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GINA M. ROCCANOVA 014

COMMISSIONER . N o ) o
The following is a summary report of the Civil Service Commission Department’s

(“Department”) activities for the period ending December 31, 2014. Please also
refer to the attached chart (Attachment A) detailing the Department’s achievements
to date on its Fiscal Year 2014-2015 Goals and Objectives as established by the
MICHAEL L. BROWN Ci‘vil Service Com‘mission (“Commission™) during i_ts meeting of J une 2,2014. All

executive orricer | 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

Staffing

Although our previous Executive Officer was promoted in September 2014 and our
Appeals Coordinator began a leave of absence beginning November 2014, the
remaining Commission staff has continued to carry out the Commission’s mission
and Charter-mandated responsibilities. Commission staff is appreciative of the
support and commitment from our Commissioners and the Deputy Director of the
Department of Human Resources in the recruitment process and the appointment of
our new Executive Officer, Michael L. Brown.

Budget
The Department is funded for six actual FTE (full-time equivalent) positions. The

additional work order arrangements with the City Attorney’s Office and the
Department of Human Resources approved for Fiscal Year 2014-15 has been of
great support especially during the first half of this fiscal year. The plan is to
continue with this request of support because their assistance is needed when
reviewing policies and procedures, applicability in rule proposals, obtaining

|
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management and personnel feedback, researching historical documents, and compliance with
Federal, State, and local laws.

Appeals and Requests for Hearings, Rules, Policies and Administration

Appeals and Hearings

The Commission received a total of twenty-five (25) new appeals and requests for hearings during the
first half of this fiscal year (July 1 to December 31, 2014), in addition to the nine (9) 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 seventy percent (70%)
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 seventeen (17) of its total thirty-four {34)
pending appeals by December 31, 2014. (Attachment B) Ten (10) new appeals were received in
November and December 2014. We expect to resolve all appeals filed prior to calendar year 2015 by the
end of the fiscal year (with the exception of a few future employment restriction appeals that must be
placed on held 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, 2014, the Commission reviewed and amended the
following Civil Service Rules: 1) Rule 412 Tenure and Automatic Expiration of Eligible Lists; 2)
Rule Series 11A Position-Based Testing; 3) Rule Series 12 Eligible Lists in Volumes I and [V
and 4) Rule Series 13 Certification of Eligible Lists in Volumes I and IV. In addition, the
Commission clarified and confirmed the discretion afforded to appointing officers to select the
best qualified candidate for civil service positions based on documented non-discriminatory,
meerit-based selection criteria by issuing the Policy on the Civil Service Selection Process and
revising the Adviser on Selection from Civil Service Eligible Lists. The Commission also
revised the Policy on Personal Services Contracts (“PSC”) in November 2014 to distinguish
notification and posting requirements for PSCs with Regular, Annual or Continuing Approval.

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 o discuss all
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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. The Executive Officer intends to submit for the Commission’s review
Rule Series 22 Leave of Absence and the updated meeting procedures and protocols for peace
officer appeals.

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 concerns 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 thirty-six (36) requests for Inspection Service
during the review period (July 1 to December 31, 2014). The performance measure goal is to
complete 80% of the Inspection Service Requests within 60 days. As of December 31, 2014, the
Department has completed 100% of the requests within 60 days. Those Inspection Service
requests involved a wide array of merit system issues, including selection procedures, meeting
minimum qualifications, employment and education verification, determining reachable
eligibles, application of the Civil Service Rules, eligibility, layoffs processes, type of
examination, favoritism tn acting assignments and exempt appointments, and Personal Services
Contracts. The chart below reflects the categories of requests. Please also refer to Attachment C
for the Fiscal Year 2014-2015 Inspection Log as of December 31, 2014.

Inspection Service Reguests
Mid -Year Report
Julyl, 2014 - December 31, 2014

o,
Layoffs, 2, 6% Appointments, 3, 8%

Miscellaneous, 8, 22% ____

Examinations, 8, 22%

Classification, 0, 0% Conflict of interest, 1,

3%

ERQ Administrator, 0,
0%

Salary Setting, 0, 0%

V\ Rule Application, 5,

14%

Certification/Selection, /

9, 25%
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Merit System Audit Service

The audit review for Fiscal Year 2014-15 will assess compliance of various aspects of CSC
Rules and procedures regarding examination announcements and appointments. The primary
focus will be on the validation/verification of an appointee’s qualifications for the positions to
which they are appointed and that such verifying documentation is maintained in the employee’s
official personnel file. The audits will also include reviewing the job announcements for all
required and applicable information such as reference to appeal rights; and verification of
justification criteria for exempt appointments. Commission staff has completed two (2) of the
eight (8) scheduled audits in the first half of the fiscal year. After the eight (8) audits are
completed, a more detailed report will be presented to the Commission

Recommendation: Adopt the Report
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