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NOTICE OF CIVIL SERVICE COMMISSION MEETING 
 
 
 

SUBJECT: PROPOSED CHANGES TO CIVIL SERVICE COMSSION RULES: 213 
CERTIFICATION OF ELIGIBLES – POLICE DEPARTMENT AND 313 
CERTIFICATION OF ELIGIBLES – FIRE DEPARTMENT (SECONDARY 
CRITERIA) CREATE EFFICIENCIES AND REDUCE TIME TO HIRE.  

 
 
 The above matter will be considered by the Civil Service Commission at a hybrid meeting 
(in-person and virtual) in Room 400, City Hall, 1 Dr. Goodlett Place, San Francisco, California 
94102 and through Cisco WebEx to be held on January 30, 2024, at 1:00 p.m. 
 
 This item will appear on the Regular Agenda.  Please refer to the attached notice for pro-
cedural and other information about Commission hearings. 
 
 Attendance by you or an authorized representative is recommended.  Should you or your rep-
resentative not attend, the Commission will rule on the information previously submitted and testi-
mony provided at its meeting.  All calendared items will be heard and resolved at this time unless 
good reasons are presented for a continuance. 
 
      CIVIL SERVICE COMMISSION 
 
      /s/ 
 
     SANDRA ENG 

Executive Officer 
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Cc: Commission File 
 Commissioners’ Binder 
 Chron 



 
NOTICE OF COMMISSION HEARING POLICIES AND PROCEDURES 

 
A. Commission Office 
The Civil Service Commission office is located at, 25 Van Ness Avenue, Suite 720, San Francisco, CA 94102.  The telephone number is 
(628) 652-1100.  The fax number is (628) 652-1109.  The email address is civilservice@sfgov.org and the web address is 
www.sfgov.org/civilservice/.  Office hours are from 8:00 a.m. to 5:00 p.m., Monday through Friday. 
 
B. Policy Requiring Written Reports 
It is the policy of the Civil Service Commission that except for appeals filed under Civil Service Commission Rule 111A Position-Based 
Testing, all items appearing on its agenda be supported by a written report prepared by Commission or departmental staff.  All documents 
referred to in any Agenda Document are posted adjacent to the Agenda, or if more than one (1) page in length, available for public inspection 
and copying at the Civil Service Commission office.  Reports from City and County personnel supporting agenda items are submitted in 
accordance with the procedures established by the Executive Officer.  Reports not submitted according to procedures, in the format and 
quantity required, and by the deadline, will not be calendared. 
 
C. Policy on Written Submissions by Appellants 
All written material submitted by appellants to be considered by the Commission in support of an agenda item shall be submitted to the 
Commission office, no later than 5:00 p.m. on the fourth (4th) business day preceding the Commission meeting for which the item is 
calendared (ordinarily, on Tuesday).  An original copy on 8 1/2-inch X 11 inch paper, three-hole punched on left margin, and page numbered 
in the bottom center margin, shall be provided.  Written material submitted for the Commission’s review becomes part of a public record and 
shall be open for public inspection. 
 
D. Policy on Materials being Considered by the Commission  
Copies of all staff reports and materials being considered by the Civil Service Commission are available for public view 72 hours prior to the 
Civil Service Commission meeting on the Civil Service Commission’s website at https://sf.gov/civilservice and in its office located at 25 Van 
Ness Avenue, Suite 720, San Francisco, CA 94102.  If any materials related to an item on this agenda have been distributed to the Civil 
Service Commission after distribution of the agenda packet, those materials will be available for public inspection at the Civil Service 
Commission’s during normal office hours (8:00 a.m. to 5:00 p.m. Monday through Friday). 
 
E. Policy and Procedure for Hearings to be Scheduled after 5:00 p.m. and Requests for Postponement 
A request to hear an item after 5:00 p.m. should be directed to the Executive Officer as soon as possible following the receipt of 
notification of an upcoming hearing.  Requests may be made by telephone at (628) 652-1100 and confirmed in writing or by fax at 
(628) 652-1109. 
A request for a postponement (continuance) to delay an item to another meeting may be directed to the Commission Executive Officer by 
telephone or in writing.  Before acting, the Executive Officer may refer certain requests to another City official for recommendation.  
Telephone requests must be confirmed in writing prior to the meeting.  Immediately following the “Announcement of Changes” portion of 
the agenda at the beginning of the meeting, the Commission will consider a request for a postponement that has been previously denied.  
Appeals filed under Civil Service Commission Rule 111A Position-Based Testing shall be considered on the date it is calendared for hearing 
except under extraordinary circumstances and upon mutual agreement between the appellant and the Department of Human Resources. 
 
F. Policy and Procedure on Hearing Items Out of Order 
Requests to hear items out of order are to be directed to the Commission President at the beginning of the agenda.  The President will rule on 
each request.  Such requests may be granted with mutual agreement among the affected parties. 
 
G. Procedure for Commission Hearings 
All Commission hearings on disputed matters shall conform to the following procedures: The Commission reserves the right to question each 
party during its presentation and, in its discretion, to modify any time allocations and requirements. 
 
If a matter is severed from the Consent Agenda or the Ratification Agenda, presentation by the opponent will be for a maximum time limit of 
five (5) minutes and response by the departmental representative for a maximum time limit of five (5) minutes.  Requests by the public to 
sever items from the [Consent Agenda or] Ratification Agenda must be provided with justification for the record.   
 
For items on the Regular Agenda, presentation by the departmental representative for a maximum time of five (5) minutes and response by 
the opponent for a maximum time limit of five (5) minutes. 
For items on the Separations Agenda, presentation by the department followed by the employee or employee’s  
representative shall be for a maximum time limit of ten (10) minutes for each party unless extended by the Commission. 
Each presentation shall conform to the following: 

1. Opening summary of case (brief overview); 
2. Discussion of evidence; 
3. Corroborating witnesses, if necessary; and 
4. Closing remarks. 

 
 
 
 

https://sf.gov/civilservice%20n


The Commission may allocate five (5) minutes for each side to rebut evidence presented by the other side. 
 
H. Policy on Audio Recording of Commission Meetings 
As provided in the San Francisco Sunshine Ordinance, all Commission meetings are audio recorded in digital form.  These audio recordings 
of open sessions are available starting on the day after the Commission meeting on the Civil Service Commission website at 
www.sfgov.org/civilservice/. 
 
I. Speaking before the Civil Service Commission 
Speaker cards are not required.  The Commission will take in-person public comment on all items appearing on the agenda at the time the 
item is heard.  The Commission will take public comment on matters not on the Agenda, but within the jurisdiction of the Commission 
during the “Requests to Speak” portion of the regular meeting.  Maximum time will be three (3) minutes.  A subsequent comment after the 
three (3) minute period is limited to one (1) minute.  The timer shall be in operation during public comment.  Upon any specific request by a 
Commissioner, time may be extended.  People who have received an accommodation due to a disability (as described below) may provide 
their public comments remotely. The Commission will also allow public comment from members of the public who choose to participate 
remotely. It is possible that the Commission may experience technical challenges that interfere with the ability of members of the public to 
participate in the meeting remotely. If that happens, the Commission will attempt to correct the problem, but may continue the hearing so 
long as people attending in-person are able to observe and offer public comment. 
 
J. Public Comment and Due Process 
During general public comment, members of the public sometimes wish to address the Civil Service Commission regarding matters that may 
come before the Commission in its capacity as an adjudicative body.  The Commission does not restrict this use of general public comment.  
To protect the due process rights of parties to its adjudicative proceedings, however, the Commission will not consider, in connection with 
any adjudicative proceeding, statements made during general public comment.  If members of the public have information that they believe to 
be relevant to a mater that will come before the Commission in its adjudicative capacity, they may wish to address the Commission during 
the public comment portion of that adjudicative proceeding.  The Commission will not consider public comment in connection with an 
adjudicative proceeding without providing the parties an opportunity to respond. 

 
K. Policy on use of Cell Phones, Pagers and Similar Sound-Producing Electronic Devices at and During Public Meetings 
The ringing and use of cell phones, pagers and similar sound-producing electronic devices are prohibited at this meeting.  Please be advised 
that the Chair may order the removal from the meeting room of any person(s) responsible for the ringing or use of a cell phone, pager, or 
other similar sound-producing electronic devices. 
 
Information on Disability Access 
The Civil Service Commission normally meets in Room 400 (Fourth Floor) City Hall, 1 Dr. Carlton B. Goodlett Place. However, meetings 
not held in this room are conducted in the Civic Center area.  City Hall is wheelchair accessible.  The closest accessible BART station is the 
Civic Center, located 2 ½ blocks from City Hall.  Accessible MUNI lines serving City Hall are 47 Van Ness Avenue, 9 San Bruno and 71 
Haight/Noriega, as well as the METRO stations at Van Ness and Market and at Civic Center.  For more information about MUNI accessible 
services, call (415) 923-6142.  Accessible curbside parking has been designated at points in the vicinity of City Hall adjacent to Grove Street 
and Van Ness Avenue. 
 
The following services are available on request 48 hours prior to the meeting; except for Monday meetings, for which the deadline shall be 
4:00 p.m. of the last business day of the preceding week.  For American Sign Language interpreters or the use of a reader during a meeting, a 
sound enhancement system, and/or alternative formats of the agenda and minutes, please contact the Commission office to make 
arrangements for the accommodation.  Late requests will be honored, if possible. 
 
Individuals with severe allergies, environmental illness, multiple chemical sensitivity or related disabilities should call our ADA coordinator 
at (628) 652-1100 or email civilservice @sfgov.org to discuss meeting accessibility.  In order to assist the City’s efforts to accommodate such 
people, attendees at public meetings are reminded that other attendees may be sensitive to various chemical-based products.  Please help the 
City to accommodate these individuals. 
 
Know your Rights under the Sunshine Ordinance (Chapter 67 of the San Francisco Administrative Code) 
Government’s duty is to serve the public, reaching its decisions in full view of the public.  Commissions, boards, councils, and other agencies 
of the City and County exist to conduct the people’s business.  This ordinance assures that deliberations are conducted before the people and 
that City operations are open to the people’s review.  For more information on your rights under the Sunshine Ordinance or to report a 
violation of the ordinance, or to obtain a free copy of the Sunshine Ordinance, contact Victor Young, Administrator of the Sunshine 
Ordinance Task Force, 1 Dr. Carlton B. Goodlett Place, Room 244, San Francisco, CA 94102-4689 at (415) 554-7724, by fax: (415) 554-
7854, by e-mail: sotf@sfgov.org, or on the City’s website at www.sfgov.org/bdsupvrs/sunshine. 
 
San Francisco Lobbyist Ordinance 
Individuals and entities that influence or attempt to influence local legislative or administrative action may be required by the San Francisco 
Lobbyist Ordinance (San Francisco Campaign and Governmental Conduct Code Section 2.100) to register and report lobbying activity.  For 
more information about the Lobbyist Ordinance, please contact the San Francisco Ethics Commission at 25 Van Ness Ave., Suite 220, San 
Francisco, CA  94102, telephone (415) 252-3100, fax (415) 252-3112 and web site https://sfethics.org/. 
 

https://sfethics.org/


 

 

CIVIL SERVICE COMMISSION 

CITY AND COUNTY OF SAN FRANCISCO 

 

CIVIL SERVICE COMMISSION REPORT TRANSMITTAL (FORM 22) 
 

Refer to Civil Service Commission Procedure for Staff - Submission of 

Written Reports for Instructions on Completing and Processing this Form 
 

1. Civil Service Commission Register Numbers:  

2. For Civil Service Commission Meeting of:  January 30, 2024 

3. Check One:  Ratification Agenda 

Consent Agenda 

✓ Regular Agenda 

Human Resources Director’s Report 

  

4. Subject: Proposed Changes to Civil Service Commission Rules: 213 Certification of 

Eligibles – Police Department and 313 Certification of Eligibles – Fire Department 

(Secondary Criteria) to Create Efficiencies and Reduce Time-to-Hire 

 

5. Recommendation:  Accept the report and post the proposed amended Rules 
 

6. Report prepared by: Dave Johnson                    Telephone number: 415.557.4871 

7. Notifications: (Attach a list of the person(s) to be notified in the 

format described in IV. Commission Report Format -A). 

 

8. Reviewed and approved for Civil Service Commission Agenda: 

 

Human Resources Director:   Carol Isen 

   

Date: 01/17/2024 

 

9. Submit the original time-stamped copy of this form and person(s) to be notified 

(see Item 7 above) along with the required copies of the report to: 

Executive Officer 

Civil Service Commission 

25 Van Ness Avenue, Suite 720 

San Francisco, CA 94102 

 

10. Receipt-stamp this form in the CSC RECEIPT STAMP 

box to the right using the time-stamp in the CSC Office. 
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Notification List 
 

Chief Jeanine Nicholson 
Chief of Department 
698 Second Street, 2nd Floor 
San Francisco, CA 94107-2015 
jeanine.nicholson@sfgov.org 

Deputy Chief Darius Luttropp 
Operations Division 
698 Second Street, 2nd Floor 
San Francisco, CA 94107-2015 
Darius.Luttropp@sfgov.org 

Deputy Chief Shayne Kaialoa 
Administration Division 
698 Second Street, 2nd Floor  
San Francisco, CA 94107-2015 
Shayne.Kaialoa@sfgov.org 

Jesusa Bushong 
Departmental Personnel Officer 
698 Second Street, Room 209 
San Francisco, CA  94107-2015 
415.558.3463 [fax] 
Jesusa.Bushong@sfgov.org 

Theresa Ludwig 
Assistant to the Fire Chief 
698 Second Street, Room 224 
San Francisco, CA  94107-2015 
415.558.3407 [fax] 
theresa.ludwig@sfgov.org  

Carol Isen, Human Resources Director 
Department of Human Resources 
1 South Van Ness Avenue, 4th Floor 
San Francisco, CA 94103-5413 
carol.isen@sfgov.org 

Anna Biasbas 
Employment Services Director 
Department of Human Resources 
1 South Van Ness Avenue, 4th Floor 
San Francisco, CA 94103-5413 
Anna.Biasbas@sfgov.org 

Dave Johnson 
Assistant Employment Services Director 
Department of Human Resources 
1 South Van Ness Avenue, 4th Floor 
San Francisco, CA 94103-5413 
Dave.Johnson@sfgov.org 

Jeanne Buick 
Department of Human Resources 
1 South Van Ness Avenue, 4th Floor 
San Francisco, CA 94103-5413 
Jeanne.buick@sfgov.org 

Jen Lo 
Public Safety Team Manager 
Department of Human Resources 
1 South Van Ness Avenue, 4th Floor 
San Francisco, CA 94103-5413 
Jen.Lo@sfgov.org 

San Francisco Firefighters Local 798 
Shon Buford, President 
1139 Mission Street 
San Francisco, CA 94103 

Shon.buford@sffdlocal798.org 

Asian Firefighter’s Association 
Keith Onishi, President 
P.O. Box 410082 
San Francisco, CA 94141 
Mightyengine1@hotmail.com 
AFA@asianfire.org 

Black Firefighter’s Association 
Tami Turner, Acting President 
4936 Third Street 
San Francisco, CA 94124 
president@sfbfa.org 
SFBFAVP@gmail.com 

EMS Officers’ Association 
Kevin Chocker, President 
872 Holly Lane 
Petaluma, CA 94952 

kchocker@comcast.net 
sffd.emsoa@gmail.com 

Los Bomberos de San Francisco 
Mariano Elias, President 
1012 N. Regatta Drive 
Vallejo, CA 94591 
Mariano2533@yahoo.com 

San Francisco Fire Chiefs Association 
Matthew Schwartz, President 
970 Greenhill Road 
Mill Valley, CA 94941 
Matt94941@gmail.com 

United Fire Service Women 
Julie Mau, President 
P.O. Box 40487 
San Francisco, CA 94140 
juliemau@ufsw.org 

SF ResQ  
Keith Baraka, Chair 
218 Monticello 
San Francisco, CA 94132 
keith.baraka@gmail.com 
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Matt Hutchinson 
President, SFFD Veterans Association 
505 Bristol Court 
Roseville, CA 95661 
Mhutch275@hotmail.com 

Theresa Ludwig 
Assistant to the Fire Chief 
698 Second Street, Room 224 
San Francisco, CA  94107-2015 
415.558.3407 [fax] 
theresa.ludwig@sfgov.org 

Asian Peace Officer’s Association 
Barrett Chan, President 
P.O. Box 22695 
San Francisco, CA 94122 
Barrett.Chan@sfgov.org 

National Latino Peace Officers’ Association 
Mario Delgadillo, President 
850 Bryant Street 
San Francisco, CA 94102 
Pandaman758@yahoo.com  

Officers for Justice 
Yulanda Williams, President 
5126-Third Street 
San Francisco, CA 94124 
Yogrl56@yahoo.com  

SF Pride Alliance 
Chuck Limbert, President 
584 Castro Street #653 
San Francisco, CA 94114 
Sfsgt2002@me.com 

San Francisco Police Officers’ Association 
Tracy McCray, President 
800 Bryant Street, 2nd Floor 
San Francisco, CA 94103 

tracym@sfpoa.org 

 
Women Officers’ Network 
Laura Knight, President 
4736-17th Street 
San Francisco, CA 94117 
sanfranciscowpoa@gmail.com 

William Scott 
Chief of Police 
1245 3rd Street, 6th Floor 
San Francisco, CA 94158 
William.Scott@sfgov.org  

Peter Walsh 
Deputy Chief of Administration 

1245 3rd Street, 6th Floor 
San Francisco, CA 94158 

peter.walsh@sfgov.org 

 
Dave Lazar 
Operations 
1245 3rd Street 
San Francisco, CA 94158 

david.lazar@sfgov.org  

Denise Flaherty 
Chief of Staff 
1245 3rd Street 
San Francisco, CA 94158 

denise.flaherty@sfgov.org 

Ben Houston 
Human Resources Director 
1245 3rd Street 
San Francisco, CA 94158 
benjamin.houston@sfgov.org 
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One South Van Ness Avenue, 4th Floor ● San Francisco, CA 94103-5413 ● (415) 557-4800

City and County of San Francisco Department of Human Resources
Carol Isen Connecting People with Purpose

Human Resources Director www.sfdhr.org

MEMORANDUM

TO: The Honorable Civil Service Commission

FROM: Carol Isen, Human Resources Director

DATE: January 17, 2024

RE: Proposed Changes to Civil Service Commission Rules: 213 Certification of
Eligibles – Police Department and 313 Certification of Eligibles – Fire Department
(Secondary Criteria) to Create Efficiencies and Reduce Time-to-Hire

______________________________________________________________________________

Executive Summary

The San Francisco Department of Human Resources (DHR) is seeking amendments to Civil
Service Rules to create efficiencies and reduce time-to-hire for classifications with high vacancy
and turnover rates.

The foundations of our current hiring process for Volumes II – Uniformed Ranks of Police
Department and III – Uniformed Ranks of the Fire Department was established in 2000. Layers
of regulations and practices were added since the inception of these rules resulting in
convoluted, resource intensive, and lengthy hiring processes.

DHR is seeking a change to Rules 213 Certification of Eligibles – Police Department and 313
Certification of Eligibles – Fire Department to codify the secondary criteria that has been
consistently used for the last two decades by the respective departments. The current rules
require that secondary criteria be presented to the Civil Service Commission (CSC) for approval
prior to the issuance of any job announcement.

Summary of Recommendations for Revisions to Civil Service Commission Rules

The proposed changes are made in Rules 213 Certification of Eligibles – Police Department and
313 Certification of Eligibles – Fire Department to codify the secondary criteria used by the
departments for many years.

The secondary criteria for Police selection [assignments, training, education, special
qualifications, commendations/awards, bilingual certification, and discipline history] has been
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in use since as early as 2003. The only change to the criteria since 2003 was the addition of
“community involvement” in 2010.

The secondary criteria for Fire selection [length and variety of Fire Department experience,
training and education, completion of State Fire Marshal courses or equivalent, and disciplinary
record] has been in use and has not changed since 2006 when it was first implemented.

The proposed rule changes also require any new secondary criteria not defined within the rules
to be presented to CSC for its approval prior to the issuance of the job announcement.

Redline revisions to the rules across Volumes II and III are provided in Attachments A and B.

DHR is seeking these Civil Service Rule changes for the following reasons:

 To support the Police and Fire Departments in reducing time-to-hire for classifications
with high vacancy rates.

 To create efficiency in the examination processes for uniformed rank classifications for
Police and Fire by reducing the number of routine staff reports to the Commission prior
to the issuance of each announcement.

 To stabilize the Police and Fire hiring processes by codifying the criteria that will be
considered in making hiring decisions.

 To establish consistency in the language across Volumes II and III.

Authority/Standards

Sec. 201.1 Purpose
These Rules, in conjunction with other Civil Service Rules, are prescribed for the purpose of
maintaining and implementing the merit system for the hiring and promotion of the Uniformed
Ranks of the San Francisco Police Department.

Sec. 201.3 Merit System Principles
As applied to employee classifications under the competitive civil service selection,
appointment, and removal procedures. The principles of the City and County’s merit system
include:
1) Recruitment, employment, retention, and promotion of employees on the basis of
qualifications and performance; and,
2) High performance and ethical standards, consistent with hiring qualified individuals who
have successfully completed the examination process, been placed on an eligible list and
completed the probationary period.
Further, it is the goal and policy of the Civil Service Commission to provide fair treatment of
applicants in all aspects of employment without regard to race, religion, national origin,
ethnicity, age, disability, gender identity, political affiliation, sexual orientation, ancestry,
marital or domestic partnership status, parental status, color, medical condition, and otherwise
prohibited nepotism or favoritism.
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Sec. 201.5 Amendment of Rules
The Civil Service Commission may at any time amend these Rules. Any such proposed
amendment shall be posted for a minimum of ten consecutive calendar days prior to adoption.
Upon adoption, changes in the Rules shall be in effect and shall be printed. No change in the
Rules shall affect a case pending before the Civil Service Commission.

Rule 213.2.1 states that: “… Prior to the issuance of any job announcement, secondary criteria
shall be presented to the Civil Service Commission for its approval in advance to ensure
compliance with Civil Service Commission Rules and policy; and will be discussed in open
session with all parties interested.”

Sec. 301.2 Purpose
These Rules are prescribed for the purpose of implementing the Charter provisions, assuring
continuance of the merit system, promoting efficiency in the dispatch of public business, and
assuring all persons in the classified service and all persons seeking admission thereto fair and
impartial treatment.

Sec. 301.3 Merit System Principles
As applied to employee classifications under the competitive civil service selection,
appointment, and removal procedures. The principles of the City and County's merit system
include:
1) Recruitment, employment, retention, and promotion of employees on the basis of
qualifications and performance; and,
2) High performance and ethical standards, consistent with hiring qualified individuals who
have successfully completed the examination process, been placed on an eligible list and
completed the probationary period.
Further, it is the goal and policy of the Civil Service Commission to provide fair treatment of
applicants in all aspects of employment without regard to race, religion, national origin,
ethnicity, age, disability, gender identity, political affiliation, sexual orientation, ancestry,
marital or domestic partnership status, parental status, color, medical condition, and otherwise
prohibited nepotism or favoritism.

Sec. 301.5 Amendment of Rules
The Commission may at any time amend these Rules. Any such proposed amendment shall be
posted for a minimum of ten (10) consecutive calendar days prior to adoption. Upon adoption,
changes in the Rules shall be in effect and shall be printed. No change in the Rules shall affect a
case pending before the Civil Service Commission.

Sec 313.2.1 states that: “… For further clarification, prior to the issuance of any job
announcement, secondary criteria shall be presented to the Civil Service Commission for its
approval in advance and will be discussed in open session with all parties interested.”
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Conclusion

DHR consults with the respective Chief of each Department to affirm the secondary criteria to
be defined in the job announcement, which have remained consistent for many years even
through changes in administration. DHR and both Departments do not expect them to change
in the future. DHR believes that these criteria are now public knowledge and could be
considered institutionalized.

Finally, both Police Administration and Fire Administration support the need for this revision to
the rules.

Department of Human Resources Recommendation

DHR respectfully requests the Commission accept the report and post the proposed amended
Rules. Once posted, DHR’s Employee Relations Division will meet with interested Employee
Organizations and report back to the Commission.

Attachments

Attachment A: Volume 2 Redline
Attachment B: Volume 3 Redline
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CSC Rules - Volume II 5 (Issued XX/XX/XX)

Rule Revisions Amended

Deletions in strikethrough – Additions in underline

Rule 213

Certification of Eligibles - Police Department

Article II: Certification of Eligibles

Applicability: Rule 213 shall apply to all classes of the Uniformed Ranks of the San Francisco
Police Department

Sec. 213.2 Certification of Eligibles - General Policy

213.2.1 The Civil Service Commission endorses and supports the broadening of the Rules
governing certification of eligibles from the civil service eligible lists and considers this
broadening as an increase in opportunities for appointing officers to select employees who are
best suited to perform the duties of specific positions. Selection of employees from eligible lists
shall be based on merit and fitness without regard to relationship, race, religion, gender, national
origin, ethnicity, age, disability, gender identity, political affiliation, sexual orientation, ancestry,
marital status, color, medical condition or other non-merit factors or otherwise prohibited
nepotism or favoritism. Appointing officers and their designees shall be responsible for
establishing non-discriminatory selection procedures which may include by way of example but
not limitation, scheduling each interested eligible for interview, reviewing application materials,
conducting interviews by a diverse panel, asking job-related questions. Appointing
officer/designee shall also be responsible for maintaining documentation of selection criteria and
reviewing the proposed selection with the department’s Equal Employment Opportunity Officer
or with the Department of Human Resources Equal Employment Opportunity Unit. When
making appointments, the Appointing Officer will consider the following job-related criteria:
assignment, training, education, community involvement, special qualifications,
commendations/awards, bilingual certification, and discipline history. In the event of a
recommendation to change the criteria specified above, prior to the issuance of any job
announcement, that change shall be presented to the Civil Service Commission for its approval
in advance and will be discussed in open session with all interested parties. Unless otherwise
instructed by the Civil Service Commission, the Police Department of Human Resources shall
annually report to the Civil Service Commission on the selection processes administered for the
Police Department uniformed ranks. In addition to the annual report, the Department of Human
Resources shall make regular reports as requested by the Civil Service Commission on merit
system issues such as recruitment, examination, and certification and selection procedures. For
further clarification, prior to the issuance of any job announcement, secondary criteria shall be
presented to the Civil Service Commission for its approval in advance to ensure compliance with
Civil Service Commission Rules and policy and will be discussed in open session with all parties
interested.
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213.2.2 Implementing this Rule, the Human Resources Director shall:

1) adhere to all rules, policies, procedures, and directives of the Civil Service Commission and
all relevant Charter provisions of the City & County of San Francisco, and

2) ensure that such rules, policies, procedures, directives, and Charter provisions are adhered to
by all decentralized units as delegated by the Human Resources Director, and

3) take any action necessary to ensure compliance with federal, state and local anti-
discrimination laws, ordinances or regulations.

213.2.3 The Police Chief/Designee shall be responsible for establishing non-discriminatory
selection procedures.

213.2.4 Selection of an eligible within the certification shall be made under the authority and
direction of the Police Chief/Designee.

Sec. 213.3 Certification Rules

213.3.1 Rule of Three Scores

1) The Department of Human Resources shall certify to the appointing officer the names of
eligibles with the three (3) highest scores on the list of eligibles for the position who are
available for appointment.

2) Except as otherwise may be provided, when there are two (2) or more approved personnel
requisitions on file for the same class, the number of scores certified shall be equal to the number
of positions to be filled plus two (2) scores. An eligible list adopted under the Rule of Three
Scores shall in all cases be exhausted when eligibles standing at less than three (3) scores are
available. Use of the eligible list when there is less than the minimum certification available shall
be at the discretion of the appointing officer.

213.3.2 Rule of Three or More Scores

1) The names of all eligibles standing at a specified number of scores with a minimum of at least
those eligibles with the three (3) highest scores shall be certified to each available position.

2) Except as otherwise may be provided, when there are two (2) or more approved personnel
requisitions on file for the same class, the number of scores certified shall be equal to the number
of positions to be filled plus the number of scores in the certification rule applicable to the
eligible list being certified minus one.

213.3.3 Rule of Ten Scores
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1) The Department of Human Resources shall certify to the appointing officer the names of
eligibles with the ten (10) highest scores on the list of eligibles for the position who are available
for appointment.

2) Except as otherwise may be provided, when there are two (2) or more approved personnel
requisitions on file for the same class, the number of scores certified shall be equal to the number
of positions to be filled plus nine (9) scores. An eligible list adopted under the Rule of Ten
Scores shall in all cases be exhausted when eligibles standing at less than three (3) scores are
available. Use of the eligible list when there is less than the minimum certification available shall
be at the discretion of the appointing officer.

213.3.4 Rule of the List

1) The names of all eligibles on the eligible list shall be certified to each available position.

2) An eligible list adopted under the Rule of the List shall be exhausted when there are less than
one third of the number of eligibles on the original list still available, provided however, if the
original list had nine (9) or fewer eligibles, at least three (3) eligibles must be available. In the
event that application of the one-third formula specified above results in a fraction, the next
highest number shall be used. Use of the list when there is less than the minimum certification
available shall be at the discretion of the appointing officer.

Sec. 213.4 Requirement for Secondary Criteria Applicable to All Certification Rules

213.4.1 The Police Chief/Designee shall be responsible for establishing non-discriminatory
selection procedures. Prior to the issuance of any job announcement, secondary criteria shall be
presented to the Civil Service Commission for its approval in advance to ensure compliance with
Civil Service Commission Rules and policy; and will be discussed in open session with all
parties interested.

213.4.2 Selection of an eligible within the certification shall be made under the authority and
direction of the Police Chief/Designee.

213.4.3 The Police Chief/Designee shall develop secondary criteria to guide the selection process
following the certification of eligibles on the list of eligibles for the position who are available
for appointment.

213.4.4 Secondary criteria may include but need not be limited to experience(s), training and
employment history.

213.4.5 Secondary criteria shall be job related.

213.4.6 Secondary criteria shall not be based on relationship, race, religion, gender, national
origin, ethnicity, age, disability, gender identity, political affiliation, sexual orientation, ancestry,
marital status, color, medical condition, or other non-merit factors or otherwise prohibited
nepotism or favoritism.
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Sec. 213.45 Certification Rules – General Provisions Applicable to All Certification Rules

If all eligibles at a score waive appointment or fail to respond within the time limits provided in
these Rules, the appointing officer may request supplementary certification(s) from the next
highest score(s).

Sec. 213.56 Certification of Entry Eligible List

The entry level Certification Rule to be utilized shall be established and announced on the
examination announcement. For entry level eligible lists, the Department of Human Resources
shall certify to the Police Chief/Designee the names of eligibles available for appointment under
the Rule of the List.

Sec. 213.67 Certification of Promotive Eligible List – Rule of Ten Scores

For each referral from promotive eligible lists, the Certification Rule shall be the Rule of Ten
Scores.

Rule 213

Certification of Eligibles - Police Department

Article III: Administration of Certification

Applicability: Rule 213 shall apply to all classes of the Uniformed Ranks of the San Francisco
Police Department

Sec. 213.78 Response Period

213.78.1 Notice of Inquiry

1) Eligibles are required to respond in writing to the Department of Human Resources within a
minimum period from the date of such notice not to be less than three (3) business days as
established by the Human Resources Director. In establishing the minimum period, the Human
Resources Director shall consider, among other factors, availability of technology to respond,
number of eligibles, the stability and reliability of the messaging platform in sending and
receiving notifications, extent of access by eligibles to the means for receiving timely
notification, and complexity of the selection procedures.

2) The Human Resources Director may authorize that eligibles be polled by telephone, provided
however, that eligibles who cannot be reached by telephone shall not be penalized or adversely
affected in any way.

213.78.2 Notice of Certification
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1) Eligibles are required to notify the Department of Human Resources/appointing officer or
designated representative within a minimum period not to be less than three (3) business days after
the date of such notice as determined by the Human Resources Director. In establishing the
minimum period, the Human Resources Director shall consider, among other factors, availability
of technology to respond, number of eligibles, the stability and reliability of the messaging
platform in sending and receiving notifications, extent of access by eligibles to the means for
receiving timely notification, and complexity of the selection procedures.

2) Eligibles are required to notify the Department of Human Resources as to their certification
status within a minimum period not to be less than three (3) business days after the Notice of
Certification as determined by the Human Resources Director. In establishing the minimum
period, the Human Resources Director shall consider, among other factors, availability of
technology to respond, number of eligibles, the stability and reliability of the messaging platform
in sending and receiving notifications, extent of access by eligibles to the means for receiving
timely notification, and complexity of the selection procedures.

3) The Police Department is required to notify the Department of Human Resources of the
results of a certification within twenty (20) business days after the date of the Notice of
Certification.

213.78.3 Extensions

Response period time limits may be extended by the Human Resources Director or his or her
designee.

Sec. 213.89 Effect of Failure to Respond

213.89.1 An eligible who fails to respond within the time limits provided shall be placed under
general waiver on the eligible list until such time as the waiver is withdrawn in accordance with
these Rules.

213.89.2 Except if the Human Resources Director determines that unusual circumstances exist
which would create an undue hardship, the Police Department may be required to present the
reasons for a delay in providing the results of the certification to the Civil Service Commission.

Sec. 213.910 Waivers

213.910.1 General Waivers

An eligible may be placed in an inactive status under general waiver of certification of an
eligible list as follows:

1) At the eligible’s request. Such waivers shall be effective on the next business day.

2) For failure to respond to a Notice of Certification or Inquiry within the prescribed time limits.
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3) For failure to notify the Department of Human Resources as to the eligible’s status within
seven (7) days following certification.

4) A person appointed to a permanent position shall be under general waiver for all appointments
on all eligible lists for the same class. A person appointed to a temporary position shall be under
general waiver for temporary appointment on all eligible lists for the same class. Such waiver
may not be withdrawn unless ordered by the Human Resources Director or his or her designee.

5) For reasons prescribed elsewhere in these Rules.

6) An eligible under general waiver shall not be certified to any position on the eligible list until
the eligible notifies the Department of Human Resources in writing to withdraw such waiver as
prescribed in these Rules. General waivers imposed by the Human Resources Director or his or
her designee may not be removed unless ordered by the Civil Service Commission, the Human
Resources Director or his or her designee.

213.910.2 Waiver of Part-Time Employment

Any part-time position may be declared by the Human Resources Director to be under
conditional waiver and eligibles may then waive certification without penalty for appointment to
a full-time position. An eligible who accepts such appointment shall retain eligibility for
appointment to a full-time position.

213.910.3 Conditional Waivers

Except as provided by the examination announcement, waiver of certification to positions with
unusual employment circumstances or special conditions of employment may be imposed by:

1) the eligible to be effective the next business day;
2) the Civil Service Commission; or
3) the Human Resources Director or his or her designee.

Conditional waivers on an eligible list imposed by the eligible shall remain in force until
withdrawn in accordance with these Rules.

213.910.4 Effects of Waivers

1) A general or conditional waiver of certification by an eligible having standing on more than
one list in the same class shall apply to any existing list for the same class.

2) An eligible who waives certification to a position covered by conditional waivers shall not be
certified to a position requiring those conditions from that list until such waiver is removed in
accordance with the provisions of these Rules.

3) Unless otherwise provided in the examination announcement, eligibles may refuse
consideration for temporary or permanent appointment from two (2) Notices of Certification.
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Refusal of consideration from the third (3rd) Notice of Certification shall result in removal of the
eligible’s name from that eligible list and all other lists in that class. The non-selection by the
department of an available eligible shall not be recorded as a refusal.

4) Unless otherwise ordered by the Human Resources Director, if one (1) Notice of Certification
is issued for more than one (1) department or position and the eligible refuses a position not
previously waived, a refusal shall be recorded against the eligible’s name on the list.

213.910.5 Withdrawal of Waivers

1) Withdrawal of general or conditional waivers imposed by the eligible must be filed in writing
with the Department of Human Resources.

2) Such requests must be received in the Department of Human Resources offices before the
close of business on the third (3rd) Friday of the month to be effective the first (1st) business day
of the following month. If the third (3rd) Friday is a legal holiday, such requests must be
received by the close of business on the next business day.

3) Withdrawal of waivers which have been imposed by the Civil Service Commission or the
Human Resources Director or his or her designee may be authorized at any time and become
effective the first business day of the following month unless specifically ordered otherwise.

4) Withdrawal of waivers shall not interfere with nor affect the rights of eligibles next in line for
certification to whom the Notices of Certification have already been mailed and who have been
or may be appointed in response to such notices.

5) Immediate withdrawal of waiver may be authorized by the Human Resources Director or his
or her designee, if it is determined that such immediate withdrawal of waiver is in the best
interests of the Service.

Sec. 213.101 Change of Address

In all cases of change of address, the Department of Human Resources must be notified in
writing separately for each class involved. Notice of changes of address to the Post Office and/or
the employee’s current department only shall not be a reasonable excuse for special
consideration in cases of failure to respond to any notice within the time limits.
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Rule Revisions Amended

Deletions in strikethrough – Additions in underline

Rule 313
Certification of Eligibles - Fire Department

Article I: Personnel Requisitions

Applicability: Article I, Rule 313 shall apply to all classes of the Uniformed Ranks of the San
Francisco Fire Department.

Sec. 313.1 Personnel Requisitions

313.1.1 Requirement for Personnel Requisitions

Whenever a position is to be filled, the appointing officer shall issue a personnel requisition on the
prescribed form. Fully approved personnel requisitions shall immediately be time stamped in the
order of receipt in the Department of Human Resources.

313.1.2 Separate or Group Personnel Requisitions

A separate personnel requisition shall be made for each permanent position to be filled. Group
personnel requisitions may only be made for temporary positions.

313.1.3 Cancellation of Personnel Requisitions

Upon written request by the appointing officer indicating good cause, cancellation of a personnel
requisition may be allowed by the Human Resources Director.

313.1.4 Priority of Personnel Requisitions

Except as otherwise provided in these Rules, certification shall be made in accordance with priority
of approval of the personnel requisition in the Department of Human Resources or the date to
report to duty, whichever is later.

313.1.5 Tenure of Temporary Appointments

1) Temporary employments may be requisitioned for a period not to exceed twelve (12) months.

Sec. 313.1 Personnel Requisitions (cont.)
313.1.5 Tenure of Temporary Appointments (cont.)
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2) Original personnel requisitions for less than twelve (12) months may be extended from the date
of appointment but may not exceed the maximum allowable personnel requisition time. Upon
completion of the allowable maximum time, the temporary appointment(s) may be extended when
funds are available and when the employee continues to have standing on an eligible list for that
class.

3) Beginning on the effective date of this Rule, the Department of Human Resources shall keep
records of the number of temporary employments extended as provided in this Rule. On July 30,
1977, and each July 30 thereafter, a list of extended temporary employments for the past fiscal
year shall be made available for public inspection.

313.1.6 Flexible Staffing Personnel Requisitions

A personnel requisition for a permanent vacancy filled by an appointee in accordance with the
flexible staffing authority of the Salary Ordinance shall also be valid for subsequent certification
for appointment of the same eligible, when qualified, to the class designated on the personnel
requisition.
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Rule 313
Certification of Eligibles - Fire Department

Article II: Certification Rules - Entry and Promotive

Applicability: Article II, Rule 313 shall apply to all classes of the Uniformed Ranks of the
San Francisco Fire Department.

Sec. 313.2 Certification of Eligibles – General Policy

313.2.1 The Civil Service Commission endorses and supports the broadening of the Rules
governing the certification of eligibles from civil service eligible lists and considers this
broadening as an increase in opportunities for appointing officers to select employees who are best
suited to perform the duties of specific positions and to ensure equal employment opportunity to
all persons. Selection of employees from eligible lists shall be based on merit and fitness without
regard to relationship, race, religion, sex, national origin, ethnicity, age, disability, gender identity,
political affiliation, sexual orientation, ancestry, marital status, color, medical condition or other
non-merit factors or otherwise prohibited nepotism or favoritism. Appointing officers and their
designees shall be responsible for establishing non-discriminatory selection procedures which may
include scheduling each interested eligible for interview, conducting interviews by a diverse panel,
asking job-related questions, maintaining documentation of selection criteria, and reviewing the
proposed selection with the department’s Equal Employment Opportunity Officer or with the
Department of Human Resources Equal Employment Opportunity Unit. When making
appointments, the Appointing Officer will consider the following job-related criteria: length and
variety of Fire Department experience, training and education, completion of State Fire Marshal
courses or equivalent, and disciplinary record. In the event of a recommendation to change the
criteria specified above, prior to the issuance of any job announcement, that change shall be
presented to the Civil Service Commission for its approval in advance and will be discussed in
open session with all interested parties. Unless otherwise instructed by the Civil Service
Commission, the Fire Department of Human Resources shall annually report to the Civil Service
Commission on the selection processes administered for the Fire Department uniformed ranks. In
addition to the annual reports, the Department of Human Resources shall make regular reports as
requested by the Civil Service Commission on merit system issues such as recruitment,
examination, and certification and selection procedures. For further clarification, prior to the
issuance of any job announcement, secondary criteria shall be presented to the Civil Service
Commission for its approval in advance and will be discussed in open session with all parties
interested.

313.2.2 In implementing this Rule, the Human Resources Director shall:

- adhere to all rules, policies, procedures, and directives of the Civil Service Commission and all
relevant Charter provisions of the City & County of San Francisco, and
- ensure that such rules, policies, procedures, directives, and Charter provisions are adhered to by
all decentralized units as delegated by the Human Resources Director, and
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- take any action necessary to ensure compliance with federal, state and local anti-discrimination
laws, ordinances or regulations.

Sec. 313.3 Certification Rules

313.3.1 Rule of Three Scores

1) The Department of Human Resources shall certify to the appointing officer the names of
eligibles with the three highest scores on the list of eligibles for the position who are available for
appointment.

2) Except as otherwise may be provided, when there are two (2) or more approved personnel
requisitions on file for the same class, the number of scores certified shall be equal to the number
of positions to be filled plus two scores. An eligible list adopted under the Rule of Three Scores
shall in all cases be exhausted when eligibles standing at less than three (3) scores are available.
Use of the eligible list when there is less than the minimum certification available shall be at the
discretion of the appointing officer.

313.3.2 Rule of Three or More Scores

1) The names of all eligibles standing at a specified number of scores with a minimum of at least
those eligibles with the three highest scores shall be certified to each available position.

2) Except as otherwise may be provided, when there are two (2) or more approved personnel
requisitions on file for the same class, the number of scores certified shall be equal to the number
of positions to be filled plus the number of scores in the certification rule applicable to the eligible
list being certified minus one.

Sec. 313.3.3 Rule of the List

1) The names of all eligibles on the eligible list shall be certified to each available position.

2) An eligible list adopted under the Rule of the List shall be exhausted when there are less than
one third of the number of eligibles on the original list still available, provided however, if the
original list had nine (9) or fewer eligibles, at least three (3) eligibles must be available. If
application of the one-third formula specified above results in a fraction, the next highest number
shall be used. Use of the list when there is less than the minimum certification available shall be
at the discretion of the appointing officer.

Sec. 313.3.4 Statistically Valid Grouping (Sliding Band)

1) The Department of Human Resources shall certify to the appointing officer the names of
eligibles that are within a statistically valid grouping/sliding band of scores (“grouping”).



City and County of San Francisco Civil Service Commission

CSC Rules - Volume III 16 (Issued XX/XX/XX)

2) The grouping shall be determined through the standard error of the difference (SED) of the
examination multiplied by a confidence factor of 1.96. Eligibles within the grouping are considered
to be of comparable knowledge, skills, and abilities with respect to the areas tested on the
examination.

3) If at any time, the highest score in the grouping is exhausted, the grouping will slide so that its
upper limit rests on the highest score remaining on the list. Any additional eligibles whose scores
fall within the new grouping shall be certified to available positions. The grouping shall also slide
if all eligibles at the highest score waive or fail to respond within the time limits provided in this
Rule.

4) Charter Section 10.101 provides that the minimum rule for the certification of eligibles shall be
the Rule of Three Scores. Therefore, if at any time the grouping includes fewer than three scores,
then the Department of Human Resource shall certify to the appointing officer the names of
eligibles with the three highest scores as described in Section 313.3.1 of this Rule.

5) Selection of an eligible within the grouping shall be made under the authority and direction of
the appointing officer.

6) The appointing officer shall develop secondary criteria to guide the selection process.

7) Secondary criteria may include but need not be limited to experience(s), training and
employment history.

8) Secondary criteria shall be job related.

9) Secondary criteria shall not be based on relationship, race, religion, gender, national origin,
ethnicity, age, disability, gender identity, political affiliation, sexual orientation, ancestry, marital
status, color, medical condition, or other non-merit factors or otherwise prohibited nepotism or
favoritism.

Sec. 313.4 Certification Rules – General Provisions Applicable to All Certification Rules

313.4.1 If all eligibles at a score waive appointment or fail to respond within the time limits
provided in these Rules, the appointing officer may request supplementary certification(s) from
the next highest score(s).

313.4.2 The Certification Rule established at the time of the announcement may be appealed to
the Civil Service Commission provided such appeal is received by the Executive Officer by close
of business on the fifth (5th) working day (excluding Saturdays, Sundays, and holidays) following
the postmarked mailing date of notification to the appellant. Such appeals shall be limited to an
expansion of the Certification Rule beyond the Rule of Three Scores. The decision of the Civil
Service Commission shall be final, and no reconsideration shall be allowed. Use of the
Statistically Valid Grouping under Section 313.3.4 of this Rule applied to a promotive eligible list
shall not be subject to appeal.
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Sec. 313.5 Certification of Entry Eligible List

The entry level Certification Rule to be utilized shall be established and announced on the
examination announcement. For entry level eligible lists, the Department of Human Resources
shall certify to the appointing officer the names of eligibles available for appointment under the
Rule of Three Scores, Rule of Three or More Scores, Statistically Valid Grouping, or Rule of the
List.

Sec. 313.6 Certification of Promotive Eligible List – Statistically Valid Grouping

For a promotive eligible list, the Department of Human Resources shall certify to the appointing
officer the names of eligibles available for appointment in the Statistically Valid Grouping under
Section 313.3.4 of this Rule.

Rule 313
Certification of Eligibles - Fire Department

Article III: Administration of Certifications

Applicability: Article III, Rule 313 shall apply to all classes of the Uniformed Ranks of the
San Francisco Fire Department.

Sec. 313.7 Response Period

313.7.1 Notice of Inquiry

1) Eligibles are required to respond in writing to the Department of Human Resources within a
minimum period from the date of such notice not to be less than three (3) business days as
established by the Human Resources Director. In establishing the minimum period, the Human
Resources Director shall consider, among other factors, availability of technology to respond,
number of eligibles, the stability and reliability of the messaging platform in sending and
receiving notifications, extent of access by eligibles to the means for receiving timely
notification, and complexity of the selection procedures.

313.7.2Notice of Certification

1) Eligibles are required to respond to the appointing officer or designated representative within
a minimum period after the date of such Notice not to be less than three (3) business days as
established by the Human Resources Director. In establishing the minimum period, the Human
Resources Director shall consider, among other factors, availability of technology to respond,
number of eligibles, the stability and reliability of the messaging platform in sending and
receiving notifications, extent of access by eligibles to the means for receiving timely
notification, and complexity of the selection procedures.



City and County of San Francisco Civil Service Commission

CSC Rules - Volume III 18 (Issued XX/XX/XX)

2) Eligibles are required to notify the Department of Human Resources as to their certification
status within a minimum period not to be less than three (3) business days after the date of the
Notice of Certification as established by the Human Resources Director. In establishing the
minimum period, the Human Resources Director shall consider, among other factors, availability
of technology to respond, number of eligibles, the stability and reliability of the messaging
platform in sending and receiving notifications, extent of access by eligibles to the means for
receiving timely notification, and complexity of the selection procedures.

3) Departments are required to notify the Department of Human Resources of the results of a
certification within twenty (20) business days after the date of the Notice of Certification.

313.7.3 Extensions

Response period time limits may be extended by the Human Resources Director.

Sec. 313.8 Effect of Failure to Respond

313.8.1 An eligible who fails to respond within the time limits provided shall be placed under
general waiver on the eligible list until such time as the waiver is withdrawn in accordance with
these Rules.

313.8.2 Except if the Human Resources Director determines that unusual circumstances exist
which would create an undue hardship, a department that fails to respond within the time limits
provided may be required to present the reasons for the delay to the Commission.

Sec. 313.9 Waivers

313.9.1 General Waivers

An eligible may be placed on an inactive status under general waiver of certification on an eligible
list as follows:

1) At the eligible's written request. Such waivers shall be effective on the next business day.

2) For failure to respond to a Notice of Certification or Inquiry within the prescribed time limits.

3) For failure to notify the Department of Human Resources as to the eligible's status within seven
(7) days following certification.

4) A person appointed to a permanent position shall be under general waiver for all appointments
on all eligible lists for the same class. A person appointed to a temporary position shall be under
general waiver for temporary appointment on all eligible lists for the same class. Such waiver may
not be withdrawn unless ordered by the Human Resources Director.
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5) For reasons prescribed elsewhere in these Rules.

6) An eligible under general waiver shall not be certified to any position on the eligible list until
the eligible notifies the Department of Human Resources to withdraw such waiver in writing as
prescribed in these Rules. General waivers imposed by the Commission or Human Resources
Director may not be removed unless ordered by the Civil Service Commission or Human
Resources Director.

313.9.2 Waiver of Part-Time Employment

Any part-time position may be declared by the Human Resources Director to be under conditional
waiver and eligibles may then waive certification without penalty for appointment to a full-time
position. An eligible who accepts such appointment shall retain eligibility for appointment to a
full-time position.

313.9.3 Conditional Waivers

Except as provided by the examination announcement, waiver of certification to positions with
unusual employment circumstances or special conditions of employment may be imposed by:
1) the eligible to be effective the next business day;
2) the Civil Service Commission; or
3) the Human Resources Director.

Conditional waivers on an eligible list imposed by the eligible shall remain in force until
withdrawn in accordance with these Rules.

313.9.4 Effects of Waivers

1) A general or conditional waiver of certification by an eligible having standing on more than one
list in the same class shall apply to any existing list for the same class.

2) An eligible who waives certification to a position covered by conditional waivers shall not be
certified to a position requiring those conditions from that list until such waiver is removed in
accordance with the provisions of these Rules.

3) Unless otherwise provided in the examination announcement, eligibles may refuse
consideration for temporary or permanent appointment from two (2) Notices of Certification.
Refusal of consideration from the third (3rd) Notice of Certification shall result in the removal of
the eligible's name from that eligible list and all other lists in that class. The non-selection by the
department of an available eligible shall not be recorded as a refusal.

4) Unless otherwise ordered by the Human Resources Director if one (1) Notice of Certification is
issued for more than one (1) department or position and the eligible refuses a position not
previously waived, a refusal shall be recorded against the eligible's name on the list.



City and County of San Francisco Civil Service Commission

CSC Rules - Volume III 20 (Issued XX/XX/XX)

313.9.5 Withdrawal of Waivers

1) Withdrawal of general or conditional waivers imposed by the eligible must be filed in writing
with the Department of Human Resources.

2) Such requests must be received in the Department of Human Resources offices before the close
of business on the third (3rd) Friday of the month to be effective the first (1st) business day of the
following month. If the third (3rd) Friday is a legal holiday, such requests must be received by the
close of business on the next business day.

3) Withdrawal of waivers which have been imposed by the Commission or the Human Resources
Director may be authorized at any time and become effective on the first (1st) business day of the
following month unless specifically ordered otherwise.

4) Withdrawal of waivers shall not interfere with nor affect the rights of eligibles next in line for
certification to whom Notices of Certification have already been mailed and who have been or
may be appointed in response to such notices.

5) Immediate withdrawal of waiver may be authorized by the Human Resources Director, if it is
determined that such immediate withdrawal of waiver is in the best interests of the Service.

Sec. 313.10 Change of Address

In all cases of change of address, the Department of Human Resources must be notified in writing
separately for each class involved. Notice of change of address to the Post Office and/or the
employee's current department only shall not be a reasonable excuse for special consideration in
case of failure to respond to any notice within time limits.
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