based
assessments (if applicable) that demonstrate the candidate possesses the requisite knowledge, skills and abilities.
Meeting prerequisites only satisfies the initial screening process ar  does not indicate the candidate is qualified to
perform the essential functions of the position.











