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The following is a summary report of the Civil Service Commission Department’s
(“Department™) activities for the period ending December 31, 2015. Please also
refer to the attached chart (Attachment A) detailing the Department’s achievements
to date on its Fiscal Year 2015-2016 Goals and Objectives as established by the Civil
Service Commission (“Commission”) during its meeting of June 15, 2015. 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

Staffing
Moving into the calendar year of 2016 we have lost our Appeals Coordinator to a

promotional opportunity in December of 2015. We have yet to fill the vacancy, but
staff once again has proven their continued commitment to carry out the
Commission’s mission and Charter-mandated responsibilities in extraordinary
fashion.

During this mid-year term, we received an unusual increase in the demands for
public access to records in response to a media request and information requests
from individuals. In December, we received notification that additional changes
were instore based on amendments to the Kin Care Law allowing employees to use
have of their annual accrual of sick leave without restrictions every year beginning
January 1, 2016. We will be working on amending the sick leave rules to reflect the
changes.

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 2015-16 has been great
support especially during the first half of this fiscal year. The plan is to continue our
request for support because their assistance is needed when reviewing policies and
procedures, applicability in rule proposals, obtaining management and
THIS DOC!Y” "7 " SUPPORTS
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personnel feedback, researching historical documents, and compliance with Federal, State, and
local laws. In addition, we continue to support Public Utilities Commission and Municipal
Transportation Agency for training in exchange for their continue work order arrangement.

Appeals and Requests for Hearings, Rules, Policies and Administration

Appeals and Hearings

The Commission received a total of thirty-six (36) new appeals and requests for hearings during the first
half of this fiscal year (July 1 to December 31, 2015), in addition to the ten (10) 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 the Commission resolved twenty-
nine (29} of its total thirty-six (36) pending appeals by December 31, 2015. (Attachment B)
Nine (9) new appeals were received in November and December 2015. We expect to resolve all
appeals filed prior to calendar year 2016 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 1s 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, 2015, the Commission reviewed and amended the Civil
Service Rules 311 Examination to authorize the release of the 2010 H-50 examination test
questions and answers in the interest of fairness and impartial treatment of all applicants. The
Commission also amended Civil Service Rule Series 011 to expand preference points to the
spouse or domestic partner of a 100% disabled veteran with a permanent connected service
disability declared by the United States Veterans Administration. In addition, the Executive
Officer reached out to meeting with representatives at the Airport, Municipal Transportation
Agency, Human Services Agency, Department of Public Health and the San Francisco Public
Library to provide an introduction and opportunity to discuss training opportunities. SEIU Local
1021 organized a meet and greet with their representatives. The Municipal Executives’
Association and International Federation of Professional Technical and Engineers, Local 21 also
requested meetings. Additional visits with Departments and Union organizations are planned
throughout the remainder of the fiscal year.
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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. The Executive Officer intends to submit for the Commission’s review
once again 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, members of the
public, employee representatives, and job applicants and/or candidates.

Inspection Service Requests
Mid-Year Fiscal Year 2015-16

Layoffs
2, 4%

Appointments
6, 13%-
Miscellaneous

10, 21% \

Examinations
3, 6%

ERC Administrator
2, 4%
Classification
1, 2%

Rule Application

Certification/Selection 11, 24%

12, 26%

The Civil Service Commission received a total of forty-seven (47) requests for Inspection
Service during the review period (July 1 to December 31, 2015). The performance measure goal
is to complete 80% of the Inspection Service Requests within 60 days. As of December 31,
2015, the Department has completed 85% 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
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eligibles, application of the Civil Service Rules, eligibility, layoffs processes, type of
examination, favoritism in 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 2015-2016 Inspection Log as of December 31, 2015,

Merit System Audit Service

The audit review for Fiscal Year 2015-16 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 three (3) 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
Attachments
Attachment A — FY 2015-16 Goals and Objectives

Attachment B — FY 2015-16 Pending Appeals Log
Attachment C — FY 2015-16 Inspection Service Requests
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Update on the Civil Service Commission Department’s Achievement of its

Goals, Objectives and Priorities for Fiscal Year 2015-2016

The following six (6) goals are focused on: 1) fulfilling the Commission’s legal and Charter mandates; 2}
supporting the Commission’s purpose and mission through its six major program areas and functions; 3)
advancing the Commission’s objective to modernize and strengthen the operations of the City and County
of San Francisco’s merit system; and, 4} furthering the Commission’s policy priorities as established in the
Fiscal Year 2015-2016 Strategic Plan. The objectives assist in defining the goals, and the performance
measures for each objective are indicators of service levels and the extent to which Commission staff was
able to achieve those goals within the measurement period (Fiscal Year 2015-2016).

Goal #1; Increase access to, and utilization of the Commission’s information resources.
Objective Performance Measures Status of Performance
. Measures
Increase the e Continue to ensure that all information on | ® Ongoing-Staff continues to
availability of the Commission’s website is accurate and | work with DHR IT to update
information about the current. website and ensure accuracy.
Commission. ¢ Continue to expand upon the information | ¢ Completed/Ongoing

available on the Commission’s Facebook
page and Twitter. Update the information
as needed throughout the fiscal year.

e Prepare and/or update informational
publications about the Commission as
needed throughout the fiscal year.

e Ensure compliance with Language
Access Ordinance.

¢ Ongoing-an updated
Adviser on Leave of Absence
is again planned for this year.
¢ Completed-contract with
“Language Lines Solutions™ if
needed

Ensure that
information on the
Commission’s website
is intuitive and easily
accessible,

¢ Continue to ensure that the Civil Service
Rules are in a format conducive to
printing (e.g., consistent font and
paragraph spacing, review for legibility,
etc.).

¢ Maintain the posting of official Civil
Service Rules in PDF format

e Ensure compliance with United States
Access Board Section 508 Standards and
Section 255 Accessibility Guidelines.

s Ongoing- Staff continues to
review the website and update
when necessary.

* Ongoing — Staff provides
the Rules in PDF format when
requested.

¢ Completed/Ongoing — Staff
continues to attend ADA
Coordinators’ training
provided by the Mayor’s

information on the

Commission’s website,

Commission’s purview on the
Commission’s website (e.g., post
established policies, publications and
relevant historical documents, historical
staff reports, etc.).

¢ Investigate options for language

Office of Disability
Increase the ¢ Continue to increase the availability of » Ongoing-Staff continues to
availahility of information and documents under the work with DHR IT

» Ongoing-Although the
budget was not approved to
provide language accessibility
for all documents, staff
continues to research to find
alternative solutions.

Attachment A-1
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accessibility for all documents.

Ensure that
Commission staff and
the Commissioners
have quick, efficient
and easy access to the
Commission’s
historical documents
and files for proper
record retention
purposes and any

specific research needs.

Continue to expand the use of the

Commission’s web-based document

management system (“DocumentMall™):

o Expand upon the types of documents
uploaded into the system (e.g.,
meeting materials, policies,
commumications, publications and
reports).

o Require that all Commission staff use,
access and/or upload documents into
DocumentMall on a weekly basis
throughout the fiscal year.

o Convert paper reports and other
Commission documents into digital
files on DocumentMall, with the goal
of uploading at least 700 pages of
documents into the system on a
weekly basis,

Undertake a systematic review of all

Commission hard copy documents and

files throughout the year.

o Continue to purge all
duplicative/unnecessary hard copy
documents (either through proper
destruction procedures or by sending
them to storage at the San Francisco
Public Library) and upload all
relevant historical documents and
files into the system.

o Resolve at least one box (or the
equivalent) of documents/files each
week.

e Ongoing-

Goal #2: Create greater transparency and efficiencies in the Commission’s procedures and
communications.
Objective Performance Measures Status of Performance
Measures
Improve e Update and finalize meeting procedures | ¢ Ongoing review and

communications with
appellants so that they
understand the Civil
Service Commission
Rules, policies and
meeting procedures.

and protocols for peace officer appeals
by December 2015. (Delay)

Continue to provide appellants with as
much information as possible so that they
understand meeting and appeal
procedures.

seeking advice from counsel.

* Ongoing

Attachment A - 2
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Improve
communications with
departments so that
they understand the
Commission’s policies,
meeting procedures
and expectations with
respect to staff reports.

Offer training/guidance to departments
on how to prepare and present staff
reports before the Commission.

Provide Quarterly Training

Conduct Survey for Satisfaction/Training
Topics

Create Accessible Staff Report Template

e Ongoing

e Completed/Ongoing-
training was scheduled for
January-June 2016; training
on the merit system,
certification, and verifying
minimum qualifications have
already been completed with
MTA, PUC, and SEIU

o Completed

e Ongoing
Improve o Explore ways to clarify services being + Ongoing
communications with provided when 1nitiating or modifying
departments so that Personal Service Contracts to include
they understand the accurate description of smaller contracts

need for transparency
when describing
accurate information
for use of Personal
Service Contracts,

providing various services under the one
umbrella for transparency to
stakeholders.

Increase the use of
electronic
communications with
departments and
appellants (if
requested) in an effort
to reduce paper
consumption and staff
resources, create
efficiencies with
Commission
stakeholders.

Throughout the fiscal year, seek ways to
further expedite and streamline the
Commission’s communications with its
stakeholders, and reduce the
Commission’s paper consumption and
drain on staff resources,

* Ongoing-Staff is
researching ways to provide
video training

Issue all reports
regarding Commission
deliverables and
achievements on a
timely basis.

No later than the second meeting in
August 2015, finalize the draft Fiscal
Year 2014-2015 Annual Report and
Year-End Report for the Commission’s
review and approval.

No later than the first meeting in
February 2016, report to the Commission
on the status of the Commission’s
achievement of its goals and objectives
for the first half of Fiscal Year 2015-
2016.

No later than the first meeting in June
2016, schedule the Commission’s

¢ Ongoing

e Will complete the Mid-
Year Report at the meeting of
April 18,2016

¢ Strategic Planning
scheduled for June 2016

Attachment A -3
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Strategic Planning Session to establish
the Commission’s new goals and
objectives for Fiscal Year 2016-2017.

Ensure that
Commission staff
understand and are
focused on supporting
the Commission’s
mission, goals and
objectives.

e No later than August 28, 2015, complete
all Commission staff performance
evaluations for the preceding review
period concluding on June 30, 2015.

e No later than August 28, 20135, establish
all Commission staff performance plans
for the next performance review period
(Fiscal Year 2015-2016), and ensure that
the plans include deliverables specifically
tied to the Commission’s Fiscal Year
2015-2016 Goals and Objectives.

¢ 4 out of 6 completed

Ensure that the
Commission’s internal
policies and
administrative
procedures are kept
updated and
documented for
Commission staff.

e No later than June 30, 2016, revisit and
update as needed all Commission internal
policies and standard operating
procedures to ensure consistency and
facilitate cross training.

e Records Management (electronic)

e Public Records Requests

e Ongoing

Goal #3:

efficiently, effectively and fairly,

Ensure the timely resolation of appeals so that merit system issues are addressed

Objective

Performance Measures

Status of Performance
Measures

Resolve appeals in a
timely manner to the
extent possible.

* Process 100% of appeals and requests
for hearing within seven (7) days of
receipt in Fiscal Year 2015-2016 (i.e.,
review for jurisdiction and timeliness,
record the appeal into the Commission’s
Pending Appeal Log (PAL) and
communication log, send appellants
acknowledgement of receipt letters, and
notify departments of the appeal and
targeted hearing dates).

e By June 30, 2016, resolve and/or
forward to the Commission for hearing,
at least 70% of the appeals received in
Fiscal Year 2015-2016.

e Completed

e Ongoing-As of March 31,
2016, the Commission has
resolved 70% of the appeals
received this fiscal year.

Monitor appeals and
develop strategies to
improve the efficiency

* By May 27, 2016, evaluate the
effectiveness of the Commission’s
appeals policies and procedures (e.g.,

¢ Ongoing-Staff has been
meeting with COPAR and
DHR to review patterns.
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by which appeals are staff report deadlines, revised e Completed

resolved. comimunications to departments, etc.) * Completed
based on performance measure » Completed/Ongoing-Staff
achievements over the past three fiscal | meets with DHR on a
years. By June 30, 2016, implement monthly basis to discuss
new, or adjust existing policies and patterns and future plans to
procedures as appropriate for Fiscal improve efficiency and
Year 2016-2017. transparency.
Issue the Commission’s Meeting e Ongoing-Staff continues
Schedule and Deadlines for Calendar discussion with the Clty
Year 2016 no later than November 2015 | Attorney’s Office on public
to ensure that departments are aware of | records, appeals, and closed
staff report submission deadlines. session matters.
Regularly update and monitor the
Pending Appeals Log on a bi-weekly
basis, and communicate with
departments as appropriate, to ensure
that staff reports on appeals are
submitted within a reasonable period of
time.
Convene monthly updates with the
Department of Human Resources on the
status of departments’ staff reports.
Obtain advice and guidelines from the
City Attorney’s Office as needed on
legal issues concerning appeals in as far
advance as possible to avoid delays and
backlogs (c.g., closed session matters,
privacy protections, Brown Act
requirements, etc.).

Goal #4: Seek ways to address City departments’ need for flexibility in personnel management

issues while at the same time maintaining the integrity of the City’s merit system.

with departmental
representatives, the
Department of Human
Resources and City
Attorney’s staff to
establish new or
amend current Rules,
policies and
procedures to address
changing needs as

from HR analysts and managers on the

effectiveness of the merit system and areas

needing improvement.

Convene regular meetings of the
Commission’s Committee on Policy and
Rules Revision (COPAR) throughout the
fiscal year to: 1) discuss and review with
departmental human resources
representatives any new Rules, policies or
procedures, or needed/requested revisions

Objective Performance Measures Status of Performance
Measures
Work collaboratively Throughout the fiscal year, seek input ¢ Completed/Ongoing-Met

with MTA, HSA, PUC, DPH,
and SFPL; staff continues to
meet with HR managers and
analysts to review policies
and processes.

e Completed/Ongoing-
COPAR meets on a monthly
basis; HR management
participation has increased.
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appropriate.

thereto; and 2) seck departmental input on
inconsistencies between the Civil Service
Rules and current departmental practices,
to recommend appropriate action to the
Commission (e.g., consider proposing a
Rule amendment, issue an Adviser to
clarify Rule requirements, etc.).

Ensure that the Civil
Service Rules, policies
and procedures are
consistent with current
departmental practices
and system
requirements/capabilit
ies/limitactions under
the new eMerge
PeopleSoft system.

e Continue to meet with eMerge
representatives as needed to ensure that
there are no inconsistencies in existing
Civil Service Rules or Commission
policies and procedures resulting from

further implementation or programming of

the eMerge system upgrades.

o cMerge continuously
provides us with updates; at
this time, it has not been
necessary to meet with
eMerge.

Goal #5:

Work to ensure that the Civil Service Commission Rules policies and procedures are

easily understood and known by all stakeholders, consistent, compliant with the law, and reflective of
current and best practices.

Objective

Performance Measures

Status of Performance
Measures

Review the Civil
Service Rule series and
recommend
revisions/deletions/addit
ions to the Rules for the
Commission’s
consideration as
necessary and
appropriate.

Review one Civil Service Rule series every
other month on average and recommend
revisions/deletions/additions for the
Commission’s consideration. Revisions will
be prioritized as follows:

1. Rule provisions that conflict with, or that
are otherwise inconsistent with the law.

2. Rules that are confusing, inconsistent
with other Rules, or policies, or
inconsistently applied by departments.

3. Rules provisions that would support
operational needs.

4. Rule provisions that are no longer
applicable.

5. Revisions that would consolidate or
streamline the Rules.

6. Rules needed to address merit system
issues discovered during the course of
Inspection Service reviews or the Audit
Program.

7. Clean-up (e.g., remove Rules that have
expired, etc.).

e Ongoing-Reviewing Rule
Series 020 Leave of
Absence to include the Kin
Care Law; reviewing Rule
Series 011A Position
Based-Testing
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Review existing ¢ Review at least one existing Commission | ¢ Ongoing-
Commission policies policy every quarter and recommend
and procedures; and revisions as appropriate for the
recommend revisions to Commission’s consideration. The
existing policies and Executive Officer will also recommend
procedures, or the for the Commission’s consideration the
creation of new ones, as creation of policies as needed and
appropriate. appropriate on merit system issues for

which Commission stakeholders require

more guidance. '

e The Executive Officer’s policy review

will be prioritized based on directives

from the Commission, requests from

Commission stakeholders, and the

frequency of Inspection Service

complaints received on a particular issue.
Conduct meet and e Asneeded during the fiscal year, conduct | e Ongoing
discuss and facilitate meet discuss sessions with the City’s
meet and confer labor unions or meet and confer sessions
negotiations to adopt when appropriate with City’s labor unions
new and amended on any new or amended Rules of policies
Rules, policies and/or when required under state law.
procedures when
required under state
law,
Conduct best practice e Research best practices in the Bay Area e Ongoing
reviews of merit system and/or comparable jurisdictions (e.g., Los
matters in other Angeles) upon request of the Commission
jurisdictions. during the fiscal year.
Provide outreach, o Upon request/as needed during the fiscal | ® Ongoing

training and support to
the Commission’s
stakeholders regarding
the Civil Service rules,

policies and procedures.

year, develop and conduct seminars and
trainings on the merit system; the Civil
Service Rules, policies and procedures
and other matters under the jurisdiction of
the Commission.

Give regular presentations and updates on
merit system issues during the
Department of Human Resources’
Monthly Human Resources Professional
Group meetings.

Provide a presentation on the merit
system to new human resources analysts
and managers on an annual basis.
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o Offer to provide other Commission
stakeholders with an overview of the
merit system upon request (e.g., union
representative/employee groups,
operational managers, elected officials,
Deputy City Attorneys, etc.).

e Seck input from the Commission’s
stakeholders on common merit system
areas of confusion and issue publications
on Frequently Asked Questions and
develop new Advisers on reoccurring
issues as needed during the fiscal year.

e Offer to provide labor representative with
informational articles on the Commission
for their member newsletters upon

request.
Goal #6: Strengthen the Commission’s ability to meet its Charter mandates and oversee the
operation of the merit system.
Objective Performance Measures Status of Performance

Measures

Review the operations » Conduct eight departmental audits in ¢ Completed/Ongoing-Staff
of the merit system in Fiscal Year 2015-2016. completed 3 audits and will
City departments. . Resolve/comp]ete within 60 days, 80% complete the remaining 5

of Inspection Service Requests received
in Fiscal Year 2015-2016.

o In the event that Commission staff
determines in the course of its audits
and/or Inspection Service reviews that
some department practices conflict with
established Rules or policies, issue
formal clarifying statements and/or
trainings within 60 days so that all
departments are aware of and understand
applicable merit system requirements,

audits by June 2016.

¢ Ongoing-Staff will provide
the Commission with a report
of the audit results and the
trainings conducted with the
department.

Increase the s No later than the second meeting in June
Commission’s access to 2015, submit for the Commission’s
information regarding review its Calendar of Reports for

the operation of the Calendar Year 2016 (this details the
merit system. reports that City departments are

required to submit to the Commission
each year). Include for the
Commission’s review a list of available
canned queries, reports and available
information related to merit system

» Ongoing-Staff will provide
a Calendar of Reports at the
meeting of June 2016.
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matters in the event that the Commission
wishes to expand upon the information it
currently receives from Commission
staff and/or City departments (e.g.,
exempt appointment justifications,
personal services contracts, examination
plans, etc.).

By the end of December 2015, 1ssue the
final 2015 Calendar of Reports to
departments so that departments are
aware of their reporting requirements in
advance. Additionally, issue an
electronic reminder one month prior to
cach report’s due date.

Ensure that When applicable, record any conditions, | ¢ Ongoing
departments are restrictions or reporting requirements
complying with that the Commission places on a
Commission’s requests Personal Services Contract (PSC).
for reports and/or Utilize a tickler system so that the
additional information. Commission is able ensure that
departments comply with the
Commission’s conditions, restrictions or
reporting requirements for PSC
approvals.
When applicable, record and create a
“tickler system” for any additional
reports that the Commission requests
throughout the fiscal year.
Complete/coordinate all By November 25, 2015, develop a work | ¢ Ongoing
Charter-mandated plan and schedule for achieving Charter- | « Ongoing

wage/benefit surveys
requiring Commission
certification under the
Charter.

mandated surveys for the fiscal year.
Utilize a “tickler system” for
departmental reports to ensure that
Charter-mandated surveys are timely
submitted (e.g., Office of Labor
Standards and Enforcement prevailing
wage survey, and Department of Human
Resources survey of nurse salaries and
benefits).

No later than the second meeting in May
2016, complete the annual salary
adjustments for Elected Officials in
accordance with Charter Section
A8.409-1- Employees Covered.

No later than April 30, 2016, complete
the salary survey for the Board of
Supervisors in accordance with Charter

* Ongoing-Staff will be
presenting the report at the
meeting of April 18, 2016.

¢ Ongoing-Staff will be
presenting the report at the
meeting of April 18, 2016

o Salary Survey for the
Board of Supervisors is not
due this year; next year the
salary survey for the Elected
Officials will be due by April
30, 2016.
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section 2.100 Compensation and Salary.

Ensure that the
Commission’s budget in
Fiscal Year 2015-2016
is sufficient so that it
can adequately carry
out its Charter
obligations to oversee
the merit system.

Negotiate with the Mayor’s Office,
Controller’s Office and Board of
Supervisors to maintain the
Commission’s budget in Fiscal Year
2016-2017 at an adequate level to
support its operations, Charter functions
and merit system goals and objectives.

e Completed/Ongoing-the
budget request has been
submitted to the Mayor;
department is still waiting for
approval
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Civil Service Commission
Fiscal Year 2015-16 Appeals Log

Date Referred | Tentative Resolved
Register No.| Type [Subject Received | Date Trans To Date Report Due Date On Nao. Comments
0345-15-6 6 |Appealing the Human Rescurces Director's decision to | 11/04/15 11/05/15 Callahan 01721115 02/01/16 11/5/15 Pending litigation.
agministratvely close his discrimination complaint EEQ Gard
File No. 1953. Simen
Weigeit
0134-15-6 8 |Appealing the Human Rescurces Director's decision on| 05/04/15 05/07/15 Callahan 07720115 07/09/15 8/27/15 Litigation {Scheduled for March 2016);
his discriminaticn complaint, EEQ File No. 1810. Gard
Simen
3. Yee
0188-15-6 8 |Appealing the Human Rescurces Director's decisionto | 05/26/15 08/02/15 Callahan 08/03/15 0712315 08/03/15 1 |Resolved
dismiss her discrimination complaint EEO File No. Gard
1823
0294-15-4 4 |Appealing the rejection of his application for the 7430 09/04/15 09/08/15 Reiskin 140215 1022115 1116415 1 |Resolved
Assistant Electronic Maintenance Technician Ellison
examination. Kim
Leung
0302-15-8 28 |Appealing PSC #48231-15/16 - Temporary Security 09/10/15 09/11/15 Callahan 09/24115 08M5/M15 09/21/15 1 |Resolved; Conditionally approved PSC# 48231-15/16 for the
Guard Services for SF General Hospital Rebuild Gard duration of three (3) menths. In addition, the DPH will report
Project - DPH Hale back with the hiring plan in December 2018. (Vote of 4to 0)
0255.15-8 8 |Appealing PSC #43868-14/15 - Personal Assisted 07123115 07/24/15 Callahan 08/03115 0712915 08/17115 1 |Resclved; Granted SEIU, Local 1021’s appeal with the following
Employment Services (PAES) Counseling and Pre- Gard two (2) medifications: {1} Conditionally approved Personal
Vacation Services - Depantment of Public Health, Lewis Services CGontract #43868-14/15 for three (3) years, with the
Hale provigo that the Department of Public Health and the Human
Services Agency continue discussions with SEIU, Local 1021,
which includes work that might be performed by Civil Service
classifications and in consideration of those factors for
contracting out cited in the Personal Services Contract; and (2)
The Depariment of Public Health and Human Services Agency
provide an annual pregress report to the Commission. Notified
the Office of the Controller and the Office of Contract
Administration. {Vote of 4 ta 0)
0262-15-8 8 JAppealing PSC #4110-10/11 - Sales and Use Tax 08/06/15 08/07/15 Callahan | 08H7HS$ 08/17/15 1 |Resolved
Audit, Analysis and System Services « Office of the Gard
Cantroller. Lewis
Kimotsizki
0263-15-8 8 |Appealing PSC #39548-13/14 - Multimedia Design DB/06/15 08/04/15 | Cafahan 08/1715 09/21/15 | 1 [Resolved; Conditionally approved Perscnal Services Contract
Services - Municipal Transportation Agency. Gard Number 39548-13/14 with the proviso that the Municipal
Lewis Transportafion Agency continues to work with SEIU, Local 1021
Harmada to explore how the work can be completed in-house and to report
back in one (1) year. Notifled the Office of the Controller and the
Office of Contract Administration. (Vote of 4 to 0)
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Civil Service Commission
Fiscal Year 2015-16 Appeals Log

Date Referred | Tentative Resoclved
Register No.| Type [Subject Received | Date Trans To Date Report Due Date On No. Comments
0365-15-6 6 |Appeafing the Director of Transportation's decision to 11/09/15 1110115 Reiskin 02/01/16 215
administratively close his discrimination complaint. Ellison
EEO File #1937, Fieldsted
Simon
0320-15-4 4 |Appeaing her examination results for the 2915 09/29/15 05/30/15 Callahan 11/02M15 | 10/2715 (optional) | 11/02/15 4 |Resolved
Program Specialist Supervisor {PBT-2915-063511) Gard
position with the Human Services Agency. Kraus
Kim
Palma
0312-15-4 4 |Appealing the rejection of her application for the Class 09/22/15 08/23M15 Callahan 411116115 11/05/15 1 |Resolved
1204 Senior Peronnel Clerk examination. Gard
Kraus
0313-15-4 4 |Appealing the rejection of her application for the Class | 09/22/15 09/23/15 Callahan 11M6/M5 11/05/15 1 |Resolved
1202 Personnel Clerk examination. Gard
Kraus
0246-15-6 6 |Appealng the Human Resources Director's decision on] 07/14/15 07/15/15 Callahan 08121115 0941015 12/07/15 1 |Resolved
her discriminatien complaint EEC File No. 1841, Gard
Simon
Kim
Louie
Yeung
0322-15-1 1 |Appealing the Executive Officers Decision to Deny the |  10/07/15 10114115 Michael 11/02115 11/16/15 1 |Resolved
Appeal of the Post-Referral Selection Prccess for Class Brown
9703 Human Services Agency Employment & Training
Specialist i1,
0331-15-4 4 |Appealing the rejection of his application for the H-5¢ 10419115 10/20/18 Callahan 122115 12M0M15 1 |Resolved
Assistant Chief examination. Gard
Kraus
Johnson
Bushong
0326-15-6 5 |Appealing the HRD's findings in Discrimination 10/09/15 10/13/156 Caliahan 12i21M18 12110M6 Postponed to 04/04/16
Complaint EEQ File No. 1846. Gard
Simon
i : SEPARATIONS - REQUESTS FOR|
0352-15-7 7 |Requesting & hearing on his future employment as a 11/05/15 11/06/15 Callahan 02/01118
7334 Stationary Engineer with the Laguna Honda Buick
Hospital/CPH. Gard
Weigslt
Ramirez
0010-15-7 7 {Requesting a hearing on her fuiure employment 02118 01/23/15 Callahan 03/16/15 Q3/05/M15 8/17115; Not scheduled for arbitration as of yet per department
restrictions as a 2818 HAS Social Worker with the City Gard
and County of San Francisco Kim
0055-15-7 7 JRequest for hearing on his future employa 03/18/15 03815 Callahan 06/01115 05121115 7/24/15: Setilement pending approval by MC 03/20/15 Pending
San Francisce Public Library. Buick grievance.
Gard
D. Marion
0239-15-7 7 JRequesting a hearing on his future employment as a 07110/15 07/13/1%8 Reiskin 0921115 09M0/M15 8/21115 - MTA is requesting an extension 1o 10/7 or 10/21 to
9163 Transit Operator with MTA. submit the staff report.
! - Ibarra
0244-14-7 7 {Requesting a hearing cn her future employability as a 11/10/14 111214 Callahan 02/062115 01/22115 7/24/15: Arbitration on 8/18/15
3417 Gardener with the City and County of San J. Buick
Francisco. §. Gard
K. Gee
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FY 2015-16 Inspection Log

Alleges that candidates who are not reachable are being considered for positions

Allegations are without merit. At the time
of the complaint the dept had not
scheduled or condtcted any interviews

and did not make any decisions regarding
appointments. All eligibles are reachable. -

8/18/2015 and are not required to participate in Interviews which cthers are. 2905 | HSA |LM 9/3/2015
CCSF does not provide cpportunity for
transfers from another state governmental
agency, transfer only availabie within
is it possible to transfer from another state governmental agency to the City and CCSF departments; referred applicant to
8/24/2015 County of San Francisco? If not, how do | apply? retirement and DHR web page. MB 8/24/2015
Dept not hiring from & nles were not informed how to apply; dept. is { 9138 Dept. not required to issue Notice of
8/26/2015 hiring exempt employees in the same class; reclassification issues 9150 | MTA |Inquiry; dept meeting with Local 200 SE 9/2/2015
DHR conducted investigation; DEM
provided documentation showing
B/26/2015 Appointee does nct meet MQs 1053 | DEM Jappointee met MQs B/2/2015
Empioyee may be promoted to an exempt
Is it a violation to promote an employee to supervisor without the use of a civil position without conducting an
B/27/2016 service exam examination. MB 8/27/2015
B/2712015 Inquiry regarding applicability of promotive points LM responded 8/27/2015
Applicant questicned written examination because she scored higher on previous Although Rules are net specific for Local
examination; class is represented by TWU Lecal 200; rules are different from 200, the DOT does not substitute for the
8/28/201%5 cther service critical classes 9141 | MTA Jknowledge of subject matter experts. SE 8/31/2015
B/28/2015 Ingquiry regarding minimum qualifications for temporary exempt status positions SFC [LM responded 8/28/2015
Received notification that eligible list was adopted but never received email to
find out if she was interested; dept. is still utilizing personnel in acting Still has not conducted post-referral
8/31/2015 assighments. 9140 | MTA |process yet SE 10/15/2015
H8A was in full compliance with
selection/appointmenis for Class 9703. -
9/1/2015 Post-referral appointment process for Employment & Training Specialist Il 9703 | HSA [LM 10/21/2015
Number of vacancies plus the Rule of 3
minus 1 = the number of reachable
eligibles for that referrai; appointing officer
is not reguired to always hire the highest
ranked eligible; appointing officer may hire
Ranked higher than many appointees but they were appointed before him: what the best gualified reachable el
9/1/2015 is the Rule of 3 Scores? 2903 { HSA [list. MB 8/2/2015
Incumbent is not performing duties
associated with class 8152,
Recommendation is that Mgr of
Complaint cites that an employee L.C. was appointed to a position for which she Classification - DHR advise the dept &
9/8/2015 is not qualified for. 8152 | CAT |identify the appropriate classification. - LM 9/22/2015
sent an email to the recruitment analyst
reqguesting that the analyst contact the
eligitle. Also explained the general
9/9/2015 Incuiry regarding the status of his interview. 7309 process for selections. - LM 9/9/2015
Discussed rule applications & referenced
8/11/2015 Inguiry regarding seniority and certification dates MTA |[MOU 9/11/2015
Discussed rule applications & referenced
9/11/2015 Inquiry regarding seniority and certification dates MTA [MOU 91112015
Review compieted - dept conducted
Was on holdover roster which expired and questions why she cannot be process in compliance with Rules and Post
9/21/2015 reinstated now that the dept conducted an exam. 5272 | DPW |Referra!l policy, - LM 10/28/2045
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FY 2015-16 inspection Log

12/9/2015

Is provisional 8226 Museum Guard who was interviewed but then notified that
she is not reachable.

8226

FAM

Spoke to HR Director - FAM atiempts to
interview ail candidates on eligible list
although many may not be reachable
according to the cert rule. This is done in
the event that candidates becemne
reachable and then this step in the process
is already completed. Full compliance by
dept.- LM

12M11/2015

12/9/2015

Does employee retain rank and seniority when being reassigned within the same
agency?

Reinstatement to former FCS position
shall be with former Civil Service Seniority;
reassignment or acting assignment does
not change Civil Service seniority;
department use of senicrity for vacation
and shift bidding may be different from civil
service seniority MB

12/22/2015

12/14/2015

Complaint claims that appointee in Class 2991 for HRC is not qualified.

2981

HRC

Request for Inspection review sent to HRC
Directer, DHR Client Services
Representative for HRC reviewed
appointes's qualifications and it was
determined that the appointee does not
meet the MQ's and corrective action was
taken. - LM

2/5/20186

1Cc

12/158/2015

How is seniority date determine for SFUSD classified employees? What is City
Seniarity date versus department seniority date?

City Seniority dats is the certification date
of the PCS employee appointed to the
classification; depariment seniority cate is
the date the PCS employse is appointed to
the depariment. TEX employees have no
seniority date. SE

12/15/2015

12/23/2015

Is the CCSF Surveyor a civil service or at will position?

May be PCS or EX; PCS requires
candidate to meet MQ, compete in exam
and become reachable; EX may be
PEX/TEX are time limited, project oriented
and are at will- no exam required MB

12/23/2015

12/24/2015

What is the difference between the 2 classifications? YWhat happens when an
employee is performing the duties of another classification?

1750
1752

ASR

Emgployee may be performing out-of-class
assignments and may receiving acting
assignment pay; candidate must meet
MQs, successfully compete in exam, and
bacome reachabls to be appointed to that
class. MB

12/24/2015

12/30/2015

Inquiry re rule interpretation of certification rule; acting assignment; e
expiration.

MTA

Discussicon with employee was conducted
expiaining the Rules and post referral
process and MQOU related areas.

123072015
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