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The information listed below sets forth the procedures and regulations governing 

placement and movement on the career lattice for School Community Liaisons and 

includes important time and unit limitations. These procedures are taken from the 



Placement on the Career Lattice 

At the time of initial appointment to a regular position on the career lattice, Human 

Resource Services will evaluate an employee’s educational training to determine proper 

class placement with the limitation that no employee may be placed higher than the School 

Community Liaison I level. Employees who have completed thirty (30) units or more 

approved college units before the first day of required service shall be placed in the School 

Community Liaison II classification. 

When an employee is reassigned to a class on the career lattice, and the employee has been 

serving in a classification not on the career lattice which includes classroom duties and 

responsibilities (i.e., Instructional Assistant, Teacher Assistant Bilingual), the time served 

in the prior classification shall be considered for purposes of meeting experience 

requirements for the School Community Liaison II level. All time served in a board-

elected position shall be considered for this purpose. 

Promotional Advancement on the Career Lattice 

Twice annually, on September 1 and April 1, Human Resource Services will review 

employees’ training and experience to determine eligibility for movement on the career 

lattice. The deadline for filing units and meeting experience requirements shall be October 

1 for the changes which will be made retroactive to September 1, and the deadline for 

filing units and meeting experience requirements shall be March 1 for the changes in April. 

Employees who meet training and experience requirements shall be reassigned to the next 

higher step on the career lattice effective September 1 for the September changes and April 

1 for the April changes. 

Types of Units Accepted 

Acceptable units for placement and movement on the career lattice must meet the 

following requirements: 

 The units must be earned at or accepted by either a two- or four-year fully accredited 

college or university. Units which are earned prior to an employee’s date of hire and 

which are otherwise acceptable for this career lattice shall be counted for placement on 

the career lattice. 

 The units are for courses which will improve the employee’s performance in his or her 

present position or a position in the same or related classification sequence. 

Prior Approval 

Prior approval may be requested before undertaking any course(s) or overall program of 

study if acceptability for movement on the career lattice is doubtful. The form is available 

on the district web page (www.scusd.edu) under Human Resources, Current Employees, 

Professional Development, PSL-F002 Request for Prior Approval of Classified 

Professional Growth. 

  

http://www.scusd.edu/


Filing of Units 

Copies of transcripts or official grade cards containing evidence of units earned should be 

filed no later than October 1 for changes retroactive to September and March 1 for changes 

in April; but in no case can units be considered which are not received by Human Resource 

Services by October 1 for changes which will be made retroactive to September 1 and 

March 1 for changes in April. Records filed will not be returned to the employee.  

At the time of initial placement on the career lattice, employees have a maximum of sixty 

(60) days from their first day of required service in which to file units. 

Salary Step Placement 

An employee, upon initial appointment, shall be placed on the first step of the salary range 

of the classification to which they are appointed. Employees upon initial appointment may 

provide information to support placement above the first step. When an employee is 

reassigned to a classification on the career lattice or when an employee is promoted on the 

career lattice, his/her salary step placement shall be determined using one of the following 

rules: 

 If eligible, the employee first shall be granted an earned increment on his/her previous 

range. 

 If the previous salary, 


