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Date: February 3, 2014
To: Civil Service Commission
From: Jennifer Johnston Yy s (‘
Executive Officer M M"
Subject: Mid-Year Status Report on Fiscal Year 2013-14 Service and

Performance Goals Covering the Period Ending December 31, 2013

The following is a summary report of the Civil Service Commission Department’s
(“Department”) activities for the period ending December 31, 2013. Please also refer to
the attached chart (Attachment A) detailing the Department’s achievements to date on
its Fiscal Year 2013-2014 Goals and Objectives as established by the Civil Service
Commission (“Commission”) during its meeting of June 3, 2013. All of the
Department’s performance measures for the first half of the fiscal year have either been
completed or are in progress, and we are projected to meet or exceed the remainder of
our performance measures by the end of the fiscal year.

Department Administration

The Department’s small staff of six (6) employees continues to perform its important
duties of carrying out the Commission’s mission and Charter-mandated responsibilities.
In addition, each staff member has been tasked with documenting the Department’s
Standard Operating Procedures to ensure transparency and consistency in the
Department’s operations; to facilitate cross-training; and to identify any outdated or
inefficient Departmental practices or procedures that may require revision or
streamlining. Department staff is also focused on document retention, management and
destruction efforts in accordance with the Department’s records retention policies.

Last year the Executive Officer was able to negotiate with the Mayor’s Office and
Board of Supervisors to not only exempt the Commission from the Mayor’s Budget
Office directive that all departments reduce their General Fund budgets by 3%, but also
to increase to the Department’s budget so that all six staff members could be fully
funded. Therefore, unlike past years, the Department is no longer operating under a
budget deficit. However, the Mayor’s Office has again directed all City Departments to
propose ongoing budget reductions of 2.5% over the next two fiscal years, with an
additional contingency reduction of 1% in Fiscal Year 2015-2016 (for a total of 3.5%
over the next two fiscal years). As the Department has already made reductions in its
budget for materials, supplies and professional services to the extent possible in the past
to address its deficit and Mayoral directives for budget reductions, any further
reductions in these categories would affect the Department’s ability to provide timely
and efficient service to Commission stakeholders.
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Therefore, the Executive Officer will again be seeking to negotiate an exemption from the Mayor’s
budget reduction requirement, as well as another increase in the Department’s budget to offset any
increases in labor (salary and benefits) costs over the next two years. We will also be request
additional funding to support work orders with the City Attorney’s Office and Department of Human
Resources for much-needed services.

Appeals and Requests for Hearinos, Rules, Policies and Administration

Appeals and Hearings

The Commission received a total of twenty-seven (27) new appeals and requests for hearings during
the first half of this fiscal year (July 1 to December 31, 2013), in addition to the thirty (30) pending
appeals that were carried over from the previous fiscal year.

Last year the Commission was able to not only meet, but far exceed its targeted sixty-five percent
(65%) appeal resolution goal, due in large part to our focus on expediting the resolution of outstanding
appeals and implementing specific deadlines for staff report submissions on new appeals. The
Department continues in its efforts to expedite appeal resolution and expects to exceed its goal again
this year. We are pleased to report that Commission staff was able to resolve thirty-one (31) (over
half) of its total fifty-seven (57) pending appeals by December 31, 2013. We also expect to resolve all
appeals filed prior to calendar year 2014 by the end of the fiscal year (with the exception of a few
future employment restriction appeals that must be placed on hold pending resolution on the
underlying separations through arbitration or litigation), again exceeding our appeal resolution goal.

Rules, Policies and Administration

The Commission is mandated by Charter to establish Rules, policies and procedures to carry out the
merit system provisions of the Charter. The Commission hears merit system appeals on examination
matters, personal service contracts, limited compensation matters, future employment restrictions, and
actions of the Executive Officer or the Human Resources Director on other matters under their
jurisdiction.

Foremost in the Commission’s agenda is to modernize and streamline the Civil Service Rules, and to
ensure that its policies are likewise reflective of current and best practices. In reviewing any proposed
policy change or Rule revision, the Commission carefully considers in public meetings any
stakeholder input and the benefits, consequences and impacts of any such proposed change or revision.
As of December 31, 2013, the Commission had reviewed and amended three Civil Service Rules: Rule
Series 004, Administration; Rule 211, Examinations; and Rule 311, Examinations. In addition, the
Commission’s updated Policy on Personal Services Contracts (“PSC”) was formally issued in October
2013 with the launch of the Citywide PSC database.

The Executive Officer also seeks input from the Commission’s stakeholders (including human
resources representatives, City supervisors and managers, and labor unions) on possible Rule
revisions, policy changes and Adviser subjects for recommendation to the Commission. The
Executive Officer continues to convene monthly meetings of the Commission’s Committee on Policy
and Rules Revision (“COPAR”) with City human resources managers to discuss all aspects of the
Merit System and departmental procedures, and to identify merit system issues requiring clarification
to ensure consistent and accurate application of merit system policies and the Civil Service Rules.
COPAR meeting topics during the review period (July 1 to December 31, 2013) included restrictions
on future employment, exempt appointments, examinations and applicants for City employment.
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The Executive Officer intends to submit for the Commission’s review two policy revisions (exempt
appointments and restrictions on future employment) and a Rule amendment (Rule Series 022) this
March 2014 based on input from stakeholders.

Merit System Review, Inspection Services and Audit

Inspection Service Requests

Inspection Service requests generally cover those matters that are not appealable to the Commission
but that otherwise involve concems about the operation of merit system that require an investigation or
review. Requests for Inspection Service may be submitted by any interested stakeholder, including
employees, departmental representatives, anonymous individuals, members of the public, employee
representatives, and job applicants and/or candidates.

The Civil Service Commission received a total of fifty-eight (58) requests for Inspection Service
during the review period (July 1 to December 31, 2013). Those Inspection Service requests involved a
wide array of merit system issues, including selection procedures, verification of minimum
qualifications and employment, application of the Civil Service Rules, eligibility for reappointment,
layoffs processes, favoritism in acting assignments and exempt appointments, and Personal Services
Contracts. The chart below reflects the categories of requests. Please also refer to Attachment B for
the Fiscal Year 2013-2014 Inspection Log as of December 31, 2013.

Inspection Service Requests
Mid Year Report
July 1, 2013 - December 31, 2013

Appointments

17=30%
Miscellaneous

8=14%

Classification
2=3%

Examinations
6=11%
Certification/Select
ion7=12%

Salary Setting
Rule Application 2=3%
9=16%

Commission staff was able to respond to and resolve forty-six (46) (or 79%) of those requests within
sixty (60) days, exceeding the Department’s target of 75% of Inspection Service Requests in sixty (60)
days.

Merit System Audit Service
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Commission staff is scheduled to conduct eight (8) audits during the second half of this fiscal year.
The audits will be focused on assessing departments’ compliance with Civil Service Rules and
Commission policies on the selection and appointment of candidates in Permanent Civil Service,
Provisional and Exempt appointments.

Recommendation: Adopt the Report.

Attachments (2)



ATTACHMENT A
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