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NOTICE QF CIVIL SERVICE COMMISSION MEETING

David Canham

SEIU Local 1021

350 Rhode Island Street, 100 South
San Francisco, CA 94103
David.Canham(@seiul021.org

SUBJECT: CLASS 2903 ELIGIBILITY WORKER ISSUES RAISED AT
THE CIVIL SERVICE COMMISSION MEETING OF
FEBRUARY 4, 2013.

Dear Mr. Canham:

The above matter will be considered by the Civil Service Comimission
(“Commission™) at a meeting to be held on February 3, 2014 at S p.m. (as you
have requested) in Room 400, Fourth Floor, City Hall 1 Dr. Carlton B. Goodlett
Place.

The agenda will be posted for your review on the Commission’s website at
www.sfeov.org/Civil_Service under “Meeting Materials™ no later than end of day
on Wednesday, January 29, 2014. Please refer to the attached Notice for
procedural and other information about Commission hearings. 1 emailed you a
copy of the Department of Human Resources’ staff report on December 6, 2013;
however, a hard copy is also available for your review at the Civil Service
Commission’s office located at 25 Van Ness Avenue, Suite 720, San Francisco.

To date, we have not received a response or any materials on the 2903
Eligibility Worker classification issues from SEIU, Local 1021 (other than that
which was submitted with SEIU, Local 10215 original appeal on the 2903
Eligibility Worker job announcement dated October 4, 2012). As I indicated in

my December 6™ email to you, in the event that SEIU, Local 1021 wishes to
submit a response or any other materials on the matter, the deadline for receipt
in the Commission office is 5:00 p.m. on Friday, January 24, 2014 (as a
reminder, we require an original and nine copies of any supplemental materials
you wish to submit-—all double-sided, hole-punched, paper-clipped and
numbered) {you will note that I have extended the deadline to this Friday to
provide you with more time). Please be sure to redact SEIU, Local 1021°s
submission for any confidential or sensitive information that is not relevant to the
issues (e.g., home addresses, home or cellular phone numbers, social security
numbers, dates of birth, etc.), as it will be considered a-public document.

TRES BOCUMENT SUPPORTS
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25 VAN NESS AVENUE, SUITE 720 @ SAN FRANCISCOQ, CA 94102-6033 ® (415) 252-3247 @ FAX (415) 252-3260 ® www.sfgov.org/eivil_service/
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All non-privileged materials being considered by the Civil Service Commission for this item
will be available for public inspection and copying at the Civil Service Commission office Monday
through Friday from 8:00 a.m. to 5:00 p.m. (beginning next Wednesday, January 29, 2014).

Attendance by you or an authorized representative of SEIU, Local 1021 is recommended.
All calendared items will be heard and resolved at this time unless good reasons are presented for a
continuance. A representative from SEIU, Local 1021 and the department will each have five (5)
minutes to present the matter. As I have indicated, public comment will be limited to one (1)
minute per person to ensure that all individuals have an opportunity to address the issue and
to ensure that we are able to maintain a quorum throughout the proceeding.

You may contact me 4t (415) 252-3247 or at Jepnifer.Johnston(@sfgov.org if you have any
questions.

CIVIL SERVICE COMMISSION

JENNIFER JOHNSTON
Executive Officer

Attachment

Cc:  Micki Callahan, Department of Human Resources
Donna Kotake, Department of Hurmman Resources
Martin Gran, Department of Human Resources
Steve Ponder, Department of Human Resources
Ron Weigelt, Department of Public Health
Luenna Kim, Human Services Agency
Sin Yee Poon
Commission File
Commissioners’ Binder
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City and County of San Francisco Department of Human Resources

Edwin M. Lee Micki Callahan
Mayor Human Resources Director

CIVIL SERVICE COMMISSION s
REGISTE =
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January 15, 2014 tZAas
JA

Jennifer Johnston =

Executive Officer -

Civil Service Commission s

25 Van Ness, Suite 720 - : o

San Francisco, CA 94103 '

RE: 2903 Eligibility Classification and Compensation Issues

Dear Ms. Johnston:

We have met internally to review the issues raised by SEIU regarding the above, and it is clear that the
dispute ultimately centers around wages of affected employees, an issue that is beyond the purview of
the Commission. 1t is the City’s intention to make proposals in our upcoming negotiations to address
these issues, which we believe would make any hearing or action by the Commission in February
premature. In fact, we are concerned that holding a bearing prior to the conclusion of negotiations

would be disruptive to the negotiations process. Moreover, we remind you that there is no pending
matter before the Commission.

For these reasons, DHR will be deferring this item untit after SETU’s MOU is submitted to the Board of

Supervisors later this fiscal year. By copy of this letter, we are also notifying SETU that DHR is
deferring this item until after negotiations conclude.

We are confident that the natural give-and-take of the negotiations process, aided by a
mediator/arbitrator as necessary, will resolve the central issues separating the parties. To the extent that
any classification actions are implicated, those would be taken to the Commission as necessary (and
subject to appeal where appropriate) after the conclusion of negotiations.

We will continue to keep you advised of the parties” progress.

Sincerely,

Lol

Micki Callahan
Human Resources Director

e David Canham, SEIU Local 1021

One South Van Ness Avenue, 47 Floor, San Francisco, CA 84103-1267 « (415) 557-4800






Johnston, Jennifer

om: David Canham <david.canham@seiul02l.0rg>
Sent: Thursday, January 16, 2014 2:50 PM
To: Johnston, Jennifer
Subject: Eligibility worker hearing.

Jennifer | have seen the letter from Martin Gran regarding deferring the item until after bargaining. | have discussed this with
members at HSA. The union would like you to still hold the hearing in February.

Sent from my iPhone
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CIvIL SERVICE COMMISSION
C1tY AND COUNTY OF SAN FRANCISCO

CIVIL SERVICE COMMISSION REPORT TRANSM]TTAL (FORM 22)

Refer to Civil Service Commission Procedure for Staff - Submission of
Wiitten Reports for Instructions on Completing and Processing this Form

1. Civil Service Commission Register Number: - -
2. For Civil Service Commission Meeting of: December 16, 2013
3. Check One: " Ratification Agenda

Consent Agenda

\/ Regulai‘ Agenda

Human Resources Director’s Report

4. Subject: Report by the Department of Human Resources regarding the issues related to class
2903 Eligibility Worker Raised at the Civil Service Commission Meeting of February 4, 2013.

5. Recommendation: Accept the Report _
6.  Report prepared by: _Martin Gran Telephone number: 415-557-4857

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:

1
Human Resources DirectorM @‘Q,Q/\/

Date: t’é_\ S \ \3
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 reportto:

Executive Officer
Civil Service Commission _
25 Van Ness Avenue, Suite 720 -~
San Francisco, CA 94102 82 =
‘ - Lot = u "‘*“
.10,  Receipt-stamp this form in the ACSC RECETPT STAMP= CSC RECEIEE STAMP,
box to the right using the time-stamp in the CSC Office. 2 -
Aftachment g
£
¢
CSC-22 (11/97)




NOTIFICATIONS -

. Martin Gran

Employee Relations Director
Department of Human Resources
One South Van Ness, 4% flcor
San Francisco, CA 94103

Donna Kotake

Workforce Development Director
Department of Human Resources
One South Van Ness, 4™ floor
San Francisco, CA 94103

Luenna Kim

Human Resources Director
Human Services Agency _
1650 Mission Street, 2™ floor
San Francisco, CA 94103

Michael Brown

Human Resources Director
Department of Public Health
101 Grove Street, 2* floor
San Francisco, CA 94103

David Canham

Acting San Francisco Field Director
SEIU 1021 .

350 Rhode Island Street, Ste. 100 South
San Francisco, CA 94103

Sin Yee Poon

SEIU 1021

350 Rhode Island Sireet, Ste. 100 South
San Francisco, CA 94103



City and County of San Francisco Department of Human Resources

Edwin M. Lee Micki Callahan
Mayor Human Resources Director
DATE: ‘ December 5, 2013
TO: The Honorable Civil Service Commission |
THROUGH:  Micki Callahan, Human Resources Directo% w\ |
FROM: Martin Gran, Employee Relations Director WMMW
SUBJECT: Report by the Department of Human Resources regarding the issues related to class 2903

Eligibility Worker raised at the Civil Service Commission Meeting of February 4, 2013.

Introduction

At its meeting on February 4, 2013, the Civil Service Commission (“CSC” or “Commission™) denied
an October 4, 2012 appeal filed by SEIU Local 1021 (“SEIU” or “Union”) on behalf of incumbents
serving as 2903 Eligibility Workers and 2905 Senior Eligibility Workers. The Commission further
directed the Executive Officer and the Human Resources Director to: (a) meet with SEIU to discuss
the classification concerns that SEIU raised; and (b) provide a report clarifying the issues and
identifying any avenues for resolution within the jurisdiction of the Civil Service Commission.

The crux of the Union’s complaint is that the City suspended the flexible staffing program that,
pursuant to CSC Rules, the City has discretion to apply to positions on an announcement-by-
announcement basis.

Background

The Human Services Agency (“HSA”) and the Department of Public Health (“DPH™) both employ -
individuals in the 2903 Eligibility Worker classification. The 2903s at HSA work under general
supervision and perform a variety of duties in order to make eligibility determinations for public
assistance in a variety of human service programs. (See Attachment 1.) The 2903s at DPH work at
various public health facilities under general supervision and perform a variety of eligibility and
related clerical and administrative duties. (See Attachment 1.)

The 2905 Senior Eligibility Workers at HSA are responsible for implementing defined rules and
regulations pertaining to various categorical aid programs and explaining them to applicants and the
general public. The 2905s regularly meet with clients, relatives, representatives of outside agencies
and the public. The 2905s perform the full range of assigned duties of their classification and receive

- only occasional instruction or assistance as new or unusual situations arise.

A flexible staffing program allows permanent civil service employees who have passed the
probationary period and meet the criteria established on the job announcement for specific class(es)
to promote to higher level classes within an occupational series by methods other than traditional
selection procedures. It reduces exam needs and facilitates promotive opportunities to employees.

1
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However, “flexing” will be permitted only where there is a demonstrated Departmental need and
where the Department has a budgeted position. Historically, a promotion to a higher level class is
not automatic, but at the discretion of the Appointing Officer. In filling a vacancy, the employing
Department has the discretion to utilize either flexible staffing or open recruitment.

Unlike HSA, DPH does not employ the 2905 Senior Eligibility Worker classification, and it has
never elected to use flexible staffing for this series. HSA does employ both classifications, and has,
at various times, flexibly staffed these classifications. However, after 2009, flexible staffing was not
included in the 2903 job announcements. (This was also true for earlier job announcements at HSA.)

Specifically, this is a classification series which, under Civil Service Rule 111.16, management could
elect to flexibly staff under certain conditions. However, SEIU: (a) asserted that the most recent
2903 job announcement deviated from its job specification, and, therefore, violated Civil Service
Rule 109.6; and (b) requested that HSA rescind and revise the 2903 job. announcement at issue.
SEIU also requested that the Civil Service Commission take appropriate action to remedy any
situations whereby City departments use 2903 Eligibility Workers to perform the work of 2905
Senior Eligibility Workers.

On October 4, 2012, SEIU submitted an appeal to the Civil Service Commission on behalf of
incumbents serving as 2903 Eligibility Workers and 2905 Senior Eligibility Workers. SEIU asserted
that the job announcement for 2903 Eligibility Worker “deviate[d] from the official class
specification,” thereby making it indistinguishable from an announcement for 2905 Senior Eligibility
Worker.

However, at the February 4, 2013 Civil Service Commission meeting, the Civil Service Commission
denied SEIU’s appeal of 2903 Eligibility Worker announcement. (See Attachment 2.)

SEIU has brought related claims in past. In 2010, SEIU filed a grievance alleging an MOU violation
claiming HSA “unilaterally ended the practice of automatically promoting employees in Class 2903
Eligibility Workers to Class 2905 Senior Eligibility Workers after they had served one year in Class
2903.” The City denied the grievance on the grounds that HSA was “not obligated to automatically
promote Class 2903 Eligibility Workers to Class 2905 Senior Eligibility Workers, nor is that matter
grievable under the [Collective Bargaining Agreement].” SEIU appealed the grievance to arbitration
and the Deputy City Attorney declined to arbitrate on the grounds that the subject matter falls within
the Civil Service Commission’s jurisdiction. SEIU neither filed a complaint with the Commission
nor moved to compel arbitration in court.

While the Commission denied SEIU’s appeal, the Commission directed the Executive Officer and the
Human Resources Director to meet with SEIU to discuss the classification concerns that SEIU had
raised and to report back to the Commisston. The Executive Officer met with SEIU in early March
2013 in order to better define SEIU’s issues and concerns. While SEIU declined to meet with IDHR,
the union agreed to provide a comprehensive, formal statement of its concerns to the Department of
Human Resources (“DHR™) via email.

The Employee Relations Director, at the direction of the Human Resources Director, agreed to accept

SEIU’s electronic submission. DHR has reviewed and considered SEIU’s concerns and has
summarized them in this report. (Attachment 3.) ‘

2
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Relevant Rules. Adviser, Policies, Procedures, and MOU sections

CSC Rule 111.16 Authorization for Flexible Staffing Program

The Human Resources Director is authorized to establish flexible staffing programs to promote
permanent civil service employees past the probationary period to higher classes within an
occupational series or to another series by methods other than traditional selection procedures. In
establishing a flexible staffing program, the Human Resources Director shall consider, among
other factors, length of permanent service, performance appraisal ratings, availability of pesitions,
budgetary restrictions, and equal employment opportmmity. The specific- procedures and
qualifications established shall be listed in the flexible staffing examination announcement for the
class(es) involved.

CSC Rule 169.16.2 Temporary Out-of-Class Assignments

109.16.1 In accordance with this Rule, an appointing officer may exercise Charter authority to
assign an employee to perform any of the duties of the department to which appointed and to make
any temporary out-of-class assignment {o maintain the provision of any public service.

109.16.2 Temporary out-of-class assignment means the assignment of an employee without change
in class to perform the normal day-to-day duties and responsibilities of another classification.
Records of such temporary out-of-class assignment shall be placed in the employee's personnel

_file. An employee assigned to temporary out-of-class assighment may also request that the

appointing officer/designee place the record in the employee’s personnel file contemporaneous
with the assignment, The record of temporary out-of-class assignments must be verified and
approved by the appointing officer/designee prior to placement in the personnel file. The Human
Resources Director shall be responsible for administering and making effective the provisions of
this Rule, and establishing such administrative controls and procedures as may be necessary. The
decision of the Human Resources Director shall be subject to appeal to the Civil Service
Commission. '

1) Temporary out-of-class assignment is distinguished from "™emporary appointment" in that the
latter refers to an appointment to a differently classified position in accordance with civil service
appointment provisions and in accordance with budgetary requirements.

2) Temporary out-of-class assignment is distinguished from a short term or regular assignment of a
minor portion of work duties which are allocated to a different class, but which are generally
related to the regular duties or level of responsibility of the employee's current class.

3) The Human Resources Director shall be responsible for administering and making effective the
provisions of this Rule, and establishing such administrative controls and procedures as may be
necessary. ‘

4y Temporary out-of-class assignments shall not be made when an appointment based on the
regularly established Rules and procedures of the Civil Service Commission may be made.
Temporary out-of-class assignments may be approved while an appointment through the
established procedures is pending. '

5) When a temporary out-of-class assignment is in order, selection and reténtion shall be at the
discretion of the appeinting officer or designee.

Civil Service Adviser No. 009-2000 — Out-of-Class Assignment

The Civil Service Commissjon establishes the definition and policy on temporary out-of-class
assignments. The Department Head/Designee may make a temporary out-of-class assignment

| S
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to maintain the provision of any public service. This means the assignment of an employee
without change in class to perform the day-today duties and responsibilities of another class.

SEIU Memorandum of Understanding — Qut-of-Class/Acting Assignment

1320. An employee assigned in writing by the Department Head to perform a substantial portion .
of the duties and responsibilities of a higher classification shall be entitled to out of class pay after
the tenth (10th) work day (within a sixty (60) working-day period) of such an assignment,
retroactive to the first (1st} day of the assignment.

€321. Employees who believe they have been assigned to do the work of a higher classification,
whether in writing or not, and do not receive such pay must file an out of class pay claim with the
Department Head within forty-five (45) working days of such alleged assignment.

Tssues

On May 16, 2013, SEIU posed the following clarifying questions to DHR claiming that the City
is misusing HSA classifications 2903 and 2905:

(A) In 2009, during the economic and budget crisis, HSA unilaterally suspended the flexing
up in the flexible staffing series classes, and the Union was not notified of management’s
decision. Has the City indeed implemented a unilateral change when it suspended the
flexible staffing program? And, if so, has the Union been notified of this change?

(B) The lower classification (e.g., 2903s) was reported as being assigned the full range of
work performed by the upper classification (e.g., 2905s). Is it the position of the City
that Departments can make assignments without regard to the official job specifications
of the classification of the employee, specifically in relation to the Eligibility Workers
series (e.g., 2903 and 2905)? Has DHR established “administrative controls and
procedures” to “administer and make effective” the provisions of the Temporary Out-of-
Class Assignment Rule? And, if so, why have these “controls and procedures” not been
utilized to halt the permanent out-of-class assignments of the lower flex incumbents at
HSA, Child Support Services (“CSS”™), and possibly other Departments?

Issue A
The Union claims there was a unilateral change during the economic and budget crisis; HSA

suspended “the flexing up in the flexible staffing series class[ification]”; and Union was not
notified of management’s unilateral decision.

In reply, the Human Resources Director exercised the discretion allowed under the Rules to
determine whether the 2009 job posting for 2903 should include provisions to allow automatic
“flexing up” to the 2905 class. Several factors led to the decision not to provide for automatic
upgrades. First, the City’s budget crisis required austerity in hiring and promotions, a mandate that is
inconsistent with automatic promotion. The City projected a $229 million General Fund shortfall for
FY 2008-09, and thereafter, a $575.6 million shortfall for FY 2009-10 as well as projected budget
deficits for those years. At the same time, the City experienced an imbalance of sources and uses due
to a variety of reasons, including, but not limited to, voter-approved mandated spending requirements
(e.g., Propositions), loss of one-time sources, and decreased funds from the State. Second,

4
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Departments across the City discontinued filling higher-level positions in order to conserve funds.
HSA was no exception.

At the beginning of fiscal year 2008-2009, the Controller’s Services Auditor Division (“CSA™)
conducted a variety of studies to improve efficiency and effectiveness of City operations. CSA is
charged via Charter — Proposition C (2003) - to conduct such analyses. At the end of 2008, the
Mayor’s then-Budget Director projected an unprecedented $575.6 million shortfall for FY 2009-
2010. Based on the projected FY 2009-2010 deficit, the Mayor’s then-Budget Director provided
Budget Instructions on December 11, 2008 to Department Heads to continue to seek and prioritize
solutions to help reduce the shortfall, including but not limited to, administrative efficiencies,
consolidation of programs and functions, restructuring service delivery and revenue options.

Accordingly, the Mayor asked HSA to cut $21.7M or 25% in General Fund support from HSA’s
$86.8M discretionary General Fund, which resulted in 12.5% in on-going target reductions and
12.5% contingency reductions. On January 29, 2009, the SF Human Services Commission called a
special meeting, and Phil Arnold, then-Deputy Director of HSA, presented the HSA Budget
Reduction Plan for FY 2009-2010. The January 29™ Human Services Commission minutes reflect

that the Union sent representatives and that SEIU 1021 spoke in opposition to the proposed
reductions.

As SEIU was aware, in early 2009 HSA experienced a budget crisis, and, as a resull, laid off a
number of 2905 Senior Eligibility Workers, Many of the laid off workers were placed on a holdover
list, while others were reinstated into their former 2903 Eligibility Worker classification.
Responding to the Mayor’s aforementioned general budget instructions, HSA determined that flex-
staffing was no longer feasible for budgetary reasons. In response to the Budget Instructions, and in
compliance with the directive to seck efficiencies in its operations, HSA budgeted vacant 2903

positions in the Annual Salary Ordinance (“ASO™) and hired the eight laid off 2905s into the vacant
2903 positions.

The Union claimed that the department changed a core process of the flex program (i.e., that
positions in 2905 classifications were flexibly staffed and normally filled by advancement from the

2903 classifications). However, contrary to the Union’s assertion, flex staffing is not mandatory
under the Civil Service Commission Rules.

Examples that flex staffing and promotive appointments are not mandatory include previous HSAs
2903/2905 job announcements (e.g., in 2007 and 1995) posted that “permanent appointees from a
2903 eligible list may advance to appointments in job code 2905...,” and the Department of Public
Health has never had flexible staffing for its 2903 positions.j

The Civil Service Rule 111.16 contemplates that Appointing Officers may choose not to flexibly
staff when budget constraints limit or prohibit the ability for incumbents to be flexibly appointed
from a lower to a higher classification. Therefore, the Appointing Officer’s decision to not flexibly
promote does not constitute a unilateral change, as the Union characterized; rather, such limitations
on the flex program demonstrate how the Rule allows departments to adhere to budgetary authority.
The Rule clearly provides that appointments to the higher classification are not automatic, but are

! The Department of Public Health (“DPH”) does not flex the 2903 Eligibility Worker, and does not use 2905 Senior Eligibility
Workers. DPH does have a promotive classification, 2908 Hospital Eligibility Worker, but 29035 are not flexed up to this

classification.
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subject to additional criteria, whereby the Human Resources Director shall consider, “among other
factors, length of permanent service, performance appraisal ratings, position availability, budgetary
restrictions and equal employment opportunity. The specific procedures and qualifications
established shall be listed in the flexible staffing examination announcement for the class(es)
involved.” ‘

HSA has had job annocuncements (e.g., Mayv 18, 2007, November 9, 2007 and March 24, 1995)
recruiting for classifications 2903/2905 Eligibility Worker/Senior Eligibility Worker, in which the
announcements provided for, but did not guarantee, “flexible staffing” consistent with the 2903
clagsification specifications adopted on February 13, 1968, and later amended on January 7, 1972
and March 15, 1993; and 2905 classification specifications adopted on July 13, 19706, but later
amended on Janvary 17, 1972 and March 15, 1993, (See Attachment 4.)

However, the City did not always include flexible staffing on ifs recent job announcements (ie.,
1985). HSA’s February 15, 1985, 2905 classification job announcement only referenced the 2903
classification as an equivalent type of experience required; there was no reference to “flexible
staffing” between these two classifications. At that time, applicants to class 2905 had to have
experience as an Eligibility Worker fo qualify, and, when the 1985 announcement was issued, -
workers in Medi-Cal were still classified as 2903s. Individuals seeking employment in the other

- assistance programs or in specialized positions had to participate in a 2905 examination. (See
Attachment 5.)

Based on the above, advancement from an appointment in classification 2903 into an appointment in
classification 2905 upon completion of one year of service is not automatic. In addition to having a
competent and effective performance evaluation and the recommendation of the Appointing Officer,
as stated in previous job announcements, “[a] promotion...is not automatic and may be delayed due
to leaves, requisition constraint, prior eligible lists taking precedence or budgetary conditions™ which
were among the criteria used in evaluating whether to re-implement the flexible staffing program in
2009. ‘

Civil Service Rule 111.16 gives DHR the authority to implement a flexible staffing program (or not)
on an announcement-by-announcement basis. In early 2009, HSA was (and continues to be)
challenged with budgetary constraints, and HSA does not seek fo re-implement this program.
Therefore, the most current 2903 job announcement did not reference flexible staffing. If all
Eligibility Workers who met the job requirements were to be flexed upward, in the current salary
structure, the Department’s cost would be approximately $2.5M. As described in Civil Service Rule
111.16, management has the right to not employ the flex staffing program and, in any case, the Union
was made aware of this during the HSA Commission meeting as early as January 29, 2009.

Issue B

The Union claims that out-of-class work was being performed by the lower flex classes (e.g.,
2903s) by being assigned to perform the full range of work performed by the upper flex classes

(e.g.. 29055s).

The Union claims that HSA is making job assignments without regard fo the job classification. The
Union has not shown this fo be the case. The City may assign job tasks to any job classification so
long as the dufies are reasonably related to the job specification or job announcement. Many of the
job duties at issue here fall under both the 2903 and 2905 classifications: Indeed, the Union has
failed to point out any duties performed by 2903s that are outside the 2903 job description.

6
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The City and SEIU 1021 MOU, paragraphs 320-329, defines out-of-class work/acting assignment pay
as:

§320. An employee assigned in writing by the Department Head to perform a
substantial portion of the duties and responsibilities of a higher classification shall be
entitfed to out of class pay after the tenth (10th) work day (within a sixty (60) working-

day period) of such an assignment, retroactive to the first (Ist) day of the assignment.
[Emphasis added]

9329. Requests for classification or reclassification review shall not be governed By this
provision but shall be submitted to the Civil Service Commission whose determination is
final and not subject to the grievance procedure.

CSC Rule 109.16.2 states:

109.16.2 [tlemporary out-of-class assignment means the assignment of an employee
without change in class to perform the normal day-to-day duties and responsibilities
of another classification. Records of such temporary out-of-class assignment shall be
placed in the employee’s personnel file. An employee assigned to temporary out-of-class
assignment may also request that the appointing’ officer/designee place the record in the
employee’s personnel file contemporaneous with the assignment. The record of temporary
out-of-class assignments must be verified and approved by the appointing
officer/designee prior to placement in the personnel file. The Human Resources Director
shall be responsible for administering and making effective the provisions of this Rule,
and establishing such administrative controls and procedures as may be necessary. The
decision of the Human Resources Director shall be subject to appeal to the Civil Service
Commission.

Additionally, CSC Adviser No. 009-2000 provides:

[t]he Civil Service Commission establishes the definition and policy on temporary
out-of-class assignments. The Department Head/Designee may make a temporary
out-of-class assignment to maintain the provision of any public service. This means
the assignment of an employee without change in class to perform the day-to-
day duties and responsibilities of another class.

The basis of the Union’s out-of-class MOU issue involves the reference to the 2903 classification as
the entry-level class, while the 2905 classification is referred fo as the journey-level class.

The Union made the same argument when it filed a grievance in 2010 alleging the same MOU
violation, claiming HSA “unilaterally ended the practice of automatically promoting employees in
Class 2903 Eligibility Workers to Class 2905 Senior Eligibility Workers after they had served one
year in Class 2903.” The grievance was appealed to arbifration and the City Attorney’s Office
declined to arbitrate, responding “[m]atters, including but not limited to, classification, application,
examination and selection are within the exclusive jurisdiction of the civil service merit system...

(see Charter A8.409-3 and 10.101).” The Union did not seek to compel arbitration, nor did SETU
appeal the issue to the Commission.

Based on HSA’s review of the work performed by the 2903 classification, HSA has granted eight (8)
out-of-class pay claims to current 2903s. These employees had previously worked as 2905s but were

1
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laid off and reinstated as 2903s. HSA is in the process of reviewing seventy-seven (77) additional
out-of-class claims.

The Union has asked what are the “administrative controls and procedures™ established to
“administer and make effective” the provisions of the Temporary Out-of-Class Assignment Rule.
Pursuant to Civil Service Rule 109.16.2, when a temporary out-of-class assignment is in order,
selection and retention is the appointing officer’s or designee’s discretion. DHR’s Classification and
Compensation Unit continues to be available for guidance to departments on this issue. For purposes
of consistency, DHR provides an Acting Assignment Request form to facilitate a department’s
internal review process. Additionally, in compliance with Civil Service Rule 109.16, DHR and the
Controller’s Budget Analyst’s Office periodically audit departments’ records for premiums and pay
adjustments, including acting assignment pay, which provides the administrative control to effectuate
the use of temporary out-of-class assignments. Allegations that a department failed to grant acting
assignment pay would be adjudicated through the MOU’s grievance process.

The DHR Compensation Manual is another resource available to departments about acting
assignment pay. It includes a table outlining the eligibility requirements (per the parties® MOU) that
apply in order for an employee to receive acting assignment pay. For SEIU Qut-of-Class/Acting
Assignment Pay, attached is a quick summary of the eligibility requirements. (See Attachment 6).

Therefore, the Union has not provided any evidence to support the allegations that the 2903s are
performing duties inconsistent with their classification or that the “controls and procedures™ as
mentjoned-above are not serving their purpose. To the extent that such claims exist, they should be
addressed via the MOU grievance procedure.

Conclusion/Recommendation

Pursuant to Civil Service Rule 111.16, the Rules provide the Human Resources Director discretion to
either establish or suspend the use of flexible staffing programs on an announcement-by-
announcement basis. The decision to not employ the flexible staffing was based on HSA’s budgetary
constraints and was well within management’s right.

The City’s recommendation is that the Commission consider this matter closed.
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2903 Classification Specification (Current)




City and County of San Francisco Class Specification Eligibility Worker Page 1 of 2

Department of Human Resources Close} Prin]
Eligibility Worker (#2903) |

$24.93-$30.30 Hourly / $4,320.00-$5,252.00 Monthly / $51,844.00-$63,024.00 Yearly

Email Me when a Job Opens for the above position{s)

Befinition
Under general supervision, to perform a variety of technical duties in the review and detemmination of initial and continuing client

eligibility for a variety of public assistance programs.

Distinguishing Feattres

Positions in this classification are responsible for carrying out well defined rules and regulations pertaining to various categorical
aid programs and explaining them to applicants and the general public. Fositions in this class have regu]ar contacts with clients,

their relatives, and representatives of outside agencies and the public.

2903 Eligibility Worker This is the entry level class in the Eligibility Worker series, This class is distinguished from the 2805
Senior Eligibility Worker and 2908 Hospital Eligibility Worker by tasks and duties being performed under closer supervision.
Since this class is typically used as a training class, employees may have only limited or no directly related work experience.

2905 Senior Eligibility Worker Employees within this class are distinguished from the 2903 Efigibility Worker by the performance
of the full range of duties as assigned. Employees at this level receive only oceasional instruction or assistance as new or '
unusual situations arise, and are fully aware of the operating procedures and policies of the work unit. Positions in this class are
flexibly staffed and are normally filled by advancement from the class 2903 level, or when filled from the outside, require prior

related work experience.

The 2905 class is distinguished from the 2908 Hospital Eligibility Worker in that the 2908 identifies and determines client
eligibility for medical coverage under the termis of various private health plans and public assistance programs, whereas the
class 2905 determines client eligibility for public assistance programs and certifies for reimbursement.

Additionally, the 2905 class is distinguished from the 2913 Program Spec:lallst in that the 2913 class performs hlgher level
technical assignments than the 2905 class.

Examples of Important and Essential Duties

“The class specification shall be descriptive of the class and shali not be considered as a restriction on the assignment of duties
not specifically listed.” (CSC Rule 7) :

1. Schedule and interview clients in the offices of the Department of Social Services, in the client's home, or in hospitals and
various institutions to defermine new or continuing program eligibility.

2. When assigned to hospital, admit and register patients for hospital care; obtain demographicinformation.
3. Coordinate fransfers of patients between counties; inform clients of procedures and necessary reports.

4. Explain eligibility programs, gualification standards, policy and procedure o clients; assist clients in completion of applications,
forms and reports when necessary; review and evaluate applications for completeness and accuracy; prepare client budget to

determine eligibility.

S. Apply legal criteria to determine eligibility; provide recommendations regarding financial eligibility for assistance programs;
determine eligibility and grant amount according to established policies and procedureS' review and determine re-certification.

6. Prepare case records related {o client eligibility information and financiat assistanca received; update case records submit
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City and County of San Francisco Class Specification Eligibility Worker A Page 2 of 2

7. Investigate statements and information received from applicant through the use of telephone or written verifications.
8. Investigate and resolve client problems involving non-receipt of benefits,
9. Review cases with supervisor in assessing the quality of the eligibility determination process and procedure.

10. Compose and prepare correspondence to clients, references, and State agencies; gather statistical data and prepare reports
as required.

11. Answer questions and provide ihformation {o clients and the general public regarding assigned program area.

12. Refer clients in need of case work services 16 members of social service staff; may provide fimited referrals to resources
within the community on matters related to income maintenance; refer clients to appropriate agencies according fo established
procedures, :

13. Perform related duties as required.

Knowledge, Skills and Abilities

Knowledge, Abilities, and Skills: Knowledges of: Basic inferviewing and investigative skills and techniques; office procadures,
methods and computer equipment; basic mathematics. '

Ability to: Learn departmental programs, policies, procedures and erminology, learn principles and procedures of record
keeping; leam fo inferpret and apply pertinent Federal, State, local and departmental laws, rules, regulations, policies and
precedures regarding assigned program: leam to plan, organize and prioritize caseload; learn to interview applicants for public
assistance and obtain confidential information relative to personal, family, financial, medical or other circumstances of client
 relating to efigibility; learn to evaluate data and provide recommendations on eligibility of client; maintain accurate records and

meet program deadlines; operate a computer terminal and standard office machines; make accurate mathematical
computations; type and enter data at a speed necessary for successiul job performance; effectively communicate with and elicit
information from clients in difficult situations; apply Federal, State, and local Equal Employment, Affirmative Action, and Civil

. Rights laws, procedures, and regulaticns; communicate clearly and concisely, both orally and in writing; establish and maintain
cooperative working relationships with those contacted in the course of work,

Knowledge of: Principles and practices of caseload management; Federal, State, local laws, rules, regulations, policies, and
procedures regarding assigned program area; services offered by related agencies; departmental programs, policies, procedures
and terminclogy.

Ability to: Interview applicants for public assistance and obtain appropriate information, often in different languages, or dizlects of
English; accurafely gather, record and evaluate data necessary for the determination of eligibility; interpret and apply Federal,
State and local policies, procedures, laws and regulations; work independently with minimal supervision.

Noles
Amended: 3/15/93

Disasier Service Workers

All City and County of San Francisco employees are designated Disaster Service Workers through state and local law (California
Gevernment Code Section 3100-3108). Employment with the City requires the affirmation of a loyalty cath to this effect,
Employees are required to complete all Disaster Service Worker-related training as assigned, and to return to work as ordered in
the event of an emergency. ‘

CLASS: 2903 EST: REV: FORMERLY JOB TITLE: REPLACES JOB TITLE:
EEOC: 3 MEBICAL:

httn:/fwww.iohans.com/SF/aners/claccensrdienlay aen® acc T immlvae—AN07
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| 2012 HSA/DPH |
2903 Job Announcement (CBT-2903-059333)
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2012,

s;lsi's | online services | search. ]

Current Job Openings | My Applications | Update Contact Info | Job Descriptions/future Openings |
Dept of Human Resouress

2903 Eligibility Worker

{Human Services Agency/Department of Public Heaifh}
Recruitirient #CBT-2803-05%9333

Department: ‘ Public Health

Aralyst: Richard Hodgkinson

Date Opened: : 9412042 8:00:00 At

Filing Deadline: 8242012 5:00:00 PM
Salary: $51,844.00 - $63,024.00/year
Job Type: CBT Discrefa

Employment Type: Full-Time

Go Back View Benefits

INTRODUCTION

When assigned fo the Hurman Services Agency, incumbents under general supervision perform a varety
of duties in order io make eligibility determinations for public assistance it a varfety of human service
programs and to provide required sarvices to cifents from diverse cultural and socie-economic backgrounds.

The essential job functions Includa the foliowing: assisting cliants with the completion of applications and
forms; answering a variety of questions regarding information requested on applications; helping clients
gather needed and required information and docurnentation; Interpreting and enforcing federsl, state, and
local laws and regulations pertaining to efigibility determination; explaining regulations and procedures to
clients and others as necessary; speaking and working with clients from diverse backgrounds who may be
mistrustful, hostile, mentally and/or physically ill; completing and organizing a large number of forms;
meeting required deadlnes in all phases of the job; utilizing Windows based systems by snteting information
into appropriate data/inquiry fields and windows; providing outreach services; making home visits; making
referrals for client services o other social services programs and community agencies; writing case
narratives, memos, letters; filing and malntaining defailled case recirds; reviewing compiter reports in order
to update caseload elighiity and manage warkflow, Al these functions must be performad within strict ime
frames according o assigned program policies and procedures. Performs other related duties as
assignedirequired.

When assigned to the Department of Public Health, Eligibility Workers wifl work at various publfic health
facilities throughout the City. Incumbents work under general supervision, perform a variely of eligibiifty and
reiated clerical and administrative duties. The nature of these positions requires employees to work varigus
shifts including, PM shifts, and Midnight shifts, Employees may also work weekends and helidays,

The sssentlal job functions Include the following: performs eligibility and registration functions fo secure
maximum reimbursement; interviews applicants, clients or other representatives to acquire detailed personal
or cenfidential informaticn; initiate a fotal-household assistance interview fo defermine eligibility for financial
assistance under the terms of varlous Federal, State or County Health Care Programs; enters demographic
and financial Information on the computer; assists with the completion of applications and forms; obtains
Information from and provides information te applicants; interprets and enforces Federal, State and local
regulations, assists with authorization for care or transfer of patients; inliates and processes work through
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an-gutomated system; plans and organizes accordingly tc ensure WOrk is completad in accordance with
regulations refating to aligibility and timeliness; reviews sligiifily factors and re-computés beriefit amotnts
periodically according o prescribed fime 1ntewa[s as reguired by the appropiiate program; participates i
special projects, studies, or work assignmenis; answers phones and schedules patient appointments;
assists patients with spemal needs due to disability, jiness, physieal, age ahdfor language limitations;
provides excellent customer service fo clients and coworkers by remaining courfecits and helpful af ait
times. Performs other related duties as asslgneda’a‘eqwred

HININMUM QUALIFICATIONS

1.Two (2) years of direct public contact clerical work experience which must have inclided the following: use
fcomputer applications to input, refrieve and analyze information; working with a diverse client population:
performing responsibilities involving inferviewlng to acgquire detailed personal o confidential information;
interprefing and applying rules, regulations and policies; creating and processing documents related to
financial or personal histories of clients; and assisting clients with the completion of forms or
" correspondence] :

OR
2.0ne (1) vear of experience determining efigibility for health andlor social servicas programs, joans,

financlal assistance, unemployment or veterans benefifs:

OR
3.Sixty (60) sernester units or ninety {30) quarter unils from an aceredited college or university.

Substitution: Thiriy {30} semester units or forty-five (45) quarter units fromt an aceredited cellege or university
may substitute for one (1) year of the work experience under qualification pattern number one (1} -
sbove, ‘

ALL APPLICANTS MUST POSSESS THE REQU!RED MINIMUM QUALFICATIONS AT THE TIME OF
FILING

HOW TO APPLY

Applications for City and County of San Francisco jobs are being accepied through an online process, Visit
www.jobaps.com/sf to register an account {if you have not already done so} and begin the application
process.

u Select the desired job announcement

= Select *Apply” and read and acknowiedge the information :

w Select sither " am a New User” if you have nc% previously registered, or “| have Regisiered
Previously” .

a Follow instructions on the screen

If youi are & curent CCSF emmployee with permanent status in Class 2903 Eligibility Worker and wish to be
considered for transfer or reinstatement to a position in the same alassification within the departmen¥/agency
Tor which this announcement has been issued, you must sibmit an Employee Requesf for Transfer form
{see hitp:/isfdhr org/Modules/ShowDocument aspx?documentid=11618 or an Employea Request for

Rainstatement form,

Computers are available for the public from 8:00 a.m. fo 5:00 p.m. Monday through Friday) to file online
applications in the lobby of the Dept. of Human Resources al 1 South Van Ness Avenwe, 4th Floor, San

Francisco,

Applicants may be contacted by email about this announcement and, therefore, it is their responsibility to
ensite that their registered emaill address is accurate and kept up-to-date. Also, applicants must ensure
that emait from CCSF is not blocked on their campuier by a spam filter, To prevent biocking, applicants
should set up their email to accept CCSF mall from the following addresses (@sfgov.org, @sfdpw.org,
@sfport.com, @flysfo.com, @sfwater.org, @sfdph.org, @asianart.org, @sfmta.com).

Applicants will receive a confiration emall that thelr onling application has been received in response to
every snnouncemsent for which they file, Applicants shouid retain this confirmation emait for their records.
Fatfure to receive thls emall means that the online application was not submilied or received,

Al work experience, education, training and other information substaniiating how you mest the minimurn
guaiifications must be included on your application by the filing deadline. Information submitted affer the
fiting deadiine will not be considered in determining whether you meet the minimum gualifications.
Applications completed improperly may be cause for ineligibility, disqualification or may lead to lower scores.
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If you have any questions regarding this recruitment or application process, please contact the exam
analyst, Richard Hodgkinson, by telephone at 415-557-5573 or by email at Richard. Hodgkinson@sfdov.arg

SELECTION PLAN

WRITTEN EXAMINATION (Weight ~ 100%) : )
Candidates will be administered a written muftiple-choice test designed to measura knowledge, skills and/or
abilifies in job-related areas which may include but ars not limited to:

= Abllity ta establish and maintain effective and cocperative working relationships,
and to effectively work with others .
( Abilify to interview dlients
Ability fo commuricate written information In a clear and concise manner to clients and staff
Ability to read, review, and evaluate writtert informafion
Ability to file, prepare, erganize and maintain records
AbHify 10 use mathematical formulas.
"Ability fo comiprehend and interpret wiitten information
Knowledge and ahility to interpret policies, rules, and procedures

EEH QSR

This i# & stendardized exarmination and, therefore, test questions end test answers ara not availzble for publicinspection
Qr review.

Special Condition Bilinguat Proficiency:

Sorme positicns may require bilingual proficiency in a varlely of languages depending on the department's bitingual
needs. Only those eligibles who pass the bilingual proficiency fest will be considered for bifingual posifions. Applicants
must indicate o the application the ladguage(s) in which they claim proficiency

Reguests: .
Applicants with disabiliies whp meet the minimum eligibility requirernents for this job snnouncement can Hnd information
oft requesting a reasonable ADA Accommodation at .

hitp:fhwww sfdhr.orglindex.aspx?page=20#applicantswithdisabilities

Information regarding requests for Velerans Preference can be found at
hitpeifwww.sfdbr.org/index.aspx?page=20#veteranspreference

Verification:

Applicants may be required to submit verificatior of qualifying education and exparience at any point in the application,
examination and/or departmental selection process. Note: Falsifying one’s educafion, fraining, or work experience or
attempted deception on the application may result in disqualification for this and future job opporunities with e City and
County of San Francisco. For more information on vetification, please visit the following link: ‘

. http:7fwww sfdhr. orgfindex aspx?page=20#verification :

Certification Rula: .
- The cerfification rule for the eligivle list resulting from this examination will be Ruie of Three Scores, Additional selection
processes will be conducied by the hiring department prior to making fira! hiring decistons.

Efigible List:
The efigible list resulting from this examination is subject to change after adoption {e.q., as a result of appeals), as
directed by the Human Resourtes Direclor of the Civil Servics Commission.

The duration of the eligible fist resuiting from this examination prosess witl be 24 months, and may be extended with the
approval of the Human Resources Dirsctor.

General information concerning City and County of San Francisco Employment Policles and Procedures:
Important Employment Information for the City and County of San Franclsco can be obiained at
hitp:fhwrww sTdhr. org/index aspx?page=20 or hard copy &t 1 South Van Ness Avenue, 4% Floor,

Terms of Announcement: .

Applicants must be guided solely by the provisions of this announcement, including requirernents, tima periads and other
particulars, except when superseded by federal, state or local laws, rules or regulations. Clerical errors may be
corrected by the posting the correction on the Department of Human Rescurces website at www.ichans comist,

Coples of Application Documents: :
Applicants should keep copies of ali documents submitted, as these will rict be refurnad.

Right to Work:
Al persons entering the City and County of San Francisco worldforce are required to provide varffication of authorization
to work in the United States.



Exdin Type:

Entrance

fssued; 9M14/12

‘Wicki Callahah, Human Reseurces Director
Department of Human Resources
Recruifment I3 NMumber: CBY-2503-052333
HSA/RBI415.557.6573

DISASTER SERVICE WORKERS

All Cxty and Cotnty of San Francisco employees are designated Disaster Service Workers through ‘state and
focal Jaw (Califarnia Govermnment Code Section 3100-3109). Employment with the City requires the
affimation of a loyalty cath to this effect. Employees are reqm;ed fo complete ali Disaster Service Worker-
related fraining as assigned, and fo retumn to work as ordered In the event of an emergeancy.

BENEFITS

All employees hired on or affer Jammary 10, 2009 will be required (putsuant fo San Franciseo Charter Section A8.432) to confribute
2% of pre~tax cormpensation fo fund refiree hea.l‘hcara, In addition, most cmployees arg, ra,qmred 1o make a member contribution
towards retirement, typically & 7.5% of vompensation. For mors itformation on these provisions, please contact the personnel office

- of the hiring agency.

For merz information sbout benedits. please eliek here,

Contacf us via You may contact us by phone at (415) 557-4800, or apply for a job in
conventional means. person gt the Deparfment of Human Resources.

! . - — " - B f .
contact us | accessibility policy | disclaimer | privacy policy

Copyright © 1999-2006 City & County of San Francisco. All rights reserved.
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SEIU Major Flexible-Staffing Classification
Issues (May 16, 2013) o




Major Pleidble’Staﬂiing Classification Issues of Affected Incumbents

Presented to DHR by Sin Yee Poon, Representative of Affected Incumbents

Per our agreement to exchange information electronically, below are the major flexible-staffing
classification jssues we currently have:

¢ Unilateral Changes - reports from our affected members are that at some point during
the economic and budget crisis, HSA managers informed members that the Agency was
“suspending” the flexing up in the flexible staffing series classes. The rationale was that
management anticipated layoffs, and that, should the newly flexed employees (ex: 2903s
to 2905s) get laid off, they would have to reinstate back to the Jower flex classification
and that would not make sense. The Union was never notified of this unilateral
management decision.

*  We are additionally informed by members that this unilateral moratorfum was
never lifted and at some point in time, managers informed newly hired members
in the lower flex classes that they will “never” be “flexed.” Thus, Management
apparently implemented a unilateral change in the core process of the flex
program, without formal notice to the public, the incumbents, affected
employees, or the Union. There has not been confirmation of this decision by
HSA/City, but HSA has not flex or promoted any lower flex incumbents during
this time period. '

= Quesijohs for DHR: Has the City indeed implemented this change? And, if so,
has the Union been notified of this change?

¢ Violation of the official job specifications — The job specifications are clear in terms of the
work performed by the lower flex classes versus the upper flex classes. The job specs .
clearly delineate the level of responsibility, the type of duties, and the essential functions
of each class. For example, the 2003/2905 job specs spell out the following: ‘

2903 Eligibility Worker This is the entry [evel class in the Eligibility Worker series.
This class is distinguished from the 2905 Senior Eligibility Worker and 2908
Hospital Eligibility Worker by tasks and duties being performed under closer
supervision. Since this class is typically used as a training class, employees may
have only limited or no directly related work experience. .

2905 Senior Eligibility Worker Employees within this class are distinguished from
the 2903 Eligibility Worker by the performance of the full range of duties as
assigned. Employees at this level receive only occasional instruction or
assistance as new or unusual situations arise, and are fully aware of the
operating procedures and policies of the work unit. Positions in this class are
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flexibly staffed and are normally filled by advancement from the class 2803 level,
or when filled from the outside, require prior related work experience.

The issue is that HSA and CSS (and possibly other Departments) are assigning lower
flex incumbents (e:g. 2903s) to perform the full range of work that is performed by the
upper flex classes (e.g. 2905s). This is in violation of the official job specifications and is
taking advantage, both in terms of fair monetary compensation and actual working
conditions (e. being thrown in with the upper flex incurmbents and no longer receiving
the training, close supervision and instructions, and help intended for the training/entry
level class), of line workers, who are providing direct services to the City’s
clients/customers. The City has created promotional tracks for and has upwardly
reclassified Management personnel, so that the ranks of middle and upper management
have swelled considerably, along with the compensation including honuses, etc., of the

. affected managers. On the other hand, during this same period, the City has been
exploiting line workers by not paying them the rightful and proper wages for the work:
they performed. The inequity is staggering. Given additionally that the ranks of the
affected line workers are most overwhelmingly women and people of color, the
discriminatory treatment is in violation of the public trust (and the law).

= Question for DHR: Is it the position of the City that Departments can make
assignments without regard to the official job specifications of the classification
of the employee? -

¢ Exceeding the Authority granted by the Civil Service Rules - The Civil Service Rules
make multiple references to the authority of the Appointing Officers, including the
authority to assign work. This authority has been viclated:

& The Rules state:

The appointing officer has the authority to assign an employee to perform
work provided that it is consistent with the type of duties and level of
responsibility of the employee's class.

By assigning the lower flex class incumbents (e.g. 2903s) to perform the work of
the 2005s, the Appointing Officers of the Hiiman Services Agency, Child Support
Services, (and possibly other Departments) are continually in violation of the
Rules in exceeding the authority granted by the Rules to assign work.

& The Temporary Out-of-Class Assignment Rules additionally state, again in
multiple references:

In aceordance with this Rule, an appointing officer may exercise Charter
authority to assign an employee to perform any of the duties of the
department to which appointed and to make any temporary out-of-class
assignment to maintain the provision of any public service.
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By assigning the Iower flex class incumbents (e.g. 2903s) to perform permanent
out-of-class work (as evidenced by the no-more-flexing unilateral change), i.e.

the work of the upper flex classes (e.g. 2905s), the Appointing Officers of HSA,
CS8S, (and possibly other Departments) are continually in violation of the Rules in
exceeding the authority granted by the Rules to assign out-of-class work.

Additionally, under the same Teniporary Out-of-Class Assignment section,
DHR’s responsibility is also delineated: :

The Human Resources 'Director shall be responsible for administering
and making effective the provisions of this Rule, and establishing such
administrative controls and procedures as may be necessary.

Questions for DHR: What are the “administrative controls and procedures” that
DHR has established to “administer and make effective” the provisions of the
Temporary Out-of-Class Assignment Rule? And why have these “controls and
procedures” not been utilized to halt the permanent out-of-class assignments of
the lower flex incumbents at HSA, CSS, and possibly other Departinents?

Please let me know if you have questions or need clarifications regarding these issues. Welook
forward to your response to our concerns.

Eerie

May 16, 2013
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City & County of $an Francisco
. Department of Human Resources

Class 2903/2905 Eligibility Werker/
$enior Eligibility Worker
Flexible $taffing
. Human Services Agency Only

Analyst s Myrna Briones
Date Opened : Neovember 9, 2007
Eifing Deadline 3 November 16, 2007
Job Type ' Permanent
Employment Type ]

Full-Time

Under general supervision performs a variety of duties in order to make eligibility determinations for public
assistance in a variety of human service programs and to provide required services to clients from diverse cultural
" and socio-economic backgrounds. The essential functions include: assist clients with the completion of applications
and forms and answer questions regarding information requested on applications; help clients gather needed
information and documentation; interpret and enforce federal, state, and local laws and regulations pertaining to
eligibility determination; explain regulations and procedures to clients and others as necessary: speak and work with
dients with diverse background who may be mistrustful, Hostile or, mentally or physically ill; complete and organize
large number of forms; meet required deadlines in ail phases of the job; utillize PC and Windows based systems by
entering Information using a computer into oppropriate deata/inquiry fields and windows: providing autreach
services; making home visits; make referrals for dient services to other social services programs and community
agencies: write case narratives, memos, letters; file and muaintain detailed case records and review computer reports
to update caseload eligibility and manage workflow. All these functions must be performed within strict time frames
according to assigned program policies and procedures. Performs other related duties as required.

FLEXIBLE $TAFFING:

Certain positions have been designated as flexible staffing positions. A separate eligible list will be established for
Class 2005 Senior Eligibility Worker. Permanent appointees from a 2903 eligible list may advance o appointments
in job code 2905 upon completion of one year (2000 hours) of service in job code 2903 in the sarne department, a
competent and effective performance evaluation, and the recommendation of the Appointing Officer. A promotion
to job code 2905 is not automatic and may be delayed due to leaves, requisition constraint, prior eligible lists teaking
precedence or budget conditions. '

1L



-

Page 2 2903/2905/E

HEHINIIH QIIAI.!FICA'HONS:
Two {2) vears (4000 hours) of experience directly serving a diverse dient/customer population on a daily
basis; interviewing client/customers to acquire detailed personal or confidential information; Interpreting and
applying rubes, regulations and policies; creating and processing documents releated to fincncial or personal
histories of clierts/customers; assisting clients/custorners with the completion of forms or correspendence; and,
one (1) year of experience using computer applications to input, retrieve, and analyze information. OR

2. One (i} vear {2000 hours) of experience as an Eligibility Worker in a county or state administered welfare
program. This experience must be equivaient to 12 months of full time work performed by 2903 Eligibility
Worker, 2005 Senior Eligibility Worker, 2908 Hospital Eligibility Worker or 9702/9703 Employment and
Training Specialist | & [l in the City and County of San Francisco.

ALL APPLICANTS MUST POSSESS THE REQUIRED MINIMUM QUALFICATIONS AT THE TIME OF FILING.

SUBSTITOTION: '

Candidotes qualifying under #1 above may substitute two wears of educational coursework from an accredited
college or university (60 semester or G0 quarter units) for one year of experience. At least 12 sernester units or
18-quarter units must be in behavioral sciences (social work, sociology, psychology, culturad anthropology or closely
related discipline). Four years of educctional coursework from an accredited college or university {120 semester units
or 180 quarter units) may substitute for all the required experience, if ot lecst 24 semester units or 36-quarter units
are in behavior science.

HOW TO APPLY:

Distribution of special application packet wlll be auailable for ONE DAY OQNLY ot the Human Services Agency
1650 Mission Street, San Francisco on Wednesday, May 23, 207 between 5:30 omi, and, 430 pm.  All
applicants MUST complete and mail the City and County of San Francisco application to HSA Ex'umination Lnit,
Attn: P302, P.O. Box 7988, San Francisco, CA 94120. THE FINAL FILING DATE IS FRIDAY, june 1, 2007. RAND
DELIVERED AHD PHCYIOCOPIED APPLICATION WILL KOT BE ACCEPIED. Applicotions rust be
postmarked no later than the final filing date. Late applications and applications delivered with insufficient postage’
will not be accepted.

YERIERCATION:

Verification of qualifying educcdion and experience muoy be required ot any point in the selection process or pricr to
appointment. Failure to submit the required verification, if requested, may result in rejection of the application or
ineligibility of employment.

SELECTION PROCEDURES: - ' Welght

Continuous testing for Class 2903/2905 Eligibility Workeer{/Senior Eligibility Worker will be conducted. The narmnes of
successful candidates will be placed on the eligible list in rank order.

Wrikien Exominatiom 199%
Candidates will be tested to determine their relutwe knowledge, shills and cbilities in job related areas. These may
include but are not limited to knowiedge of principles and techniques of interviewing, ability to interpret and
apply rules, regulations and policies, knowledae of basic mathematics. -

CERTIFICATION BELE:
The certification rule for the eligibie list resulting from this selection procedure will be Rule of Three (3; Scores.
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. General Noten

1. Applicants are advised to heep copies of all documents submitted. Submitted documents become a
penmanent part of the exam record and will not be returned. Hiring department may require applicants to
present additional material ot the time of appointment andfor at a later date.

2. For positions which require possession of a current California class 3C driver license, a current copy of the
driver license and a current Motor Vehicle Record (MVR) must be submitted prior to appointment.
Applicants for positions which require a current driver license must possess a good driving record, defined as
not having their driving privilege suspended, revoked, ot being placed on probation by the DMV for a cause
involving the sofe operation of a motor vehicle within the preceding three (3) years. Violations will be
reviewed on an individual basis and may be cause for non-selection or disciplinary action, if employed.

3. Some positions require bilingual fluency in other languages in addition to English. Language proficiencies
must be indicated on the front of the application. Candidates who indicate bilingual ability will be required
to demonstrate language proficiency in readmg, writing and speaking prior to appointment to a bilingual
position.

4. Applicants with disabilities requiring reasonable cccommodc:tlon for this process must contact the cmulyst by
phone at (415) 557-5688, or if hearing impaired at {415} 775-9484 (TDD), or in writing (specify Class
2903/2905) ot the address listed above as soon as possible, '

5. Prior to appointment, at the Department's expense, applicants must take a TB screening test, and a medical
examination. ' '

ENTRANCE

Micki Callohan, Human Resources Diractor
Department of Human Resources
Announcement #; 053687

Issuech: Moy 18, 2007

Contact Information: MGB, H5A (415) 557-5688
Amended and re-issued: November 9, 2007




-

Class 2903/2905 Eligibility Worker/S$enior Eligibility Worker
| ~ Flexible Staffing
Human Services Agency Only

Date Opened . May 18, 2007

Filing Deadline : June 1, 2007

Salary , : $46,228 - $56,184/year {(2903)
\ 552,988 - $64,428/year (2905)

Job Type : Permanent

Under general supervision performs a variety of dufies in order to make eligibility.
determinations for pubiic assistance in a variety of human service programs and to provide
required services to clients from diverse cultural and socio-economic backgrounds. The
essential functions include: assist clients with the completion of applications and forms and
answer guestions regarding information requested on applications; help clients gather
needed information and documentalion; interpret and enforce federal, state, and local
laws and regulations: pertaining to eligibility determination: explain regulations and
procedures fo clients and others as necessary; speak and work with clients with diverse
background who may be mistrustful, hastite or, menially or physically if; complete and
organize large number of forms; meet required deadlines in all phases of the job; utiize PC
and Windows based systems by entfering information using a computer into appropriate
data/inguiry fields and windows; providing outreach services; making home visits; make
referrals for client services to other social services programs and community agencies;
write case narrafives, memos, letters; file and maintain detailed case records and review
computer reports to update caseload eligibility and manage workflow. All these functions
must be performed within strict time frames according to assigned program policies and
precedures. Performs other related dulies as required,

FLEXIBLE STAFFING:

Certain positions have been designated as flexible staffing positions. A separate eligible list
will be established for Class 2905 Senior Eligibility Worker. Permanent appointees om a
2903 eligible list may advance o appointments in job code 2905 upon cempletion of one
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- year {2000 hours} of service in job code 2903 in the same deparfment, a competent and
effective performance evaluation, and the recommendation of the Appointing Officer. A
promotiocn to job code 2905 is not automatlic and may be delayed due 1o Ieoves
requisition constraint, prior eligible lists taking precedence or budget conditions.

MINIMUM QUALIFICATIONS:

1. Two {2} years (4000 hours} of experience direcily serving a diverse client/customer
population on a daily basis; interviewing client/cusiomers fo acquire detailed
personal or confidential information; inferpreting ‘and applying rules, regulations and
policies; creating and processing documents related to financial or personal histories
of clients/customers; assisting clients/customers with the completion of forms or
correspondence; and, one (1) year of experience using computer applicafions to
input, refrieve, and analyze information. OR

2. One (1) year {2000 hours} of experience as an Eligibility Worker in a county or stafe
administered welfare program. This experience must be equivalent o 12 months of
full fime work performed by 2903 Eligibility Worker, 2905 Senior Eligibility Worker, 2908
Hospital Eligibility Worker or 9702/9703 Employment and Training Specialist | & If in the
City and County of San Francisco.

ALL APPLICANTS MUST POSSESS THE REQUIRED MINIMUM QUALFICATIONS AT THE TIME OF
FILING.

SUBSTITUTION: ,
‘Candidates qualifying under #1 above may substitute two years of educational
coursework from an accredited college or university (60 semester or ?0 quarter units) for
one vear of experience. At least 12 semester units or 18-quarter units must be in behavioral
sciences (social work, sociclogy, psychology, cultural anthropology or closely related
discipline). Four years of educational coursework from an accredited college or university
(120 semsster units or 180 quarter unifs} may substitute for alf the required experience, if at
least 24 semester units or 36-quarter units are in behavior science,

"HOW TO APPLY.

Distribution of special application packet will be available for ONE DAY ONLY of the
Human Services Agency. 1650 Mission Street, San Francisco on Wednesday, May 23, 2007
between 8:30 am. and 4:30 pm. All applicants MUST complete and mail the City and
County of San Francisco application to HSA Examination Unit, Attn: P302, P.O. Box 7988, San
Francisco, CA 94120. THE FINAL FILING DATE IS FRIDAY, June 1, 2007. HAND DELIVERED AND
PHOTOCOPIED APPLICATION WILL NOT BE ACCEPTED. Applicaticns must be postimarked no
later than the final filing date. Late applications and applicafions delivered with insufficient
postage will not be accepted.
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VERIFICATION:

Verification of qualifying education and experience moy be required at any point in the
selection process or prior to appeintment. Failure to submii The required verification, if
requesied, may result in rejection of the application or ineligibility of employment.

SELECTION PROCEDURES: ' Weight
Screening Commiftee: _ Qualifying

in the event of a large number of quadlified candidates, a screening committee of experis
will evaluate candidate's applications to assess relative knowledge, skill and ability in job
related areas to select the most qudlified candidates to continue in the selection
Process. Applicants meeting the minimum guadlificalions are not gucranteed
advancement in the process.

Written Examination: 7 100%

Candidates will be tested fo determine thelr relative knowledge, skills and abilities in job
related areas. These may include bul are not limited to knowiedge of principles and
techniques of interviewing, ability to interpret and apply rules, regulations and policies,
knowledge of basic mathematics. :

CERTIFICATION RULE:

The cerfification rule for the eligible {ist resulting from this selection procedure will be Rule of
Three (3) Scores.

General Notes:

1.

Applicants are advised to keep copies of all documents submitted. Submitted
documents become a permanent part of the exam record and will not be returned.
Hiring department may require applicants to present additional material atf the fime
of appointment and/or at a later date.

For positions which require possession of a current California class 3C driver license, o
current copy of the driver license and a current Motor Vehicle Record (MVR} must be
submitted prior to appoiniment. Applicants for positions which require a current
driver ficense must possess a good driving record, defined as not having their driving
privilege suspended, revoked, or being placed on probation by the DMV for a cause
involving the safe operation of a motor vehicle within the preceding three (3] yvears.
Violations will be reviewed on an individual basis and may be cause for non-
selection or disciplinary action, if employed.

Some posifions require bilingual fluency in ather languages in addition o English.
Language proficiencies must be indicated on the front of the application.
Candidaies who indicate bilingual ability will be required to demonsirate language
proficiency in reading. writing and speaking prior 1o appcintment to a biingual

position. _
21
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4. Applicants with disabilities requiring reasonable accommodation for this process
must contact the analyst by phone at (415) 557-5688, or if hearing impaired at (415)
775-2484 (TDD}, or in writing (specify Class 2903/2905) at the address listed above as
soon as possible.

5. Prdor fo appointment, at the Depar’rmenfs expense, applicants must fake a TB
screening test, and a medical examination.

ENTRANCE

James P, Horan, Acting Human Resources Director
Department of Human Resources
Announcement #: 053487

Issued: May 18, 2007

Contact information: MGB, HSA (415} 557-5688 -

MINOR!TIES WOMEN AND PERSONS WITH DISABILITIES ARE ENCOURAGED TO APPLY _

N EQUAL OPPORTUNITY EMPLOYER
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City and Couinty of San Francisco

DEPARTHFNT OF SOCIAL SERVECES OBLY

. Toe Eligibility Vorker is the entry level class in the Eligibility séries. nder ‘Beneral supervision,

' thig classification performs determinations of eligibility for public agsistance in such Programs ag
Adult Services, &id to Families with Dependent Children (AFIC), Food Stamps, Gemeral Assistance (CAY
or Bedi-Cal. The éssential Fanctiens inclide intervieving clients to obtain detailed persoal or
confidential information relarive to eligibility determination; assisting with the completion of |
applications 2nd forms; answering questions regarding bedefits; revieving completed applications;
speaking with clients who may be fearful, hostile or physically or mentally i11; interpreting and
enforcing Federal, State end local regulations and policies; compiering and organizing large nunbers
of foms; Inpurting client information inta a poaputer terminal: making referrals for cliemt services
to public and private agencies; writing detailed case narrative reporte; filing docdnents and -
maintaining well-organizéd case recordsy and reviewing computer reports tg update caseload eligibility
and manage. the work flow. ATl furctioas. mist be- performed within strict time frames according to
assigned. Progran policies and procedures. Performs other related duties ag required. e
The anoual salaty range is $30,511, - $36,905. . : ; C
FIFXIBLE, STAFFIMG: Certain positions have been designared as flexible staffing positions. A’ separate
eligible iist w11l be established for class 2905 Senior Eligibility Worker. Permarient appointees from

Respurces Director. In either instance,. one year of service in clasg 2903 in the new department is
required pefore the employee can be considered for a promotion to class 2905, - '
HIHTHON - QAL TFICATIONS Two (2) years‘ (4000 hours) experience in intervieving to acquire detailed,

public or vhich inwolved assisting the public with the completion of forms or correspondence. |
‘Experience can be gained in puhlic or private social service agencies, employment agencies, yeterans’
assistance, social security, workers’ compensation, or rehabilitation service agencies, hospitals and
clinics, schools, iusurance agencies, financial institutions, retail credit, customer seivice and
related areas of esployment. Ability to learn to use 2 computer keyboard is required. ,
| SUBSTITUTION: Two (7) years of educaticnal coursework: from an accredited college or imiversity
{60 semester or 90 quarter s} may substitute for one yesr {12 mouthg) of the required experience.
tpplicants w5 qualify under this substiturion mist have 2t least 17 semester.or 18 quarter wmits
in behavioral science (social work, sociclogy, psychology and cultural anthropology) @R
Four (4) yvears of educational courseverk frazx an accredited college or university (120 semester or 180
1arier wmits) may substitute for AIL of the required experience. ‘Applicants who qualify under
-ls substitution most have st lesst 24 semester or 36 guarter mits in bebavioral science. -+ -

Kinortiles, Womet, and Peraons with Disabifities ars En-ooun{ged fo App{y‘ S ‘ N .
An BEqual Opportunify Employsr . '
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VERTFICATION: Proof of all expeiience nceded to qualify HUST be submitted with the application fhis
experience must be verified gn caployer letterhead, and must state applicant’s name, job title, daty
of employment, mmber of hours worked per week, nabmre of duties and must be signed by the applicant
Supervisor o the persomnel manzger. Verification may be waived if impossible to obtaing for exaple

" if gained outside the USA or if te fomer employer is nmo longer in business. Applicants in such
situations must subsit a signiad statesent with the application explaining why verificatioa camot be
obtained. Requests. for waivers of the verification requiresent will be decided on a case-by-case
hasis. Failure to submit the required verificarion or a reguest for a waiver at the time of Filine t
application will resulr in disqualification. Applicants vho qualify based go the educational
substitution HUST submit a photocopy of their college trasseript vith their applicaticn. Failuré to
so will result in disqualificatiom. - . S '
BOV TQ APPLY: NUMBERFD applications will be available at the San Francisco Departeent of Social
Services, 170 Otis Street, between the hours of 7:00 AN and 11:00 A% on (NE DAY OHIY, March 24, 1995
Applications BUST be obtained from DSS. Nusbered applications vill be distributed on a First come,
first served basis. Phofocopied applications will wot be accepted. These desirting more than ose
applicatioe must line wp again for éach application. Compléred applications BUST be mailed to:
San Francisco Dept. of Social Services, P.0. Box 7988, San Francisco, CA- 94120 Atinm. Fram Unit F332
Applications must be postmarked by April 7, 1995. FRVELOPES VILL WIT BE ACCEPTED WETHOUT A
POSTHARE. It is the applicant’s responsibility to ensute that the envelops is posted by the final
filing date. BAND-DELIVERED APPLICATIONS WILL ROT FE ACCEFTED. : o :
HOTE: This examination mxy be administered in a series. Qualified applicants will be admitted to
the first testing group on a first come, first served basis, according to the mmber stamsed on
their applications. The cut-off number for admission inte the first testing group will be determined
afrer the filing period and vill be based oa the needs of the Departwent. Current City esmloyees in
class 2903 who indicate their status on the application will be incTuded im the first testing group
and do not need ta come early birt must apply by 11:00 AK. - .

" ¥ritten Exanination: Candidates will be tested to determine their relarive :
imowledge and ability in job related dress. These way includs hut mot
be limited to organizationzl ability, ability to interpret rules amd
regulations relative to eligibility determination, ability in aritimetdik, ‘
knowledge of standard office procedures, and writken commmication zbiHity.......\... pesnee S0
Oral Eramination: ’ : .
Candidates vho pass the written exam will be tested by oral eximination to
determine their relative knovledge and ability levels in job related areas.
These may include bub not be Himited. to knowledes of the principles and - -
techniques of intervieving, ability in lmen relations and oral commmICatioN. ... u.sosesnvs 500

- ' TOTAL POINTS 1000

ial
»

T

1. Qualified candidates will beé notified by mail. of the exact date, time and location of the
 examination. Qualified candidates with disabilities who require reasonable actomodation For this
examination HOST contact the examination amalyst by telephone at 537-5688 (Vaice) or if hearing
impaired, 775-9484 (TID) or im writing at the address listed above as soon as possible after being
- potified that the application has been accepred. - N - .
2. A certification rule of three (3) scores will be used for the eligible list resulting froa this
examination. _ - - _ : . . .
3. Some .positions may require language proficiency in either Cantosese, Russian, Spanish, Vietnawese
or other languages as required. Proficiency in languages ju addition ta Pnglish must be indicated or
the application. Candidates vho indicate bilinguzl ability will be tequirved to desonstrate languaze -
proficiency prior to appointment to a bilingual position.’ .

Tssued: March 2k, 1995 | Wendell L. Pryor, Birector
Amotncement NQ.: 060-93 . 2903/2905 Department of Himan Resources
TEAH: DSS {SK) ' . Combined Emtrance e~ '

{&15) 557-5688 _ and Promoticsal 53—) 903

‘General information conceming Civil Service Commission empioyinent policies and procedures may be found in the
pamphiet antitled “Important Employment Information.™ This information is part of the terms of all announcemsnts
The pamphlet ES avaiiable at the Civil Servica Informaficn Cenfor ot 44 Gough Street, First Floor Lobby. Read the
antire announcemant and the pamphlet beigf__yon fili ouf your Civil Service appifcation form and sebmit & for Sling.
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--Apply TD' 8 Departmenr of Social Services COMBINED ENTRANCE AND PROMOT ICNAL
s 170 otis Street, 5th Floox ot Mail To:

2. O “Box 7988
" Bap’ Franclsqo, CA 94120

B

2905 Senlor Ellglblllty Worker.

" Salary: _Effacrivef7/1fé5 _-- El—WéD lY$ $764'B)6 . Monthly, 31331—18&9

 DATE: gF- ﬁXAMIﬁAEIBH Quallflad applrcants w111 be natlflﬁd by mall of the tlme dé;e.,'
"and’ place to rePnrt far the examinatlon ‘ s

'_.FINAL FILING BATE File lmmeﬁlately, racelpt_or Entranpe appllcatlons may be cloged
'.'at any time. The rlnal flllng date for Promgtiomal appllcants is March &y 1985 )

‘DUliES Under directzcn Senior EllglEllLty Workers perfbrm the more dlfflcult deter—
minatiéns of ellvlblllty for public assistanice; assist elients in compléting appli=
. datiens ahd related forms; and make approprlate referrals to-social work: staff.  They
Calso interpraet ard enfarée rules and regulatlons regardlng ellglbliIty for publlc N
'a551stance make regular contact with clients apd: representatlves 6f vatigus publlc
 and przvate organlzatlons, maintain detalled records - relatlve o 11d1v1dua1 allgl*'
blllty determipdtion and caseload gtatisties.: Workers may functlon ag Carryrng :
e Intake Workers in AFDG, A5515tance Food Stamps, or. GA. Unlt .may be. 3551gned
to Speclallzed functicns such as a Quallty Cantrel, Overpayme HES Collectlons
o Tralnlng or Handbook Development Asszgnme1ts of these spe lzed functlons ]_
:may be: glven ta moTe: experlanced Senlor Ellglblllty Wo ‘kets:

REQUIREMENTS : )
L "One’ year, of verifiable 1nccme malntenance experlemce (ellg' Ilty derermlnatlon)
' in a Esumty or'state administared: publlc assistanié program with the experience
be1ng it  least sguivalent to the work perfurmed by‘Blass 2903 Ellglblllty

. Worker in S F. County '

- EXAMINATION: : : - . , : _
HWritten- examlnatlon - Caﬂdldates w111 be testad tc determlne thelr relatlve | PEINTS.
. knowledge, ability and ‘skill levels im.jsb relared ATEas, These may include e

“hut not be Iimited to: knowledge of rules and regul tlons governlng cdtegori-
“eal aid. progfams;: knowledge ‘of- prlnclples of! interv lng,raud ablllty to make
dlfflcult ellglblllty and budoet determ1na:10ns.£..gu Ax.ﬁ....},‘r ............. Qual;fylng

-knowledga ablllty and skill levels 1n job relatad areas Thﬁsa areas may A
'clude butE not be 11m1red to? 'ablllty ta- explaln rules regulatlons ané.pollcles
to staff and cllents, éblllty to establish and maintaid cooperatlve worklng re-
'latlcnshlps knowledge of prlnCLPles of 1nterv1ew1ng ...... RIS ;

;‘Hctes PLEASE READ CAREFULLY THE FDLLDWING*

L It is each appllcant s responslblllty to denonstrata that hls/her axparlance
meets the requlrements

r[fAny person who is otherw1se quallfled and has current permanent probatlonary,
fertified temporary from a list.or holdcver status with the City and County of.
. 8an Franc15co “and has, six monthe of verifisble 'satlsfa:tory experiénce in any
. class in any sfatus (1nclud1ng nDn_Clv11 Service or Limited Tenure appolntments)

- quallfles promatlonally Emplcyees gualifying on'a promotlonal basiy are enthled
to 60 adéltlonal points for seaicrity and satisfactory performance ratings: Ex—'
. perience must bereported on the application-to be:ctredited. Deducnfiong Friom sen— :
'lorlty polnts w1lk be made ‘or appllcable dlsclpllnary'actlons -

MINORITIES, WOMEN AND DISABLED AKE ENCOURAGED TO APPLY

" en Equal éppartuﬁi_ty Emalover

52. e DG69-85D




2907 CPE
3. Promotiomal Appllcants Gnly: Attach a copy of current (less than i year old as of
Mareh &, “7885) Performance Evaluation This will be used solely to compure City and
County sérvice eredit.  Promotionai appllcants net sumettlng ‘copies of his/her per-
formance evaluation wiI1 ngt recelve City and County service credif. '
‘The computat101 date by which experience will be evaluated is March 4, 1985,
Multlpla otal pduels may be used because’ af lazge’ mumbers of caddidates, In these
'1nstances, candldates may be randomly assignéd to oral boards, and the ratings given
©. by.the various. panels compated to detevmine if there are significank differences. If
g4, ratings mey bé standardized ‘in otder to eliminate dlfferences in scores that can
be attrlbuted to the panals rather than to the candidates themse lves,
Ellglbles may .waive consideration far temporary or peimanent appolntment from (2)
iced of Certlfxcatlon, waiver from a third nmotice will result in the removal of
ible's name from the list and all othet lists in the class.’
vy appllcanthshould cuntact us 4t 537—5577 to advise us cf special needs

'f employment in ‘some class1f1catlons émplqyeeg may be requlred ta
ion or pay 2 unicn service fee..

Depaztment reservas the right to revlse the axamlnatlon plan in ordar-
qulrements of: law.

uperv1sors may establish. reascuable and 5pec1f1c r351denca requlreman 8

the duratlon of the ellglblle llst will’ be determlned {not 1953 than-
four yéars after the. adoptkon "af such llst)

John J: Walsh
General Manager Personnel

IMPORTANT EMPLOY\IEN‘I‘ .E\’“ORMATIO’\

DEPORTU: lTY. The City and Counw aF San Frnncls:w isdn Equ.xi Opporttaity w_npln er, Applicadts shall
inzled agninst brcause of race. religinn, sex, patianal origis, ethaieily, age, physu:nl handicap, political affiliution,
ncestry, m:uml stdtus, colnr. ‘medical, candlL{nn or blhér nnn‘me-nl. lac .

.-\pplwcnan-rnusl.heguldedsuleij 1 eprnvnsmnsnfl is announcemenl. including cenuirements
rrors ma;l be corgected by pasting a & siotite on, the buileLic boerd ol Reom 131 Cily Ball, -Unlesr
Ecaunns hy lhe [‘nal ﬂimg date. This daca wiki be used faz ::nrnpunng Lh!

'numLtMPL
_nutbé favoredo
- sexual orienta

. APPEAL PROGE!}URE Writtenappeals :unu.rmngth\s a1nnunc:m nl 'mtstbc e aiurl within
* Issae date. Petitiofers wi ill bie notified concerning their appeals. Roconsideration of thisroling wi

i filth business day. [ollowing mailing ol the un;-mni nuui’c..l.mn Fqﬂnwmg his n‘pp::l pcnod. onl
dmesits will be ronsidered.

: E‘\IPLUYMENT APPL [CATION, Applm:n.s musL tluariy show, xhal [hey el uiretnents by suhm:l_m;: unplctg Employment
Application. Il’tduuunn heyand high schnal or 2 lizensa otier thau Drivers Licerse is requited. an official Lranscr.pl ar tupy must he

., presented at the time af filiig or shortly ¢ This cdpy will 3ot be returned, Expnnencg gained in viglatvtal Commissidn Rules -
cannat be credited:, City, employees rec the dutiny ol their clagsification. They can, riedive aredit for, work outside their

. cldssifisation anly iF thefr. epartment b Legds eificially assign such work in m:v:urdan:a wxl.h Cunmrssmu H.ula:. Part-tims upv.-nenc: Tk

. e used t meel exprHence: 'eqmrzmenl.s {20{)0 hnurs equals one'y )

. EUGII!LE LISTS “The purpdse ofan wiamination is 10° pruv\de ai {qualxﬁcd

ach part, of ihe' examination. (,:nd:d:ue: are ranked oa an Efizible L
e Eligl Lisls are established {oreach jdb clazéification. Unlage’ Vhe 2,

4 ym—s 2ad will h:und po fill bruth p=rmanul :'u;l Lempcrﬂr)' wrean

'\"T[FECATIO\L Al c:ndidnl.eswnllf:er‘eqmred ta presrnl. enudfication cards showing Lhei phntographs at each pastal this & 3

A Judesa valid driver’s Heense. Calileraia Idem.\rcnl.m-xc:.rd:ssued h:’ the D'—P““"‘G“‘ "-‘f Mﬂ““r Vehicles
2 catfoq card, or an alien registration car

i Lo Fa hnuld be mdi:nind T ein 11 of lhe apphumen fore.
ngunge as well as ):.mzhsh -and ouly can: d.m-s imdicating the ruguined
isted for proliciency in thoy Iangnn
APPL] ICANTS - Reasaahle '\:r:urnmmlal.lﬂns wil be made g Jhat hal‘dlc:lppt‘d pplc:mls iy pnmc\m;o in Lhe
ss: 'iease advise Lhe Prrsunnel arl evds in ndv:mre of the nxtxmmqlmn

OF DONESH. [t is the Apgllmnr.s,fEl
nts Fidurd [o do 5o may resuil i loss of cli

seviza ol Tness ﬂajﬂ from the nrlg‘m:}
nly if received by noen, of lhn
i mlb interpre

i le for emp:i)ymi"nl G:mdlrl:nlzs must be-
. Accordin to Lhe:r averall scoresin the examination. -
LheEhg-shJeLnstnluxpu:

o all Bepzrunem.s. .

n T:meuﬂ.gas_ln“.ﬂd:

i:r'_-un positions in :L:L:nss m:ght Tequire p
prnhcmm:y wﬂl be called i fos such pnsn i

e's resporxswhlht} [t ma
Bility.

Esch vnmncy is filled from ameng kg top throz :-.v.nl:xhlc candidates on the appropriat
e umplnu.e.» ro Tequirell to piss 3 nu:.hrat n:mmumn administered by our itk
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ARTICLE Il — PAY, HOURS AND BENEFITS

325.

326.

327.

328.

329.

330.

331.

332.

333.

Work assignments of employees shall not be changed for the sole purpose of evading the
requirements of providing acting pay to an employee who would otherwise be eligible.

Requests for classification or reclassification review shall not be governed by this provision but shall
be submitted to the Civil Servme Commission whose determination is final and not subject to the
grievance procedure.

Volunteers, SWAP, CAL WORKS, CAAP Workfare, or others not covered by this agreement

Employees who supervise or direct the work of volunteers, or CAL. WORKS, CAAP Workfare,
SWAP workers or other similar programs shall be paid a differential of five percent (5%) above their
base hourly rate. (See Article 1. Contracting Out, paragraph numbers 135 to 136).

Medi-Cal Screen/Process Premium

Employees in class 2903 Eligibility Worker who are assigned to screen and process Medi-Cal
applications at San Francisco General Hospital shall receive the rate of pay assigned to Class 2908
Hospital Eligibility Worker. Such assignment shall be certified by the appointing officer of the
Department of Public Health and Administrator of San Francisco General Hospital.

Premium Payv for 2940/2944 Court Liaisons

The 2940/2944 positions assigned to Court Liaisons Unit shall receive a premium of two and one
half percent (2.5%) of their base salary.

Premium Pay for Emergency Response Proiective Service Workers

The City agrees that because of the complexity of emergency response assignments in the Family &
Children’s Services Division of the Department of FHuman Services, Class 2940 Protective Services
Workers and Class 2944 Protective Services Worker Supervisors assigned to emergency response
positions shall be paid a premium of 5% above their base pay. :

Adult Protective Service Unit Premium

Adult Protective Service unit employees occupying 2910 Social Worker, 2912 Senior Social
Worker, 2914 Social Worker Supervisor positions shall receive a ten percent (10%) premium above
their base salary.

Airport Field Officer Training Premium

Airport employee(s) in the 9209 Community Police Service Aide, 9212 Airport Safety Officer, 9202
Airport Communications Dispatcher and 1706 Telephone Operator classifications who are assigned
by the Appointing Officer or designee to train employees in their respective classifications shall
receive a premium of two ($2.00) dollars per hour above their base wage, for each hour they are
assigned as a Field Training Officer.

Assignment shall be by sentority among qualified employees. The department shall determine the
qualifications of the assignment. The determination of qualifications shall not be arbitrary. The
assigned training and evaluations shall be performed in accordance with the standards established by
the department.

— JULY 1,2012 - JUNE 30,2014 CBA BETWEEN
CiTY AND COUNTY OF SAN FRANCISCO AND SEIU LOCAL 1021
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ARTICLE Il — PAY, HOURS AND BENEFILS

314.

315.

316.

317.

318.
319.

320.

321.

322.

323.

324.

Lead Person Premium :
Emponees shall be entitled to a five dollar ($5.00) per day premium when designated by their

supervisor as authorized in writing by the Appointing Officer or designee as a lead person when

required to perform a majority of the following duties: plan, design, sketch, layout, detail, estimate,
order materials or take the lead on any job when at least two employees are working together and
one acts as the lead person.

Underwater Diving Pay

Employees shall be paid ten dollars ($10.00) per hour more than the base hourly rate, exclusive of
any additional compensation for other assignments, when assigned and actually engaged in duties
and operations requiring underwater diving.

Security Guard

When a Security Guard (8202) is assigned to the museums and performs the duties of a Museum
Guard (8226), said employee shall receive the rate of pay of a Museum Guard (at a comparable step)
for the period of time so assigned and performing appropriate duties for an entire shift.

Qut Of Class Work
Acting Assignment Pay

An employee assigned in writing by the Department Head to perform a substantial portion of the
duties and responsibilities of a higher classification shall be entitled to out of class pay after the tenth

* (10th) work day (within a sixty (60) working-day period) of such an assignment, retroactive to the

first (1st) day of the assignment.

Employees who believe they have been assigned to do the work of a higher classification, whether in
writing or not, and do not receive such pay must file an out of class pay claim with the Department
Head within forty-five (45) working days of such alleged assignment. :

The Depaﬁment Head or designee shall review the claim and shall either approve and submit the

. claim for payment, or deny the claim. In cases of denial, the Department Head or designee shall

state the reason for denials. Denials may be based on either of the following:
1. The Department Head disagrees that the assignment is out of class or;

2. The Department Head considers the assignment improper, in which case the
assignment shall be terminated, but the employee's pay claim will be honored.

Denials based on (1) above are appealable through the grievance procedure of this Agreement.

Upon written approval by the Appointing Officer, an employee shall be authorized to receive an
increase of one salary step above the employee's base salary (except for employees who are at the
top step, who shall receive at least five (5) percent more than their base rate) but which does not
exceed the maximum step of the salary schedule of the class to which temporarily assigned. Such
pay shall be retroactive to the first day of such assignment. Premiums based on percent of salary
shall be paid at a rate which includes the out of class pay.

Employees shall not normally be required to perform the duties of a higher classification.

JuLy 1,2012 - JUNE 30,2014 CBA BETWEEN
CITY AND COUNTY OF SAN FRANCISCO anND SEIU LOCAL 1021
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Sent via U.5. Mail, Email & Fax (415) 252-3260 -

January 24, 2014

Jennifer Johnston, Executive Officer
Civil Service Commission

25 Van Ness Avenue, Suite 720

San Francisco, CA 94102

RE: HSA Fiexing lssue
Dear Ms. Johnston:

As per your request to provide you with information by today at 5 p.m. pertaining
to the flexing issue, please find attached information that could be useful to
review for yourself and the committee. | would also like to point out that this
issue is not only specific to 2903 Eligibility Workers and 2905 Senior Eligibility
Workers from HSA, but also 9702 Employment and Training Specialist 1 and 9703
Employment and Training Specialist 2, 2910 Social Worker and 2912 Senior Social
Worker from HSA as well as 8157 Child Support Officer | and 8158 Child Support
Officer L.

| have attached copies of the Civil Service Job Announcement, which clearly state
that these are “flex-up” positions given to the employee at the time of hire. |
have also attached copies of evaluations, where you can see that there is no
differentiation between the expected duties and performance of a 2903 and
2905; but they are not being compensated equally.

Here are the Civil Service Rules that have been Violated:

Sec. 111.16 Authorization for Flexible Staffing Program

The Human Resources Director is authorized to establish flexible staffing
programs to promote permanent Civil Service employees past the
probationary period to higher classes within an occupational series or to
another series by methods other than traditional selection procedures. In
establishing a flexible staffing program, the Human Resources Director .
shall consider, among other factors, length of permanent service,
performance appraisal ratings, availability of positions, budgetary
restrictions, and equal employment opportunity. The specific procedures
and qualifications established shall be listed in the flexible staffing
examination announcement for the class(es) involved.

113.9.6 Elexible Staffing Personnel Requisitions

A personnef 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 personnei
requisition.

Executive Board Budget & Finance Commiitee
Theresa Breakfield Kathryn Cavness Tina Diep  Richard Greenwood
Doug Marr  Julie Meyers  Peggy La Rossa Paul title Nadeen Roach

350 Rhade Island Street, Suite 100 Solith Bldg. = San Francisco, TA94(03 = 4]5-8483611 = 8774151021 = Fax 4154316241

@=FEEE1

Service Employees nternational Union Ctw, CLC = www.seiu 02 [.org



To: lennifer Johnston
RE: HSA Flexing Issue
Page 2

1/24/14

Please note that we will probably have more information to provide to you at the February 3" Civil
Service Hearing. :

Do Cufon /o

David Canham
SEIU 1021 Field Director

Attachments

DC/cm

cm:opeiu29afl-cio
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Department of Human Services
Department of Aging and Aduit Services

City and County of San Fr:an:'Tsco Human Services Agency

%\ Gavin Newsom, Mayor
Trent Rhorer, Executive Director

August 31, 2007

Dear Mr. £

We are pieased to advise you that you have passed the examination for Class 2903/ 2905 Eligibility
Worker/Senior Eligibility Worker — Flexible Staffing. Your scores are shown below,

The certification rule applied to this examination is Rule of Three Scores. Names of eligibles appear on
the eligible list in rank order, The duration of your eligibility is 24 months, beginning on the date that
the eligible list is adopted. :

Raw Score : 53
ELIGIBLE LIST SCORE : 904
Rank on the Eligible List : &

You may inspact your examination papers between 8:30 a.m. and 4:00 p.m. at the Human Services
Agency, Examination Unit, 1650 Mission Street 2™ floor, San Francisco on September 4 -- 6, 2007.

This examination Is standardized. The kev answers and test questions are nigt subject to inspection or
appeal procedures in accordance with Civil Service Rules. Therefore, inspection privileges shall not apply
to this examination: However, candidates may. inspect their written answer sheet, application, and any
additional materiais they may have submitted. S R '

Be prepared to present valid identification with your photograph at the time of inspection. You must
notify the Certification Unit, Department Human Resources of any change of address.

Human Services Agency
Myrna G. Briones
Senior Personnel Analyst R

HSA - Exam Unit
Phone. (415) 557-5688

2903/05 pass lr

P.C. Bux 7988, San Francizco, CA $4120-7988 = (415) 557-5000 = www.sfgov.org/dhs



CITY AND COUNTY OF SAN FRANCISCO
HUMAN SERVICES AGENCY |

RERFORMANCE APPRAISAL REPORT

I EMPLOYEE EDENTIFI"‘ATION INFQRMATION

1. NAME

' LAET HAME‘ FIRST : . mppi.g (MITIALS
7, JOB CLASS NUMBER AND TITLE Nl
CLASS: 2005 TITLE 8r. Eilglblllty Worksr
3, STATYS - ' | ) &
® Permanent (PCS) D Provisipnal (TPV) [ Permanent Exempt (PEX)

4. WORK LOCATION & DIVISION 1235 Migsion St 4" ﬂoor

5. DEPARTMENT & procrAM County Adult Assistance Program

5, REASON FOR REPORT A | | | o
Annual [7] Program Review Period [ Probationary [ Interim

5. PROBATION START AND END DATE (MonthDay/Yea) -

7, REVIEW PERIOD  (Ment/Bay/Yean)
From: NJA To: NIA

‘Frqm: 1210412 To: 12104113




Detafled information about the HSA Performance Appraleal process may be
" found In the H8A Personnel Procedures Handbook, Section 8-6

il. EXPLANATION OF SECTIONS

I. EMPLOYEE IDENTIFICATION INFORMATION — Basic information about the employee, hisfher
status, and the review period.

Il EXPLANATION OF SECTIONS — Basic information about what shouid be inciuded in each section
of the Performance Appraisal Report. -

il. PERFORMANCE RATING STANDARDS — Description of Performance Rating Standards and listing
of thelr numeric equivalence, , :

IV. JOB DESCRIPTION — A list of the duties and regponsibilities for this positicn. To be completed prior
fo the Job Standards Meeting. Refer to the published Posiilon Description as appropriate. ,

V. PERFORMANCE DESCRIPTION AREAS - Responsibliitiss and performance standards must
inélude measurable results. Each responsibliity should consider the following e:ements: quantity,
quality, time, cost, and saféty: . ‘

1

Quintity Of Work Performed -

¢ Demonsiration of HSA values ¢

¢ Overall Performance of Job Description ¢ Adaptability To The Work Situation

¢ Results of Performanceé Objectives ¢ Effactiveness OF Working With Others

¢ Knowledge Of Job : ¢ Use Of Muterials And Equipment

¢ Employee's Strengths ¢ Safety

¢ Achlevements ‘ + Performance Pians

¢ Aftendance And Punciuality ¢ Customer Service

in addition to the areas above, the following areas may be addressed for supervisors/managers:
¢ Communication - ¢ Planning ¢ Decislon Making

¢ Directing and Motivating Staff ¢ Training and Developing Staif :
Suparvisors are required to provide an explanation.of al ratings.

Vi, OVERALL PERFORMANCE RATING — Reporting Supervisor's/Manager’s rating of the employee's
overall performance during the appraisal review period. . I
Explanation of Overa’t Performance Rating - A narrative explanation ¢f the rating of overall

~ performance during the appraésal report review period 13 revuired. : '

Vi, PROFESSIONAL DEVELOPMENT= This section ls d indicate spedific activitieg
aesignmédits, training, and education that tha employae shouid participate in during the &

- perlod. Tha sctivities can help the employee prepara for futire aivancement or fo improve

performance In areas where hefshe neads improvement. ‘

A\ﬂll. JOE STANDARDS MEETING — The supervisor, the employes, and the reviewsr Initlel to verify that _

the Job Standards Meeting has taken place on the date indicated according to the requirements
specified in Section 9-5 of the HSA Personnel Procedures Handbook, The reviewer need not
.« paricipate in the Job Standards meeting with the employee. _
0. MID-POINT REVIEW — The supervisor, the employee, and the reviewer insitial to verify that the Mid-
Point Review has taken place on the date indicated acoording todhe requirements spacified in
 Saction 85 of the HSA Personnel Procedures tHandbook, The reviewer need not participate in the

Mid-Point Review with the employee.

X. REPORTING SUPERVISOR/MANAGER — This Is the persen who directly supervises the employee's

performance. | _ .
¥Xi. REVIEWER CERTIFICATION ~— The Reviewer is generally the Individual who supervises the

reporting supervisor/tanager. The Reviewer is to complete the Certification prior to the -

Performance Appraisal meeting with the smployee. '

Xil. EMPLOYEE STATEMENT - Employee’s opportunity to respond to the PA Report using & checklist,
signature and dale. Signing the report only certifies that the employee has read k. It does not
indicate, unléss marked, that the employee agrees with the report.

Performance Appreisal Report Page 2 of 16
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I1l. PERFORMANCE RATING STANDARDS

PERFORMANCE RATING STANDARDS and NUMERIC VALUES
Use the following to identify empioyee's level of performance.

PERFORMANCE RATING : NH‘MERIG VALUE
OUTSTANDING -  NUMERIC VALUE =5
The Employes:

s Demonstrates particularly excellent performance that is of such high quality that
organizational goals have been achieved that would not have been otherwise.

» Demonsirates mastery of technigal skills and a thorough understanding of the mission
of the organization and has a fiihdamental impact on the completion of program
Qb}ﬁﬁtl\fﬁ& il e — ..M,.=. — ' :

« Demonstrates an ability to get th
difficult and unpredicted probleds. . oo o - _.

» Exerts 2 major positive influeiicé on management pracices, operating prodidures -
and/or program impiementation, which contributes substantially to organizational
growth and recognition. : -

s Plans for the unexpected and uses alternate ways of reaching goals. Difficult
assighmeits are handled intefligently and sffectively. -

o Has produced an exceptional quantity of work, often ahead of established schadules
and with liftle supervislon. _ ’

o The employee's oral and written communications are exceptionally clear and effective.
Heishe improves cooperation among partitipants in the workplace and prevents
misunderstancings. Complicated or sontroversial subjects are presented or explained
effectively to & varlsty of audiences s¢ that desired cutcomes are’ achieved.

job done el n mre than one way while handing

.

EXCEEDS STANDARDS | - NUMERIC VALUE — 4

The Emp‘tayée . - o ,
'« Demonstrates unusually good performance thet exceeds expectations in critical areas

and exhibits a sustained support of organizational goals. | -
» Shows a compreheneive understanding of the objectives of the job and the procedures

formesting them. :
» Plans effectively, improving the quality of management practices, operating. procedures,

- {ask assignments and/or program actlvities, ’ =.
» Develops and/or implements workable and cost-sffective approaches to meeting

organizational goals. | _
» Writes and speaks clearly on difficult subjects to a wide range of audiences and WOrks

affectively with others to accomplish organizational objectives,

Performance Appraisal Réport . Page3of16
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COMPETENT AND EFFECTIVE : NUMERIC VALUE = 3

The Employee

Cemonstrates good, sound performance that meets organizational goals
Generally completes all criticat activities in a timely manner and supervusor is kept informed

of work issues, alterations and status,

Effectively applies technical skills and organizational knowledge to get the job done.
Successfully carries out reguiar duties while also handling any difficult speciai agsignments.
Plans and performs work according to organizational priorities anc schedutes '

Communicates clearly and effectively

DEVELOPMENT NEEDED  NUMERIC VALUE = 2

The Employee s performance shows serious deficiencies that requires correction.

' The employee’s work frequently neads revision or adjustments to rneet & mimmaliy

successful level, . 3i

All assignmenits are comp eted, but often require assistance from supervisor andfer peers,
: Grgamzaﬁonai goals and abjecﬁves are met only as a result of close supervision,

On one or more cocasions, important work requi;as unusually close supetvision fo mest

organizational goals of néeds so much revision that deadlines were missed-of imperiled.

The Employee demonstratés:
¢ A lack of awareness of policy lmplications or assignments,

&
@

Inappropriate or incomplete use of programs or services;
Circumvention of established procedures, lesultlng in unnecessary expenditure of time ot |
money, _

Reluctance to accept responsubility.

Disorganization in carrying out assignmerts;

Incomplete understanding of one or more important areas of the field of work;
Unreliable methods for completing assignments;

Lack of clarity in writing and speaking; :

Fallure to promote team spirit.

" UNACCEPTABLE uumemc VALU_E - 1

The Employee's parformance is unacceptable.
e The quality and quantity of the employee's work are not adaquate for the pesiﬁors,

Work producte do not meet the minimum requiraments aypected.

The Ernplayee demonstrates:

B # % % & ° 8

Litile or ne confribution tb organizational goals;

Failure to meet work objectives; =

Inattention to csrganizatianal priorities and adminiatrative requ!rements

Poor work habite resulting in missed work deadlines and/or mmpieie work products;

Sirained work relafionships;
Fallureto respond to client nesds;
Lack of response to Supervisor's corrective effors.

Performance Appralsal Report Page 4 of 16
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. 1V. JOB GESCRIPTION

Under CAAP Garrymg supervision, performs a variety of technical duties in the Teview and
determination of continuing ehg|brllty of CAAP clients. '

|
| Daily Observance of HBA
Knowledge of C P Carrying eligibliity

e, & & © ® @ © B ® © © @ B

onsibilitlas

Soclal Security card requlrement
YA Verifi ca%a@ra T
Referral 14 other programs.

Verifi cauoaw of employment, UIB and DIB.

Student status verification. - '

lssuanice of temporary ID's.

Working referrals.

Refer clients to Socaal Securlty agem:les (T HC stc. ).
Medical referrals.

ID and Verification and issuance, o

‘Residency verification.

Discontinuanée of ineligible clients.

Refer approptiate clients to S8I unit.
Explain Remedy and Fair Hearing to clients.
Resolve "Lost Warrant” or EBT issues.

Job searches,

Stabilization clients.

. Referral of Medical clients to Tnage!SSl case management.
CAAP Caseload Management: ‘

Filling of paperwork.
Referral to other agencies.
Verification of resources and other sources of § income.

Writing case comments in CalWIN.
Enter information in CalWiIN.
Maintain case records.

File case alphabetically.

Contfidentiat

Performance Appraleal Report
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Determining ongoing CAAP Eligibility

Determining grant of client.
Compute and collect overpayimenis.

Provide clearance for possible other public assistance and other important

information needed.

{ssues timely notices.

Determine proper grant for CBP clients.

Adhere to customer Service

Perform quantity of work as asslgned:
Responsible for speclailzed cassloads such as:
¢ Halfway House
s Incofne Disregard Program.

e Language cases, such as: RusSian Spanish and Fihpmo

2 Stabﬁlszaﬁon

J Pre@nant clients.
Eoliow HSA Vision, Mission and Core vaiues and adhera to Personnel

Procedures.

Dasnrvianca danralesl Ranor
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;_gob Class: 2905 Job Title: CAAP Carrying Eligibilicy Worker

Employee Name: Lasi ~ First: £FF M"I:_
R’atingﬁeriod: (Month/Day/Year} From: 12/04112 To:. 12/04/13 |

V. PERFORMANCE DESCRIPTION AREAS
s an rds - Rating

standards. . o
it may be helpful to reference the Major Responsiblilities outlined in the Job

Description Secion V. ‘
Select a rating level number and pmvidegg@%.explanation of each performance

rating In the “comments” box. .

1 - Unacceptable '
2 ~ Development Needed
3 - Competent and Effective
4 - Exceedls Standards

. B =Outstanding

S PRy Uy U B

i ..:ésﬂﬁﬁg i

c. V - A, Departmental Reauirements |
1. Responsibility: Disaster Service Worker Preparedness
Take all necessary steps to prepare yourself for an emergency.

In your capacity as Disaster Service Worker: . _
e Provide updated personal contact information to your depariment so that you can be

contacted in the event of an emergency, _
s Report in and respond promptly to instructions by the City and/or your department In

. the event of an emergency, ,
o Complete the Depariment of Human Resources: Disaster Service Worker and

personal Preparedness Training by the date as determined by the agency,
e Carry out disaster-related work assignments as required.

Yes [ | No
Comments:

Mrs. SBcompleted the Disaster Service Worker Preparecdness traihlng as
required by HAS, and has aleo provided updated personal contact information.

2, Regponsibility: Commitment to Health & Safety ‘
Comply with departmental safety and security guidelines and policies.-

L]

+ Report all occupational injuries, ilinesses and near misses to your Supervisor.
2

]

Correct or report unsafe working conditiens.

Ask for assistance or guidance -when yout do not fully understand the safe way to do
your job.

»  Work safely and promote and facilitate a safe work environment,

Parformance Appraisal Report Page 7 of 18
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« Not undertake any task, use any tool, or operate equipment unless authorized to do

. 80.
« Aftend scheduled Si88REand Safety training and medlcﬁirvelllanoe examinations

as required. _
Use and mialntain personal protective equipment raqulrad for saxfe job performance.

I J Yes | No

Comments:

Kirs. ﬂhas attended ail scheduled Heaith and Safety training ae requlred by
this Agency. Up to now she has complied with departmental safety and

sesurrty guideiines and policies.

. gsgansibllig Uphoids Agency Viglon, Mission, and Core Values

VISION: San Francisco Is a diverse comimunity whose chlldren youth fami!ies aduits and
senlors are safe, self-sufficient and thriving. - B

MISSION: The Human Services Agency promotes wellvbeinl and seif-sufﬁciency among
individuals, femilies, and cemrnunitias In an Fransisco. o

VALUES

v«  Respect s Customer Service

= Diversity « Communication

w  ntegrity = Continuous Improvement
«  Partnership

For a complete descrlptson of the Core Values please visit the HAS Intranet under Vigion,
iission & Core V. : ,

X Yes [_1No

COﬂmemw

Mrs. @ieadheres to the Agemy s Vislon Mission, and Core Va!ues as outlined
in the Personnel Procedures, . _

B . Parinrmanca Aopralsal Repor _ Page 8 of i€




4. Responsibility: Attendance Standards

The Agency has established the following uniform attendance standards to measure
employee performance inthis area and its corresponding performance evaluation rating In a
tweive month period. The Standard in-Hours below refers to hours of absence, Absence
shali include Sick Leave (sick ieave not covered undar the FMLA, Workers Compensation,
or ADA approved leaves), AWOL, and other unexcused absences from work. Refer io
Section 9-8, VI. - A/ the 'Pérsmﬂél’%ﬁcy"la'nd"Prb’c'e:‘dure'sM'anuai"for‘spaciﬁc“datalls'an .
Attendance. o ‘ -

tandards In Hours |- |Parfg ; manecs Rating
0 up to and including 32
- hours

-| 8 - Quistariding

Qver 32 and hduci'g 54 hours | - | 4 - Exceeds Standarde

7 lteness andiorabsence) .
Rating: (01 02 X3 04 (086
'Rating Comments:

During the period covered in this evaluation from 12/04/12 to 12/04/13, Mre,
4-took 88.5 hours of sick leave, According to HSA Personnel! Procedures
Handbook, over 64 and Including 104 hours of sick leave is considered
“Competent and Eﬂactivs". ' ' '

{incudng 104 —

Over 4and hours | - 3 ~ Competent and Effective T

Gver 108 andindiding 128 | |2 = Devalopment Néedad {Hohraie ofie earda
‘Over 120 hours |- | 1~ Unacceptable @W&ﬂﬂp@must&nipaﬁamﬁ '

PanBdaniin) Performance Appraizal Report ) ~ Page9ofié




¢ Timely processing of on going CAAP eligibility anc2 PAES.

¢ Maintain Overdue RV's and PEC's within section standard.

s Complete renewals and updaie PEC's.

o Timely discontinuance of eligible clients. |

o Efsure proper benefits issued including, CBP & Stabilization.
¢ Represent County Fair Hearing. " | E

Rating: J1 [J2 03 ®4 05
Rating Comments: !

| Mrs. B timely processed on going GWIPAWSSIPISTABILIZATION |
eligibllity. She completed her RVs on time and accurately following allof |

as required. Ineligible clients were promptiy discontinued with proper NOA.

EBT, EFT, Direct Deposit or Two Party checks. She did mot loose a Fair

CAAP’s rules and regulations. Mrs. Ho updated PEC’s and Ald types codes |
She made sure that her clients’ bensfits weré3ssued prornptly and on fime via | .

Hearing during this report period.

3 3 rforSta ard: Customer Service

onsibility

¢ -Adhere to CAAP phone policy. . -
e Follow HSA Vision, Misslon , Values.
o Adaptto changing work situations.
e Minimize cusiomer complaints and maximize cermpliments.
¢ Aftend fo clients needs. L

Rating: (J1 (02 X3 04 06
Rating Comments: ‘ ‘

Mrs. @@ adhered to the CAAP phone policy when answering the phone and
returning audix messages. She also follows the HSA’s Vision, Mission and
Values. She adapts well to changes and new issues in work situations. She
attends to the needs of her sensitive SSIP clients In a courteous and

_meessionai mannet.

Confidenilal - Performanes Apprelesl Report Page 2 of 16
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andard: Quantity of

4. '4. Responsibility and Performance Sf
' oddMoti_vaﬁon
« Perform special assignments. (Home visits, Lead worker Etc.)

s Participate in training for professional and/or personal development.
Improve performance of unit (monitoring, role model, etc..) .
Attend & participate in unit meetings and trainings. '

i

Rating: (11 02 003 X4 0§
Raiing Comme

- RIPNEIRR | | | ., e pm pmsmaid e e A} A P ——

nis: _ - R .

the Stablilization caseload. She participated in the differunt ACA, ADA,

by the Department. She is aiways willing to help her co-workers, Mrs. 5

pecialized worker in the SSIP Program. sﬁa Is aié.‘_ﬁ"ih nharge of
CAIHEERS. CWEA, IPP, EFT anid 80 Days housing verification training offered

el

)

rihd i

aftends and participates in Unit Moetings.

Performance Appralsal Report Page 13 of 18
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Vi. Overall Performance Rating _

1-Unacceptable 2 ~ Development 3~ Compefaﬁ_t 4 - Exceads 5- Qutstanding
Neoded and Effective Standerds
O [ 0 : & J

Explanation of Overall Peiformance Rating: Mrs. 48 continucusly appiles her
knowledge of the CAAP Program with great defail and she gtrives to provide

| goed customer service. :

Vil. Professional Development

This section is provided to indicate specific acthities, such as; assighmants, training and ed&cat!on, that
the employee should participats in during the next rating period. The activities can help the employse
prepare for future advancement or fo improve performance in areas where he/she needs imorovemsnt.

Comments: : | o 7

‘Mrs. j should continue to attend the ‘different Galnirige that the Progl “‘ﬁ'*aﬁﬁéﬁs

ok,

and seel professional sdvancement. 3
Confidentiel , » : Pérformance Appralsal Repor Page 14 of 15
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Vill. Job Standards Meeting | 7
initials indicate that the Job Standards Meeting has taken place on the date indicated.

Date: 12/05/13 Initials: Sup: =Y Emp: Reviewer: V"/

X, Mid-Pgint Review
Initias indicate that the Mid-Point Review has taken place on the date indiﬂteé.

Date: 061113 - intiats: Sup:S4__ Emp: b Reviewer:
X. Reporting Supervisor/Manager ,
Mame, Work Address - Class No. and Tiile ) Dats Report given to Enployes
SubersorManager's Nz 2907 Eligibliity Worker '
{FirstNa tam Supsrvieor 42105113
o : (Month/Day/Y eat)
 Sandra Urbina ;
s PR S, 1 |

Work Addrass: T : 't/ —_— e
1236 Misslon St. 4% 4 s — e

35 Wilasion . 4 g” | Bupervisor sgersSigneturs ;. Date’
X!. Reviewer Certification
Name, Work Address Ciase No. and Title ) Date of Conference With Employse
Name: (First Name , Laat Name) 0923 Carrying . 41210513
. Manad Month/Day/Y
Yiadlmlr Rudakov | anager ) (Monin/Day. ear) L
Work Addrons: Date of Roview _ /

(MonthiDay/Year) A ’ 12008013
] ' . Rav} _ M ‘ - Dats

» 1 . _ N
Xil. Employee Statement {See Handbook for Statement of Employee Rights

Employes gmm;m ‘ - i C ‘ - \
£<] | Agree with this Report ~ |

[ I'request a Conference with the Reviewer

[[] Rebuttal Attached" . ‘ : o
[]1Do Net Agree with this Report: :

Section: ___Number: — ~
gnaturs i

“NOTE: Employee Rebuttal must be submitted {o )

Personnel within 30 calendar days from the *Date Certifios | Have Road the Raport.

Report given to Employee” on the Performance

Appraisal form.

Confidentiaf | Performance Appraisal Report Page 15 of 16
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CITY AND COUNTY OF SAN FRANCISCO
HUMAN SERVICES AGENCY

PERFORMANCE APPRAISAL REPORT

EMPLOYEE IDENTiF!CATION INFORMATION

5. MAME
LAST NAME: i Flns*s , MIDDLE INFTIAL:
. JOB CLASS NUMBER AND TITLE
CLASS: 2905 TiLe: St. Eligibility Worker
3,STATUS , )
- ] Permanent (PCS) - [ Provisionai (TPV) [ Permanent Exempt (PEX)

| 4. WORK LOCATION & DIVISION 1235 Misslon St 4™ floor

§. DEPARTMENT & PROGRaM County Aduit Assistance Program

8. REASOM FOR REPORT

Annual [ Program Review Period (71 Probationary [T interim
7. REVIEW PERIOD  (Month/Day/Year) ' 3. PROBATION START AND END DATE  (Month/Day/Year)

From: 0515/12 To: 08/15/13 From; NfA To: NIA




Detalled information about the HSA Performance Appraisal process may be
feund in the HSA Personnel Procedures Handbook, Section 9-5

il. EXPLANATION OF SECTIONS . .. .

. EMPLOYEE IDENTIFICATION INFORMATION — Basic information about the employee, histher
status, and the review period. ,

il. EXPLANATION OF SECTIONS — Basic Information about what should be included in each section
of the Performance Appraisal Report.

ili. PERFORMANCE RATING STANDARDS — Description of Performance Rating Standards and listing
of their numeric equivalence, :

iv. JOB DESCRIPTION — A iist of the duties and responsibilities for this position. To be completed prier
to the Job Standards Mesting. Refer to the published Position Description as appropriate.

V. - PERFORMANCE DESCRIPTION AREAS - Responsibilitiss and performance standards must
include measurable results. Each responsibllity should consider the following elements: quantity,

~ quallty, time, cost, and safety.
¢ Demonstration of HSA values
Overall Performance of Job Description

| Quantity Of Work Performed
Adaptability To The Work Situation

¢
¢ ¢
¢ Resulis of Performance Objectives ¢ Effectiveness Of Working With Others
¢ Knowledge Of Job ¢ Use Of Materials And Equipment
¢ Employee's Strengths ¢ Safefy :
‘¢ Achievemenits ¢ Performance Plans
¢ Afttendance And Punctuality ¢ .Customer Service
In addition to the areas above, the following areas may be addressed for supetvisors/managers:
¢ Communication ¢ Planning ¢ Decision Making

¢ Directing and Motivating Staff ¢ Training and Developing Staff
Supervisors are required to provide an expianation of all ratings.

Vi. OVERALL PERFORMANCE RATING — Reporting Supervisors/Manager's rating of the -employee's
overall performance during the appraisal review period, ' '
Explanation of Overall Performance Rating — A narrative explanation of the rating of overall
performance during the appraisal report review period I$ reguired. ' Co T
Vii. PROFESSIONAL DEVELOPMENT— This section is designesiaddicate specific actiilmgs
assignments, training, and education that the employae si iriicipate in during HREWER
period. The activities can help the employee prepare for future advancemént or to improve
performance in areas where hefshe neads Improvement. ' 7- 5
Vill. JOB STANDARDS MEETING — The supervisor, the employee, and the reviewer initial to verify that
the Job Standards Meeting has taken place on the date indicated according fo the requirements
_ specified in Section 9-5 of the HSA Personnel Procedures Handbook. The reviewer nsed not
participate in the Job Standards meeting with the employes. , |
IX. MID-POINT REVIEW — The supetvisor, the employee, and the reviewer initial to verify that the Mid-
Point Review hat taken place on the date indicated according to the requirements specified in
Section 9-5 of the HSA Personnel Procedures Handbook. The reviewer need not participate in the
Mid-Point Review with the employee. '
¥X. REPORTING SUPERVISOR/MANAGER — This Is the person who directly supervises the employee's
performance.
Xi. REVIEWER CERTIFICATION — The Reviewer is generally the individual who supervises the .
reporting supervisor/manager. The Reviewer is to complete the Certification prior to the
Performance Appraisal meeting with the employee,

X1, EMPLOYEE STATEMENT ~ Employee’s opportunity to respond to the PA Report using a checklist,
signature and date. Signing the report only certifies that the employee has read it. it does not

indicate, unless marked, that the employee agrees with the report. :

Confidendial Performence Appraisal Repori Page 2 of 18
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ill. PERFORMANCE RATING STANDARDS

PERFORMANCE RATING STANDARDS and NUMERIC YALUES
Use the foilowing to identify employee’s level of performance

PERFORMANCE RATING ‘ NUMERIC VALUE

CUTSTANDING NUMERIC VALUE - 5

The Employee:
» Demonstrates particularly excellent performance that is of such high quality that

organizational goals have been achieved that would not have baen otherwise.
» Demonstrates mastery of technical skills and a thorough understandmg of the mission
of the organization and has a fundamental impact on the compietion of program

objectives.
» Demonstrates an ability to get the job done well in more than one way while handling

difficult and unpredicted problems.

» Exerts a maljor positive influence on management prac‘ttces operating procedures
and/or program implementation, which contributes substantlalty to organizational
growth and recognition.

» Plans for the unexpected and uses alternate ways of reachlng goals. Difficult
assignments are handled intelligently and effectively. :

s Has produced an exceptlonai quantity of work, often ahead of establlshed schedules
and with little supervision,

s The employee’s oral and written communications are exceptionally clear and effective.
. He/she improves cooperation among participants in the workplace and prevents
misunderstandings. Complicated or controversial subjects are presented or expiained
effectwely to a variety of audiences so thiat desirad outcomes are achieved.

EXCEEDS STANDARDS NUMERIC VALUE ~ 4

The Employee
o Demonstrates unusually good performance that exceeds expectations In critical areas
and exhibits 2 sustained support of crganizational gosls.
o Shows a comprehensive understanding of the objectives of the job and the procedures

for meeting them.

» Plans effectively, improving the quality of management practlces operatmg procedures,
task assignments and/or program activities. _

» Develops and/or implements workable and cost-effective approaches to meet:ng

organizational goals.
_» Writes and speaks clearly on difficult subjects to a wide range of audiences and works

effectively with others to accomplish organizational objectives.

Confidential - Parformance Appraisal Report Page 3 of 18
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COMPETENT AND EFFECTIVE NUMERIC VALUE - 3

The Employee

@
[

Demenstrates good, sound performance that meets organizational goals.

Generally completes all critical activites in a timely manner and supervisor is kept informed
of work issues, alterations and status. _

Effectively applies technical skills and organizational knowledge fo get the job done.
Successfully carries out regular duties while also handling any difficult special assignments.
Plane and performs work according fo organizational priorities and schedules.
Commiunicates clearly and effectively. _

DEVELOPMENT NEEDED NUMERIC VALUE ~ 2

The Employee's performance shows serious d’eﬂcienéies that requires correction.

The employee's work frequently needs revision or adjustments to meet a minimally
successfui level, , _

All assighments are completed, but often require assistance from supervisor andfor peers.
Organizational goals and objectives are met only as a result of close supervision,

On one or more occasions, important work requires unusually close supervision to meet
organizational goals or needs so much revision that deadlines were missed or imperiled.

The Employee démonstrates:

& B

A lack of awareness of policy implications or agsignments;

inappropriate or incomplete use of programs or services;

Circumvention of established procedures, resulting in unnecessary expenditure of time or
money; . :

Reluctance to accept responsibility;

Disorganizaticn in carrying out assignments;

incomplete understanding of one or more important areas of the field of work;

Urnreliable methods for completing assignments;

Lack of clarity in writing and speaking;

Faiiure to promote team spirit. '

UNACCEPTABLE NUMERIG VALUE = 1

The Employee’s performance is unaccaptable.

The quality and quantity of the employee’s work are hot adequate for the position.
Work products do not meet the minimum requirements expected. '

The Employee demonstrates:

e

& & O & & 8

Little or no contribution to organizational goals;

Failure to meet work objectives,

Inattention to organizational priorities and administrative requirements,

Poor work habits resulting in missed work deadlines and/or incomplete work products;
Strained work refationships, '

Faiiure to respond to client needs;

t ack of response to Supervisor's corrective efforts.

Confidentiaf " Perfarmance Appraisal Report Paged of 16
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IV, JOB DESCRIPTION

Eligibility Worker

Position Summary 7

{Under CAAP Carrying supervision, performs a variety of technical duties in the review and
determination of contmumg eligibility of CAAP clients.

Magor ;Rasgonsibulitles ‘ , ' '

.| Dally Observance of HSA
Knowiedge of CAAP Carrying eligibility
» Social Security card requirement.
VA Verification. .
_ Referral to other programs.
Verification of employment, UiB and DIB.
Student status verification.
issuance of temporary ID's.
Working referrals.
Refer clients to Social Secunty agencies.,(THC, etc.).
Medical referrals. '
ID and Verification and issuance. .
Residency verification. ‘
Discontinuance of ineligible clients.
. Refer appropriate clients to SS! unit.
Explain Remedy and Fair Hearing to clients.
Resolve “Lost Warrant” or EBT issues.
Job searches.

Stabilization clients.
Referral of Medical clients to Triage/SS| case management.

CAAP Cassload Management:

Filling of paperwork. '

Referral to other agencies.

Verification of resources and other sources of income.

Wiriting case comments in CalWIN.
Enter information in CalWIN.
Maintain case records.

File case alphabetically.

® & ® ®. .6 ® ® & 3 © @ O ® © © ©® @

@ & O 9 @ & @
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Determining ongoing CAAP Eligibliity
¢ Determining grant of client.
e Compute and cellect overpayments.
s Provide clearance for possible other public assistance and other important

information needed.

e Issues timely notices.

- e Determine proper grant for CBP clients.

Adhere to Customer Service

Perform quantity of work as assigned:

Responsible for specialized caseloads such as:

Halfway House )

Income Disregard Program. ‘

Language cases, such as: Russian, Spanish and Filipinc,
Stabilization

Pregnant clients.
Follow HSA Vision, Mission and Core values and adhere to Personnel

Procedures.

Confidential Performance Appratsal Report Page 6 of 16
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Job Class: 2806 Job Tltle CAAP Carrying Eligibility Worker

M

Employee Name: Last: () First: & 1

Rating Period: (Montthaleear) From: 0516/12 To: 0515613

V. PERFORMANCE DESCRIPTION AREAS

Respongibiiities and Performance Standards - Rating and Comments E

i the followmg sections describe the ij responsibilities and peR
standards.
it may be helpful to reference the Major Responslblhtias outlined in the Job

Description Secion iV,
Select a rating leve! nuinber and provide an explanation of sach performance

rating in the “comments” box.

1 = Unacceptable

2 - Development Needed

3 - Competent and Effective
4 - Exceeds Standards

§ — Qutstanding .

Sec. V- A, Degﬁrtmental Reguire?merits

1. Responsibility: Disaster Service Worker Praparedness

Take all necessary steps to prepare yourself for an emergency.

In your capacity as a Disaster Service Worker:

¢ Provide updated personal contact information to your department so that you can be
contacted in the event of an emergency.

» Report in and respond promptly to instructions by the City and/or your department in
the svent of an emergency,

e Complete the Depariment of Human Resources Disaster Serviclh
Personal Preparedness Training by the date as determined by the agen
Carry out disaster-related work assignments as required. '

. Yes D No

Comments:

oroand

Bcompleted the Disaster Service Worker Preparedness training as

requd -':" AS and has also provided updated personal contact information.

2 Responsibility: Commitment to Health & Safety
Comply with departmental safety and secunty guqdellnes and policies.

]
e Report all occupational injuries, ilnesses and near misses to your Supervisor.
e Correct or report unsafe working conditions.

» Ask for assistance or guidance when yecu do not fully understand the safe way fo do

your job.
s  Work safely and promote and facilitate a safe work environment.

Confidantial Performance Appraisal Repo Page 7 of 16
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e Not undertake any task, use any tool, or operate equipment uniess authorized to do

£0.
o Attend scheduledsdetiih

as required. —

Use and maintain personail protective equ:pment required for safe job performance

' EYes O Neo
Comments:

8 rvelllance examinations

Mrs.ilE B has attended all scheduled Health and Safefy frainings as
requlred by this Agency. Up to now she has complied with departmental -
gafetly and security.

3. espgngibi!ig Upholds Agency Vision, Mission, and Core Values
ylglg San Francisco is a diverse community whose children, youth, families, adults, and
seniors are safe, self-sufficient and thriving.

MISSION: The Human Services Agency promotes weli-being and self-sufficiency among
individuals, families, and communities in San Francisco.

VALUES

¢«  Respect s Customer Service

s Diversity s Communication

= Integrity = Continuous Improvement
»  Partnership

~ For a complete description of the Core Values, please wsut the HAS Intranet under Vision,
Mission & Zore Values.
[<IYes [INo

Comments:

Mrs. I adheres o the Agenay’s Vision, Missmn, and que Values as
autiined in the Personnel Procedures. _
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4. Responsibility: Attendance Standards A
The Agency hag established the following uniform atterdance standards to measure
employee performance in this area and its corresponding ppriomance evaluation rating in a
twalve month period. The Standard inHours below refern to hours of absence. Absence
shall include Sick Leave (sick leave not covered under the FMLA, Workers Compensation,
or ADA approved leaves), AWOL, and other unexcused absences from work. Refer to
Section 9-8, VI. - A, in the Personnel Policy and Procedures Manual for spacific details on

‘Attendancs.

Standards ln Hougs |- |Berfo

I . ;
0 up toand inc udingoii -| &~ Outstanding

Over 32 and incuding 84 hours |- | 4 - Exceeds Standarc's

Over B¢and nclx g&: - | 3 = Competent and Effective

"Over 104 andncdng 128 | | 2 - Development Needed (Highrate of lateness andir

hours |7 | absence) _ ‘
28 hours | .| 1~ Unacceptable (Excessive and parsistent paitem of -
Over 128 hours lateness and/or absence) -

Rating: [11 (12 13 K4 06
'Rating Comments: ‘

During the period covered in this evajuation from 06/15/12 to 05/15M3, Mre.
&sFmw 100k 47.5 hours of sick leave. According to HAS Personnel
Procedures Handbook, over 32 and Including 64 hours of sick leave is
considered “Exceods Standards”.
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=

e

gement -

‘e Desk and Time management.

s Narrate case records in CalWIN.

e Schedule appointments.

¢ Organize personal worksbace.

¢ Complete timely and accurate filling.
‘s CalWin entries.

Rating: []1 12 I3 K4 6
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~ Rating Comments:

B work performance continues to be commendable and she
demonstrates excellent desk and time management skills. She utilizes the
CALWIN on-line narrative for her cases, which are well and gl Eaarrated.
_She schedules her appointments in correct fashion, and her personal
workspace s organized.andneat. . . . . . e

2. 2. Responsibllity ang Performance Sta

ndard: Determining on-going
Eligibility o |

» Timely processing of on going CAAP eligibility and PAES.

o Maintain Overdue RV's and PEC's within section standard.
» Coimplete renewals and updaie PEC's.

e Timely discontinuance of»eligible clients.

o Ensure proper benefits issued including, CBP & Stabilization.
s Represent County Fair Hearing. '

Confidentiat Performance Appraisal Report Page 11 of 16
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Rating: [11 [J2 03 K4 O
Rating Comments: o

Mrs.&EREimely processes on going CAAP/PAES eligibility. She
completed her RVs on time and accurately by following all CAAP’'s rules and
regulations. She updates PECs and Aid types as required. Ineligible clients
| were promptly discontinued with proper NOAs. She made sure that | her
client's benefits were issued properly and on time via EFT, EBT, Direct
Deposit, or Two Party Checks. She didn't loose a Fair Hearing during this

report period.

3. 3. Respensibility and Performance Standard: Customer Service

¢ Adhere to CAAP phone policy.

« Follow HSA Vision, Mission , Values.

s Adapt to changing work s_ituatiohs.

¢ Minimize customer complaints and maximize compliments.
e Altend to clients needs.

Rating: O 2 O3 R4 8
Rating Comments:

wrs SBEFroliows the CAAP phone policy when answering the phone and

returning audix messages. She aleo follows HAS’ Vision, Mission, and
| values as outlined in the Personnel Procedures, She adapts well to changes

and new lssues in work situations. She attends to the needs of her sensltive

$SIP and Spanish clients in a courteous and professional manner.

‘ work!Motiv_aiion

Performance Standard: Quantity of

o Perform special assignments. (Home visits, Lead worker Efc.)

e Participate in training for professional and/or personal development,
¢ Improve performance of unit (monitoring, role modei, efc.)

o Aftend & participate in unii' meetings and frainings.




Rating: (01 02 O3 X4 05
Rat_lng_ Comments:

Mrs. SEmms is a specialized worker in the SSIP Program. She also takes care
of the bilingual Spanish case load for the different programs under CAAP
{(PAES, SSIP, and GA). She pariicipated in the different CWEA, iIPP, EFT
trainings offered by the Department. She is always willing to help her co-

| workers. Mrs. 4l attonded and participated in Unit Meetings.

£
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vi. Overall Performance Rating

1-Unacoeptable 2 = Development 3 - Compatent 4 - Exceeds 5 « Qutstanding
7 Needad and Effactive Standards :
[ o O 2 =

Explanation of Overall Performance Réﬁhg: Mrs. 38l continuosly applies her

knowledge of the CAAP Program with great detall, and with excellent customer
sarvice. .

VH. Professional Development

This section Is provided to indicate specific activities, such as; assignments, training and education, that
the employse should participate in during the next rating period. The ectivities can heip the employse

prepere for future advancement or to improve performance in areas where he/she needs imptovement.

Comments:

Mrs. 4B should continue to attend the differeht Trainings that the Program
offers, and also seek opportunities for professional advancement.
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Viil. Job Standards Meeting )
Initials indicate that the Job Standards Meeting has taken z ce on the date indicated.

Date: 05110113, Initials: Sup: 24! Emp S Reviewer: W
\/

IX. Mid-Point Review

Initials indicate that the Mid-Point Review has taken piaee ?n the date indicated.

Date: 11/20/12 Initials: Sup: W Emp: Reviewer.

X. Reporting Supervisor/Manager

Name, Work Address Class No. and Title Date Report glven to Employse
2807 Eligibility 05/40/13

(Firat Name LastName) Worker Supervisor (Month/Day/Year)
Sandra Urbina '
Work Adoress: ‘
e il 05/1013
4235 Mission St-4"" . :
fir. Dite
X!. Reviewer Certification
Nama, Work Address Class Mo, and Title . Date of Confsrence WIth- Employee
Name: (First Mamoe , Last Nama) 0923 Carryilng 05,1 0/13
Viadimir Rudakov Manager (Mrnth!bayNeV
Work Adidreas: 7 Dais of Peview
;3_35 Misslon St. 4 06/10/13 (MonthiDay/Year 0511013
l Date

X!l. Employee Statement (See Handbook for Ststement of Employee Rights)

Employse Statermnent
T1 Agree with this Report
[ | request a Conference with the Reviewer
[] Rebuttal Attached"
[]1 Do Not Agree with this Report: __ S / ¢ / /3
et

Seetion: Number; smmm .
*NOTE: Employee Rebuttal must be submltted to Costifies | Have Read the Report

Parsonnel within 30 calendar days from the “Date
Report given to Employee” on the Performance
Appraisal form.
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CITY AND COUNTY OF SAN FRANCISCO
HUMAN SERVICES AGENCY

PERFORMANCE APPRAISAL REPORT

|. EMPLOYEE IDENTIFICATION INFORMATION

1. NAME
LasT vane-SEERE. FIRsT NAME: SRR MIDDLE INITIAL:
2, JOB CLASS NUMBER AND TITLE
cLass: 2903 minLe: Eligibility Worker
3. STATUS
Permanent (PCS) [ Provisional (TPV) [} Permanent Exempt (PEX)

4, WORIK LOCATION & DIVISION 123'5 Mission, 4™ Floor, San Francisco, CA 94103

5. DEPARTMENT & PROGRAM Human Services Agency, CAAP Program

5. REASON FOR REPORT

Annual [} Program Review Period ] Probationary ] Interim
7. REVIEW PERIOD  (Month/Day/Year) 3. PROBATION START AND END DATE (Month/Day/Year)

From: 11/16/12 To: 11/16/2013 From To:




Detailed information about the HSA Performance Appraisal process may be
__found in the HSA Personnel Procedures Handbook, Section 9-5

Il. EXPLANATION OF SECTIONS

. EMPLOYEE IDENTIFICATION INFORMATION —- Basic information about the employee, histher
~ status, and the review period.

. EXPLANATION OF SECTIONS — Basic information about what should be included in each section
of the Performance Appraisal Report. _

lil. PERFORMANCE RATING STANDARDS — Description of Performance Rating Standards and listing
of their numeric equivalence.

IV. JOB DESCRIPTION — A list of the duties and responsibilities for this position. To be completed prior
to the Job Standards Meeting. Refer to the published Position Description as appropriate.

V. PERFORMANCE DESCRIPTION AREAS - Responsibilities and performance standards must
include measuiable resuits, Each responsibility should consider the following eiements: quantity,
quality, time, cost, and safety:

¢ Demonstration of HSA values ¢ Quantity Of Work Performed

¢ Overall Performance of Job Description ¢ Adaptability To The Work Situation

¢ Results of Performance Objectives + Effectiveness Of Working With Others

¢ Knowledge Of Job ¢ Use Of Materials And Equipment

¢ Employee's Strengths ¢ Safety

¢ Achlevements ¢ Performance Plans

¢ Aftendance And Punctuality ¢ Customer Service

In addition to the areas above, the following areas may be addressed for supervisors/managers:
¢ Communication ¢ Planning ¢ Decision Making

¢ Direcling and Motivating Staff ¢ Training and Developing Staff
Supervisors are required to provide an explanation of all ratings.

VI. OVERALL PERFORMANCE RATING — Reporting Supervisor's/Manager’s rating of the employee's
overall performance during the appraisal review period.

Explanation of Overail Performance Ratlng — A narrative explanation of the rafing of overall
performence during the appraisai report review period is required.

Vil. PROFESSIONAL DEVELOPMENT— This section is designed fu indicate specific activities, such as
assigniments, fraining, and education that the employes should participate in during the next rating
period. The activities can help the amployse prepare for future advancement of to improve
performance in areas where he/she needs improvement. ‘

VIIl. JOB STANDARDS MEETING -~ The superviscr, the employee, and the reviewer initial to verify that
the Job Standards Meeting has taken place on the date indicated according to the requirements
specified in Section 9-5 of the HSA Personnel Procedures Handbook. The reviewer need not
participate in the Job Standards meeting with the employee.

IX. MID-POINT REVIEW — The supervisor, the employee, and the reviewer initial to verify that the Mid-
Point Review has taken place on the date indicated according to the requirements specified in
Section 9-5 of the HSA Personnel Procedures Handbook. The reviewer need not participate in the

Mid-Point Review with the employes,

X. REPORTING SUPERVISOR/MANAGER — This is the person wha directly supervises the employvee's
performance. ‘

Xi. REVIEWER CERTIFICATION — The Reviewer is generally the individual who supervises the
reporting supervisor/manager, The Reviewer is to complete the Certification prior to the
Performance Appraisal meeting with the employee.

Xil. EMPLOYEE STATEMENT - Employea’s opportunity to respond fo the PA Report using a checkiist,
signature and date. Signing the report only certifies that the employee has read it. It does not
indicate, unless marked, that the employee agraes with the report.
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ill. PERFORMANCE RATING STANDARDS

PERFORMANCE RATING STANDARDS and NUMERIC VALUES
Use the following to identify employee’s level of performance

PERFORMANCE RATING NUMERIC VALUE

QUTSTANDING NUMER!C VALUE = 5

The Employee:
» Demonstrates particularly excellent performance that is of such high quality that

organizational goals have been achieved that would not have been otherwise.

» Demonstrates mastery of technical skills and a thorough understanding of the mission
of the organization and has a fundamental impact oh the completion of program
objectives.

« Demonstrates an ability to get the job done well in more than one way while handling
difficult and unpredicted problems.

» Exerts a major positive influence on management practices, operating procedures
and/or program implementation, which contributes substantially to organizational
growth and recognition.

s Plans for the unexpected and uses alternate ways of reaching goals. Difficult
assighments are handled intelligently and effectively.

» Has produced an exceptional quantity of work, often ahead of established schedules
and with little supervision.

» The employee's oral and written communications are exceptionally clear and effective.
Hefshe improves cooperation among participants in the workplace and pievents
mistnderstandings. Complicated or controversial subjects are presented or explained
effectively to a variety of audiences s0 that desired outcomes are achieved,

EXCEEDS STANDARDS NUMERIC VALUE ~ 4

The Employee
» Demonstrates unusually good performance that exceeds expectations in critical areas

and exhibits a sustained support of organizational goals.

s Shows a comprehensive understanding of the objectives of the job and the procedures
for meeting them.

» Plans effectively, improving the quality of management practices, operating procedures,
task assignments and/or program aciivities. :

» Develops and/or implements workable and cost-effective approaches fo meeting

organizational goals.
» Writes and speaks clearly on difficult subjects to a wide range of audiences and works

effectively with others to accompiish organizational objectives.
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COMPETENT AND EFFECTIVE NUMERIC VALUE — 3

The Employee

« Demonstrates good, sound performance that meeis organizational goals.

¢ Generally completes all critical activities in a timely manner and supeivisor is kept informed
of work issues, alterations and status.
Effectively applies technical skills and organizational knowledge to get the job done.
Successfully carries out regular duties while also handiing any difficult special assignments.
Plans and petforms work according to organizational priorities and schedules.
Communicates clearly and effsctively.

DEVELOPMENT NEEDED NUMERIC VALUE — 2

The Employee’s performance shows serious deficiencies that requires corvection.
¢« The employee’s work frequently needs revision or adjustments to meet a minimally
successful level.
e All assignments are completed, but often require assistance from supervisor and/or peers.
¢ Organizational goals and cbjectives are met only as a result of close supervision.
e On one or more occasions, important work reguires unusually close supervision to meet
organizational goals or needs so much revision that deadliries were missed or imperiled.
The Employee demonstrates:
¢ Alack of awareness of policy implications or assignments;
¢ |nappropriate or incomplete use of programs or services;
« Circumvention of established procedures, resulting in unnecessary expenditure of time or
money;
Reluctance to accept responsibility;
Disorganization iri carrying out assignments;
Incomplete understanding of one or more important areas of the fisld of work;
Unreliable methods for completing assignments;
Lack of clarity in writing and speaking,
Failure to promote team spirit.

e & & B8 ¢ 5

UNACCEPTABLE B NUMERIC VALUE — 1

The Employee's performance is unacceptable.
s The quality and quantity of the employee’s work are not adequate for the position.
e Work products do not meet the minimum requirements expected.
The Employee demonstrates:
s Little or no contribution to organizational goais;
Failure to meet work objectives;
Inattention to organizational priorities and administrative requurements
Poor work habits resulting in missed work deadiines and/or incomplete work products;
Strained work relationships;
Failure to respond to client needs;
Lack of response to Supetvisor's corrective efforts,

& 8 & ® o @
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IV. JOB DESCRIPTION

Working Title
Eligibility Worker

Position Summary

Under CAAP Carrying supervision, performs a variety of technical duties in the review and
determination of continuing eligibility of CAAP clients.

Major Responsibi;ities

Daily Observance of HSA
Knowledge of CAAP Carrying eligibility
« Social Security card requirement.
s VA Verification.
e Referral to other programs.
o Verification of employment, UIB and DIB.
» Student status verification.
» Issuance of temporary ID's.
e Working referrals,
« Refer clients to Social Security agencies.,(THC, etc.).
» Medical referrals.
+ ID and Verification and issuance.
» Residency verification,
s Discontinuznce of ineligible clients.
‘e Refer appropriate clients to SSI unit.
« Explain Remedy and Fair Hearing to clients.
s Resolve “Lost Warrant” or EBT issues.
s Job searches.
o Stabilization clients.
o Referral of Medical clients to Triage/SS| case management,
CAAP Caseload Management:
» Filling of paperwork.
» Referral to other agencies.
o Verification of resources and other sources of income.
» Writing case comments in CalWIN.
s Enter information in Cal¥ViN.
» Maintain case records.
e File case alphabetically.
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Determining ongoing CAAP Eligibitity
e Determining grant of client.
¢ Compute and collect overpayments.

¢ ' Provide clearance for possible other public assistance and other important
information needed.

e Issues timely nofices.
o Determine proper grant for CBP clients.
Adhere to Customer Service

Perform quantity of work as assigned:
Responsible for specialized caseloads such as:

¢ Halfway House

e Income Disregard Program.

¢ Language cases, such as: Russian, Spanish and Filipino.
e Stabilization

¢ Pregnant clients. :

Foliow HSA Vision, Miesion and Core values and adhere to Personnel
Procedures.
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Job Class: 2903 Job Title: CAAP Carrying Eligibiiity Worker

Employee Name: Last-HilE First oS

Rating Period: (Month/Day/Year)  From: 11/16/12 To: 11/16/13

V. PERFORMANQE D_ESCRIPT!ON AREAS
Responsibilities and Performance Standards - Rating and Comments

In the following sections describe the job responsibilities and performance
standards. ' |

it may be helpful to reference the Major Responsibilities outlined in the Job
Description Section IV. '

Select a rating leve! number and provide an expianation of each performance
rating in the “comments” box.

1 — Unacceptable

2 — Development Needed

3 - Competent and Effective
4 - Exceeds Standards

5 ~ Qutstanding

Sec, V. — A. Departmental Requirements

1. Responsibility: Disaster Service Worker Preparedness
Take all necessary steps to prepare yourself for an emergency.
In your capacity as a Disaster Service Worker: :
«  Provide updated personal contact information to your department so that you can be
contacted in the even: of an emergency;
« Report in and respond promptly to instructions by the City and/or your department in

the event of an ermnergenzy,
s Complete the Department of Human Resources Disaster Service Worker and

Personal Preparedness Training by the date as determined by the agency;
Carry out disaster-related work assignments as required. :

D] Yes [ 1No

Comments:

Mr 888 attended the Disaster Service Training and gained the necessary skills to

perform related assignment if needed.

2. Respongibility: Commitment to Health & Safety
» Comply with departmental safety and security guidelines and policies.
« Report all occupational injuries, ilnesses and near risses to your Supervisor.
o Correct or report unsafe working conditions.
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e Ask for assistance or guidance when you do not fully qnderstand the safe way to do
YOur job.
Work safely and promote and facilitate a safe work environment.
Not undertake any task, use any tocl, or operate equipment unless authorized to do
$0.

e Aftend scheduied Health and Safety training and medical surveillance examinations
as required.
Use and maintain personal protective equipment required for safe job performance.

. Yes [ | No

Comments:
iir 88 has been in compliance with personnel procedures and guidelines.

3. Responsibility: Upholds Agency Vision, Mission, and Core Values
VISION: San Francisco Is a diverse community whose children, youth, families, adults, and
seniors are safe, self-sufficient and thriving.

MIiSSION: The Human Services Agency promotes well-being and self-sufficiency among
individuals, families, and communities in San Francisco.

VALUES '

«  Respect »  Customer Service

= Diversity = Communication

= Integrity = “Continuous Improvement
= Partnership

For a complete description of the Sore Values, please visit the HAS Infranet under Vision,
Mission & Core Velues.

Yee [ | No

Comments:

Me D provides excellent customer service to the clients that we serve. He
is mindful of the Agency’s vision, mission and core values.
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4. Responsibility: Atiendance Standards
The Agency has established the following uniform attendance standards to measure
employee performance in this area and its corresponding performance evaluation rating in a
twelve month period. The Standard in Hours below refers to hours of absence. Absence
shall include Sick Leave (sick leave not covered under the FMLA, Workers Compensation, -
or ADA approved leaves), AWOL, and other unexcused absences from work. Refer to
Section 9-8, VI. - A, in the Personne! Policy and Procedures Manual for specific details on

Aftendance.

Standards in Hours |- Perrformance Rating

0 up to and including 32
up to and including -1 § - Qutstanding

Over 32 and inducing 64 hours | .| 4 — Exceeds Standards '

Over 84 and indd 104
ver 64 and indluding -| 3 - Competent and Effective

Over 104 andinchiding 128 | | 2 — Development Needed (Highrate of ateness andor
hours | * | absence) .

1 - Unacceptable (Excsssive and persistent pattern of

. lateness andior absence)

Ratingg [(J1 2 (O3 X4 [15

Rating Comments:

Over 128 hours | -

Mr. BSig used a total of 47 hours of sick leave for the 12 month
period that he is being evaluated. Time used falls under exceeds

standard rating.
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Sec. V -~ B. Individual Job Responsibilities and Performance Standards,

1. Respousibility and Performance Standard: KNOWLEDGE

Maintaining eligible clients in active status.
« Residency verification

¢« |ID, SSC, BC

¢ Verification of earned and unearned income
¢ Resolve “Lost Warrants” or EBT problems.
¢ SSi application verification

Discontinuing Inelligibie Clients.

¢ FRED and SIU referrals.

s Referral to other programs — Food Stamps, Medical, CAP!.
¢ Explaining Remedy and Fair Hearings to Ciients.

Monitoring Employability Requirements:

Student Status :
Referral to other CAAP Units (PAES, GA & SSIP)
DPW

Job searcn

Triage & Dr. referrals

2 e & 2 2
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Rating:()1 [J12 [13 X4 [O5

Rating Commenis:

Mr. 888 knowledge with the CAAP eligibility rules and regulations has improved
and he continues to strengthen his skills and apply to his day to day job
responsibilities. He maintains his caseload with great attention to details. Mr-4EEEgR
takes timely action when notification is received which includes; workfare AWOL,
missed IGEP/GEPS, TWC failures and non-compliance with PCS. Mr SR8
monitors employability effectively and makes referral as needed.

2. Responsibility and Performance Standard: CAAP Case Load
Management
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¢ Desk and Time management.

¢« Narrate case records in CalWIN.

¢ Schedule appointments.

e Organize personal workspace.

¢ Complete timely and accurate filling.
¢ CalWiN entries.

Rating: [J1 O2 O3 X4 [15

Rating Comments;

Mr. S8 managed his time effectively. He completes reports and requests timely
with no reminders. When he has a planned vacation he ensures that he processed
his RV's and take needed actions which makes it very helpful for his co-workers.
His narratives are concise and complete. Mr. 8888 workspace is organized.
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3. Responsibility and Performance Standard: Determining on-going
Eligibitity

o Timely processing of on going CAAP eligibility and PAES.

o Maintain Overdue RV's and PEC’s within section standard.

s Complete renewals and update PEC's.

» Timely discontinuance of eligible clients.

o Ensure proper benefits issued including, CBP & Stabilization.
» Represent County Fair Hearing.

Rating: [(J1 J2 O3 X4 0S5
Rating Comments:

Mr. 88 ensures that RV's are schedule timely and required forms are mailed prior
to RV appointment. He is also mindful in requesting 1IEVS report prior to RV's,
PEC's are updated. Discontinuance hotices are sent in compliance with program
timeframes. Mr <8588 prepares necessary documentation prior to schedule fair
hearings and follows the timeline to discuss case with supervisor. All fair hearings
that Mr.8ggiey represented have alt been ruled in favor of the county.

4. Responsibility and Performance Standard: Customer Service

' » Adhere to CAAP phone policy.

« Follow HSA Vision, Mission, Values.

e Adapt to changing work situations.

e Minimize customer complaints and maximize compliments.
o Aftend to clients needs.

Rating: [J1 OJ2 [J3 pJa [15
Rating Comments:

Mr. T8 has excellent customer service skills. Mr.minterprets and
communicates relevant regulation and requirement thus minimizing customer
complaints. He is respectful, courteous, and professional to all interna! and external
customers that includes clients, co-workers and outside agency personnel. Mr.
‘Bamgsretumns telephone calls as soon as possible but no later than 24 hours.
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5. Responsibility and Performance Standard: Quantity of work/Motivation

¢ Perform special assignments. (Home visits, Lead worker Etc.)

e Participate in training for professional and/or personat development.
s Improve performance of unit {monitoring, role modal, etc.,)

o Attend & participate in unit meetings and trainings.

Rating: [(J1 [J2 [J3 K4 [O6
Rating Comments:

Mr.-fiE is now the Lead Worker and has been doing an excelient job. Mr. il is
a team player. He often times volunteer to meet with a client when other worker has
a very tight schedule. He constantiy distributes the 21125 forrms even if he is not the
duty worker of the day Mr. $8888 attends Unit meetlng and shares his input to
improve the process in servmg our clients. Mr.4f8mm also volunteers for the
Homeless Connect project.
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Vl. Overall Performance Rating

1- Uhacceptab!e 2 —Development =~ 3~ Competent 4 - Exceeds § - Qutstanding
Needed and Effective Standards
] O O X O

Explanation of Overall Performance Rating: Mr.28mg. has strengthened his eligibility
knowledge. He is very organized and managed his time effsctively. He has been a
good influence and instrumental in maintaining the cohesiveness of the unit.

VIl. Professional Development

This section is provided fo indicate specific activitles, such as; éssignmants. training and education, that
the employee should participate in during the next rating period. The activities can help the employee
prepare for future advancement or fo improve performance in areas where he/she needs improvement.

Comments:

Mr. - will continue to refer to the Handbook. Review “How to's” o build up on his CALWIN
skills and utilize other tools available to enhance further his eligibility knowledge.
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Vill. Job Standards Meeting

Initials indicate that the Job Standards Meefing has taken place on the date indicated.
Date: 1/22/13 initials: Sup: ﬁﬁ_ Emp: &> Reviewer

IX. Mid-Point Review

Initials indicate that the Mid-Paint Review has taken place on the date indicated.
Date: 5/15/13 Initials: Su,p:%‘ Emp: _#” _Reviewer; WE

X. Reporting Supervisor/Manager

Name, Work Address Class No. and Tlle Date Report glven to Employes
Suservisor/Mangger's Name: 2907

(First Name Last Name} Eligibility Worker Supervisor | (onthDay/vear)

Fidela Bulaclag

o Adts FOnliwn) n2li3

. . th =
1235 Mlss{on St" 4" Flr. Superviscr/Manager's Signature ' Date
San Francisco, CA

94103

XI. Reviewer Certification

Neme, Work Address Clags No. and Title Date of Conference With Employee
Name: {Firat Name , Last Name) Mana ger
+ i {BEanth/Day/¥ ear}
Viadimir Rudakov ) !T )
Work Address: Date of Raview A l /
ool th /i ), .
1‘235 Mission St., 4 Fjr. (MonthiDay/Year) A /V/ ! [[ } /[ }
San Francisco, CA 94103 Reviewers S lgniturs ' Date

Xil. Employee Statement_(See Handhook for Statement of Employee Rights)

Employee Statament
B | Agree with this Report
[ 1 request a Conference with the Reviewer
[] Rebuttai Attached*
[]t De Not Agree with this Report:

Section: Number: ' e i/t ii
X gnature ate
*NOTE: Employee Rebuttal must be submitted to
Personnel within 30 calendar days from the “Date | “orinea ! Have Read the Report
Report given to Employee” on the Performance
Appraisal form.
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CITY AND COUNTY OF SAN FRANCISCO
HUMAN SERVICES AGENCY |

PERFORMANCE APPRAISAL REPORT

I. EMPLOYEE HDENTIFICAT’ION !NFORMATION

1. NAME »
tast wame: K0P  FreT name: £

: mﬁnwir—'lml, L

Z .,IOB TLABE NUMBER AND TITLE
cLAgS! ;2805 TmiE: Sr. Eligibllity Worker

8, stwa . . :
& Permanent (PCS) D Provlelonai (TPV) D Permanant Exempt (PEX}' .

¢ WORK Locmon & DIVISION 1235 Milsion 4”‘ Fleor San Fraricisoo GA 94103

5, DEPARTMENT & PROGRAM Human Services Agency, CAAP Program

c.,;nsﬂsoumnmm’ ' - C o
B Annuat [ Program Review Period D'Pmbsﬁonarg {3 interim.

7. REVIEWPERIOD (MothDeyivear) ~ 0 PROBATION 8TART AND ENG DATE (MontiyDay/Yes)
-| From: 01/10/13T0; 01/10/14 _ [From:  Tor




Detalled information about ihe HSA Performance Appraisal pre>cess may be
found I the HSA Personnel Procedures Hendbook, Seofion 85 .

ll. EXPLANATION OF SECTIONS

i, EMPLOYEE IDENTIFICATION INFORMATION ~— Basic information abowst the employee, his/her
staius, and the review period. _ '

EXPLANATION OF SECTIONS — Basic information about what should e inciuded In each section
of the Performance Appralsal Report. . - e
PERFORMANCE RATING STANDARDS — Description of Performance Rating Standards and flsting

.
of thelr numeric aquivalence,
. JOB DESCRIPTION —— A list of the duties and responsibilltias for this position. To be complated prior
to the Job Standards Meeting. Refer to the published Position Description as appropniate.

V, PERFORMANCE DESCRIPTION AREAS ~ Responsibilities and performaance standards must
Include measurable rasults. Each responsibility should cgnslder the follow ing elements: quantity,

. quality, ime, vost, and safaty: o

¢ Demonstration of HSA vailes " ¢ Quantity Of Wo rk Performed -

o - Overall Performance of Job Description - ¢ Adaptablity To The Work Situation

o Results of Performance Objectives ¢ _Effectivenass O Working With Others
-5 Kiowiedge Ofdob =~ ¥ UssOf Materials And Equipment

+ Employese's Strengths . T e Sty o

¢ Achlevements - - - - . e Performance Plans

¢ Aftendance And Punctuality - . ¢ Customer Service

in addition to the areas above, the foliowing areas may be addressed for supervisors/managers:

¢ .Communication ¢ Pianning ¢ Decislon Making

¢ Directing and Motivating Staff ¢ Training and Developlﬁg Staft
Supervigors are required to provids an explanation of all ratings. ‘

Vl. OVERALL PERFORMANCE RATING — Reporting Supervisors/Manager’s rating of the employse's
overgll performance during the appralsal reviow period, I
Expianation of Overall Performance Rating — A namative explanation of the rating of overall
-performance churing the appraisal report review pericd Is reguired. -

Vi, PROFESSIONAL DEVELOPMENT-- This section is designed to Indicate specifio activities, such as
assighments, tralning, and education that the smployes should participate In diring the next rating
pariod. The activities can help the employee prepare for future advancamant or to Improve .
performance in areas where hefstie needs improvement, ‘ ‘

VIil. JOB STANDARDS MEETING — The supervisor, thé employes, and the rieviewsr inttal to verify that
the Job Standards Meeting has taken place on the date Indicated accorcling o the requirements

 specified in Section 9-5 of the HEA Personnel Procedures Handbook. The raviewer need not

participate In-the Job Standards mesting with the employee. :
viewsr initial i verify that the Mid-

X, MID-POINT REVIEW — The supsrvisor, the employes, and the re
- Point Review has taken place on the date Indicated according to the requirements specified In

Section 9-5 of the HSA Personnel Procedures Handbook. The reviewer need nof participate In the
Mid-Point Review with the employes,” ) ‘
X REPORTING,SUPERVISQRIMAMGER —Thig is the person who direcily supervises the amployee'’s

performance.
" X1, REVIEWER CERTIFICATION -~ The Reviewer is generally the Individual who supervisss the
reporting supervisor/manager. The Reviewer 's to complete the Certification prior to the

Perfarmance Appralsal meeting with.the empioyee. |

Xl EMPLOYEE STATEMENT - Employee's opportunity to respond to the PA Report using a checkiist,
signature and date. Signing the report only certifies that the employee has read It, It does not
indicate, uniess marked, that the srployes sgrees with the report, .
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Ill. PERFORMANCE RATING STANDARDS

PERFORMANCE RATING STANDARDS and NUMERIC VALUES.
Use the foltﬁwinL identify emplwee 8 level of performance

» Peammmcﬁ RMIN@ HﬂmEEJQ-VME
OUTSTANDING ' RUMERIC VALUE - 5
The Empioyee;

o Demonsfrates particularly excellent perfomance that is of such hlgh Quaiity that
 organizational goals have been achiéved that would not have been otheiwlse, -

+ Demonstrates mastery of technical skilis and a thofough understanding ofthe mission
of the organization and has a fundamental "fmpact an the Gampletion of program

. oObjectives.

« Demonstrates an ability to get the job done Well in more tha‘n ane way while handling
difficutt and unpredicted probléms.

o Exerts & major postive influence on manmmem practloes oparating ;m:edurgs _
and/or program implementation, which contribute subsianﬁaliy to arganlzatianal gmwth
and récognition.

¢ Plans for the unexpected and uses aﬂai‘nate ways of reaching goals Diﬁicult
 assignments are handied infelligently and effsctively.

» Has produced an exceptional quantity ofwark, often shead of establlshed schedules
and with littlé supervision.

¢ The employee's oral and written communications aré ampﬂqnal!y clear and effective.
He/she Improves cooperation among perticipants In the workpléce and prévenis
misurderstandings. Complicated or controversial subjects are presented or explalnaad o
effectively io a variety of audiences so that desired cutcomes are achieved, -

EXCEEDS STANDARDS . ’NUMERI‘G v@n.u‘ﬁ - 4

The Employés '
¢ Demenstrates unusually good peﬁormance that exc&eds expectations i critlerai amas
and exhibits & sustained support of organizational goals,
.« Shows & comprehensive understanding of the objectives of the job and the mdures

for meeting them. - ..
¢ Plans effectively, improving the quality of ménagement practlces operatmg prooeduree,

task sgsignments and/or program activities.
¢ Develops and/or implements workable and oost-eﬁective approaches te meet!ng

orgenizational goals.
» Writes and speaks clearly on difficult subjects to a wide range of audleneas and works

effectively with others fo accomplish organizational objectives.

P
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COMPETENT AND EFFECTIVE | NUMERICS VALUE = 3

The Employee
« Demonstrates good, sound performance that meets organizational goals.

Generally completea all critical activitles In a timely manner ahd supervisor Is kept informed
of work issues, alterations and status,

Effectively applies technical skilis and organizstional knowledge to get thie job done,
Successiully carries out regular duties while aiso handling any difflcult special assignments. |
Plans ahd performs work according to organizational priarities and schadules.

Cdmmunicates clearly and effectively,

DEVELOPMENT NEEDED NUMERIC vm -2

The Emplc:yees performance shows sariaua deﬂtfgnuiea that requires correction.
& The employee’s work frequently needs revision or adjustments to meet a minimally

successiul level. 7
Ali assignmenits are eempiaiad but uﬁen require assistance from supervisor a:’rdiar peeis,

Omanizaﬂcnal goals and chjectives are met only as a result of close supervision,
On oné o mbrs occasions, Important work requires unususlly close supervision to meet
organizational goals or nesds vo much re\fislan mat degdﬁnaa were missed or Imparﬂed
The Empioyies demoristrates: < . =
o A lack of awareness of policy ;mpiicaﬂans or assignments
® Inappropﬂats or incomplete use of programs or services;
» Circumvention of established procedures; resumng in unneoessary expendlture of time or
monay, ‘
Reluctance to accept responslbillty, ‘
Disorganization In carrying out assignments; -
lncpmpleta understanding of one or more imporiant areas of the fleid of work
Unreitable- methcds for completing ass!gnmante :
Lack of clarity in writing and speaking;
Failure to promote team spirit.

UNAGCEPTABLE . NUMERIC VALUE - 1

The Employea's parfbmame is unacaaptab!a ‘
« The quality and quantity of the employse's work are not adequate for the position.

~ = Work products do not meet the minimum requirements expacted.
Tﬁﬁ Employeé demonsirates:
Little or no contribution to organizational goais

Fallure to meet work objectives;
inattention to organizational priorities and administrative requtremenis

Poor work habits resulting in missed work cieadllnes ard/or incompplete work protucts;

Strained work relationships;
Failure to respond fo cllant neads;
Lack of response to Suparvisor's sorrective efforts.

& B @ & © @ &
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iV. JOB DESCRIPTION

UnderCAAP Carrying supemsion performs & variety of technical duties in the revcew and
de:ermination of continuing eligibiiity of CAAP clients.

‘ Dal!y Obsorvance of HSA
Knowiedge of CAAP Carrying eligib!llty

¢ . Social Security card requurement

o VA Verification.

o Referral to other programs.

o Verification of employment, UIB and DIB.

¢ Student status verification.

o lssuance of temporaiy ID's.

e Working réferrals.

o Refer clients to Social Security agencies (THC, etc.). -

@ Med!cal referrals.

e ID and Verif' cation and issuanoe

s Residency verification.

¢ Discontinuance ¢ lneliglble clients,

¢ Refer appropriate clients fo SSI unit.

¢ Explain Remedy and Fair Hearing to clients.

e Resolve “Lost Warrant” or EBT issues.

s Job searches.

¢ Stabllization clients.

¢« Referral of Medical clients to Triage/SSi case management

CAAP Caseload Management:

Flliing of paperwork.

Referral o other agencles.

Verification of resources and other sources of income,

Writing case comments in CalWIN, -

Enter information in CalWIN.

Maintaln case records.

File case alphabetically.

2 & B 2 8 & e
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" Determining ongoing CAAP Eligibility

» Determining grant of client.
o Compute and collect overpayments,
» Provide clearance for possible other public assistance and other lmportant
information needead.

s issues timely notices.
o Determiné proper grant for CBP cilents

Adhere to Customer SGNiéa,

Perform quantity of workxas assigned:

aesponsibla for S'paclallze&=ca§eioads such as:

Halfway Hozise o o

Income Disregard Program ok :
Language cases, such as: Russsan Spanish and Filipino
Stabilization

Pregnant clients.

Follow HSA Vision, Mission and Cora values and adhere to Personnsl
. Procedures. , ‘

Confidentisl Performence Appraisal Report Page 8 of 17
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Job Class: 2905 .| Job Titie: Senlm‘ CAAP Carrymg Elimmﬁy Waorler
Employee Name: SiliEE B Ml

Raﬂng Period (MaﬂithayN&ar) From 01!16!13 thm 01!10!14 ‘-

V. PERFORMANCE DESCRIPTIGN AREAS |

It the foilowlng sections describe the job responsibl[ltles and performance
standards.
it may be helpful to reference the Major Responslbilitlos outlined in the Job

Description Section iV.
Select a rating level number and provide an expianat!on of each performance

rating in the “comments” box.

1= Unacceptable =

" @ - Devstopment Nesded
3 - Competsnt and Effective
4 - Exceeds Standards

§ - Qutstanding

Responsibiiity: Dlsnsmr Sewim Worker Preparedness
Taks al! necessmy steps to prepare yourself for an emergency.
In your capecity as a Disaster Service Worker: :
Provide upcdated personaf taivect fformigtion to your deparlment 86 thait }uu can be
contacted in the event of an amergency; ,
= . Report in and respond promptly to Instructions by the City and/or your dapaﬂment in

the event of an emergéncy .
¢ Complete the Department of Human Resources Disastef Service Worker gnd

Personal Preparedness Training by the date as determined By the agency;
- Carry out disaster-related work assignments as required.

lYes I Ne

B has maintalned her persanal cohitact Enformatlen upato-data for
_ events of emergency.

Confidential < Parformgﬂw Appraleal Rapon Page 7 of 17
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2. Responsibility: Commitment to Health & Safety
» Comply-with deparimental safety and security guidelines and poiicies.
e Report all occupational injuries, lllnesses and near misses to your Supervisor.
» ' Cofrect or report unsafe working congitions,
s Ask fjodg assistance or guldance when you do not fully understand the safe way to do
your
o Work safely and promote and facllfate a safe work environment.
g oY GNdertake any 16k, Use any “1ool, or operate equipment Uiless authorized todo

50. '
o Aftend scheduled Health and Safety training and medical survei!lanea examinations

@8 requirad,
. Use and maintain personal protective equipmant required for safe job performance.

Yes D No

omments:

iirs. T80 has maintainad a safe and s@cmd warklng condiﬂon in her wark
area,
She has actively parth:ipated in the following training pravlded by the
Pepartment: -
IPP 3" Quarter 2012 Training: Preparing for Seasonal Fiu/

Practicing Healthy Habﬁts Dacember 13, 2012

HPP 1st Quarter 2013 Traiming ‘Meadical .msrgennies' What to Do and What
notto Do? - ¢ April 47,2013
PP 2 Quarter 2013 Training: Five Gtups to Improve yow Office Efgmnmicz-

July 16,2013

I{PP2rd Quarter 2013 Tralning: Fire Pravention and Safety as: H@me and a%
Work - | Dac&mbtr 5,2013

2. Responsibliity: Upholds Agency Vision, Mission, and Core Valuss
VISION: San Francisco is a diverse community whose chlldfen, youth, famil!es aduits, and
seniors are safe, self-suﬁicient and !hﬂving ,

Confidential Performanca Appralsal Report Page8of1?




MISSION The Human sawi@es Agency promcﬁas waliwbeing and seif-sufficlency among
indlviduals. families, and communities in San Franciseo.

#= Respect = Customsr Servi@e_ :

= . Diversity : = Comminleation =

s [integiity 8 Conﬂn’uous Improwmmf

* -Panership - .
For a eompiete deseription of the Core Va!ues. piease v!slt the HAS intranet under w_gm

ents:

follows HSA Vlslen, ﬂﬁissian ana Core values md adhm'as to
Persaﬁm! Pmedur&sﬁ

ity Aﬁendance Standards

The Agency has establ%shed the following wnifor attendarice standards to measure | -
employee performance iri this area and iis corresponding performancs evaluation rating in a
twelve menth period. The Standard in Hours below refers to hours of absence. Absence
shall Include Sick Leave (sick leave not covered under the FMLA, Warkers Compensation,
or ADA approved leaves), AWOL, and other unexoused absences from work. Referto
Section 8-8, V1. - A, In the Personnel Pnﬂc;y and Pmcsdures Manual for sn&cﬁﬁn detalls on

Attandance,

: 0 up to and !nc!udlngozi 80 man'dlp‘fg' .
Over 32 and hduding 64 hous |. | 4 - Exceeds Standerds
Over 4and haudng 104 | | ~ Competent and Effective

hows |~
Over 104 andincucing 128 | | 2 . Development Needed (Hghra of sleness arcier
: : hours | © | ahserce) , '
[ ] 1=Unacceptable Bxasshe mdpersisient pattemof

Over 128 hours _ absence)

Refing: 01 02 02 04 R

Confidentlal 3 Perforrmence AppraisaiRepot — pagegof {7
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| During the report peried from 0110113 ﬂirough 01/10/14, Mre.
total of 25 hours sick leave. According to the DHS Pers @ﬁﬁ@% an @@@k on
Amndamg, this ie conslderad. ﬁuistan@mg _

Maintalrling sllglble cliena in acﬂve étatue

» Residency verification

¢ ID, 8SC,BC

o Verification of earned and unearned income
Resolve “Lost Warrants” or EBT problems,
o SSlapplication verification
Discontinuing Ineligible Cliesis.

‘s FRED and SIU referrals. 7

+ Referral to other programs - Food Starps, Medical, CAPI.
s Explaining Remedy 'and Fair Hearings to Clients.

Monitoring Employability Raqulrements

Student Status ,
Referral to other CAAP Units (PAES GA & SS!P)

DPW
Job search
Triage & Dr. referraﬂs

Confidential Parformance Appraleal Report Pans 10 nf 17




mﬁé:m Oz D3 R4 6

Ry reviews her ceses wming O
Inﬁke a8 weli as transfor eases. maklna sure she understands, exhiblis and
appliss bagic rules, regulations, policles and procedures of the Program.
Mrs. Tilisg also monitors new procedures espacially herclisnts. -

employabliity status and refers them to triage when due or necessary. She
 ransfers cases fo other CAAP unlts such as GA, SSIP or $peclalized Unit
according to program guldelines.

Mirs. Wiy has managed her time well, She sent notices in a timely manner.
She reviewes AWOL. notices, TWC reports, file documents In correct folder,
Issued ¢orrect bonefit and delivered services to her cllersts in sccordance
with tiie rules and regulations of the CAAP Program.

re. m appliee employability guideﬂne by the CAAP program handbook.
| question arises, she consults with her sy g;garviwr. |

Mamg@mant ara re

‘7}

. besfk and Time management.
o Namate case records in CalWIN.
"« Schedule appointments.
¢ Organize personsl workepace.. <
s Complete timely and acourate filing;
e CaWiIN entries.

Rating: 1 D2 (03 04 R&

KMrs. Ty le very organized In her personal workplace. She has good
management skills. She conilnues o sustain her appeintments properly 2s
possible, scheduling them In a manageable way. She continues fo writes
detalled narratives. She kéepe hier CALWIN entries up-to-date. s&e meets

her deadiines &8 reqiired.

Corfidential Performance Appralesi Report Page 11 of 17
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tandard; Determiningg on-going Eilgibility

« Timely processing of on going CAAP eligibllity anci PAES,

« Malntaln Overdue RV's and PEC's within section standard,

o Compléte renewals and update PEC's. S
« Timely discontinuance of eligibls cllents. .
o Ensure proper benefits issued including, CBP & Stabilization.

» Represent annty Fair Hearing.

‘Ratibg: 01 02 03 R4 08

Rating Comments:

Mrs. Eix present caseload are all GA cases. Mre. ThilEmy tranefer cases to
$SIP, PAES and refers her clients to PAES ES, Speclalized case workers,
and/or PCS as they become-eligible, She process and excplains EPC to her
clients when needed and within the timefiame allowed by the program. She
‘completes her renewals, updating her cases aid and pec codes timely. She
maintains no overdus on RV's and ensures that proper benefits are lssuad to
her clients. ' - L

During this period, Mrs. BilllBgts Falr Hearlng schedtiles were proparly
prepared, and submitted for supatrvisor's review. All her Fair Hesrings have
.| been In the County’s favor.

ty and Performance Standard: Customer Service

» Adhere to CAAP phone policy.

o  Follow HSA Vision, Mission , Values.

o 'Adapt‘ to changling work situations. ‘

° “IMi,nirhi—ze custome: complaints and maximize compliments.
o Aftend to clients needs,

Renfidanial : Parformance Aptralsal Report Pane 12 of 17



: 01 D2 O3 Re I8

Eiiae adheres to DHE phom miiay In an&wering anﬂ mﬁ:mﬂm audtx
messagea She answers her phohe and rélurn meseages promptly. She slwaye |
- - stays-maintain her calmness and-courtsousnéss when mswaﬁnﬂwm [

question towarde her clients.

‘Hrs, S refere to the handbook firet to verify Enformaﬂm, questi@n or.
procedure, and In if In doubt, refers to Supsrvisor for assistance. o
She follows HSA Vislon, Mlasion, md Vaiues She trlec adapts to ehangin. work
smom SR

R g_@
: _'_h.ﬁr':- Quantity of woridMativaﬁon S

| . Perfon'n special assignments (Home vnsits Lead warker Etc)

- Pariicipata i traming for professiona! and’or personal development
e Improve performance of unit (monitoring, role model, ete.) -
o Attend & participate in unit meetings and trainings. - - -

Rating: (01 (2 ija 4 [18



Mrs. Tilkiy (s a very good worker. During this pariod, she ha# aeﬂvaiy parﬂeipahﬁ
in the following mandatory trainings: | , o
o Calwin Web Enabled Application Training January 17, 2013
o Purging and imaging Procedure ~ February 28, 2013
Starting February 2013, CAAP program has started the implesmentation of purging
cassload and imaging procedure training In preparation for the program's iFlles
 environment. : : B

The implementation of IFlies system of indeiing and séamﬂngisoeumanfs.that |
regillres cllents flie folders being purged of axtraneous and ciuplicate documents
ware applied by Mrs. SEEES: in her caseload. She has completed this project within

'| the given time frame properly and sccurafely. .

Last quarter of the year 2013, CAAP Prograi smbraced the Coverad ﬁélifamh
Program, Workers started training for Affordable Cars Act {(ACA) and CALHEERS

{California Healthcare El!gibllity, Enroliment, anﬂ"Reﬁeﬁﬁm Bystem). Mrs, TS
participated on these training: ‘ S
1. CALHEERS - November 12, 2012
2. ACA - September 22-26, 2014

Vi, Overall Performance Rating

1. Unacceptable 2 Development -2 - Competent " 4-Exceeds 5 - Qutstanding
 Needed and Effective _Standards :
O O - ] ¢ , 0.

Mrs. il ls recommended to continue in her current class ification as a 2908
| Senlor Eligibility Worker. ‘ g '

Vil. Professional Development

This section Is provided to indicate specific activities, sueh as; assignments, training and
aducation, that the employee should parficipate in during the next raling period. The
activities can help the employes prepare for fufure advancement or lo Improve
| nerformance in areas where he/she needs improvement. o




ek m@wug&d to pariicipate In iminluy for professional dwa!amnt
M by D IFIS not only for self- lmpmvmnt tmt slso for I bl pro i
the Deps A P . p moﬁon n
With the lnﬁwucaan of Unit caﬂendam, Qfiow, Camoers. and pmsibia Pregram
integration, Me. "Bl i encouram to adapt to the changes that are. going o -

o Mpiro thls 291 o

viil, Job Stafndiéfds' Msétlggf ,

| Inttiats indicste that the Job Standards Meetir fas taken placa on 6o date jncéated.

Date: §/11113 : Iniﬁafs Sup Emp @ Raviewer

N ] s chemme—— 0

u..u.:' B

IX. Mid-Polnt Revcew

X Reommg S:upewlsermﬁnagar TS ,—m“""‘- ,
Homs, WorkAddmes - | CossNo.andTits - . T -
Eliglbiity Worker Supervigor
| 1235 Mission St., 4* Fr.
San Francisco, CA
84103
haommancs Aspriss Repor Page 16 of 17
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f 1

XI Revlewer Cartlﬂcatlon

MHO.NTMI

" _Manager o

-
1235 Misajon 8t., 4" Fir. J—
| San Francisco, CA 94103 K ,

‘l ’ - ! :
1, ' o N
v et L

. . b
fo oot e = s e ctmmabe e

lmaihs‘wwmlsmn

[ 1 requesit a Conferance with the, Rov;m

DMIW&M . :

Dlnomugmwmm'amrs.

Sectlon; Number:_____ .

" SNOTE: Empbmﬂﬁ:ﬂalm%mmtﬁ
Parscrinel within 30 calendar daye from the "Dale

‘, ‘Reportswmaﬁmp!om on the Performance

: ‘, Xil. E__@Plﬁy@ﬁ 0k for & 4

=,




What was the purpose of your
- mnost recent visttal 1235
) gmwa@ﬁ@

2 d.o va&. for Q{% m@ymm 58P,
A or GA) ot Reception
. B To see aninfale m@gf
Worker
B To meetwith a 0&3%@
Hiigibllity Worker
0 To mestwith.an S8k Cesse
Manager @
i1 For PCS Services -
L For Triage Assessment
L Other (piease explain)

Ios. long did you-wcit to-see
your CAAP worker? .
@ 1510 30 mihutes .
2 Between wﬁﬂ:ﬁma m:m one
hour ,
L More thar ong-hour

Did you have an
appointment? |
- @ Yes U No(didnotcall
‘Were you on time?
& Yes 4 No(wasiate)

Was your worker on time?
© @ Yos D No (he/she was ats)

‘13 Notusually -

beneiits nozmﬂx o:mv ‘
@ Aways . O CmCQwE
o Zoﬁ.gcam:\ . .” " 2®<®q

| receive courteous and helpful

- service from CAAP mﬁ.._og_ﬂf@@m

D Zo<mq

(check one) |
. @ Aways Q :Eﬁw_%. )
.7 Lk} Notusually - 3 Never.

538:%@&.%3@59 ) W
CAAP QBU_QmmmﬁmmUo dio |
B<v§8__m (checkons ~
B Always B & CE% N
1@ Not usually E :

When | have ncmﬁmozmna
problems, CAAP mﬁu_@.mmm |

|
give me U_.OBQ( answers M
(checkong) . AR
@ Always "o :w:a_z !

T

1} Never

My CAAP worker makes stire T

- understand what | have to %m |
- To quaiify for or keep my .

Rk~ I 1+ ran o o P e o e
v

Does <0§. worker fell you the

- locations of EBT ATMSs that . do

not charge any fees?
0 Yes @ No

o __.;o §z<0c@0¢o§m€m6%®

| 05 s\jwqmw

- 1 Yes @ No. "

f\,

, .. Please DQQ YOur own
, ‘comments and suggestions.

How can we better serve you?




 What was the purpose of your
most recent visit af 1235
Missione

O To apply for CAAP {PAES, SSIP.

. or GA) ot Recepiion
To see an Intake Higibility
Worker
To meet with a: 00:5:@
Eligibility Worker = -
To meet with,an wm Case
Manager

. For PCS Services

" For Triage Assessment

@ Other {please expicin)

- Nong h..r\ LtV4

BDDE'D

~ How long did yoy
your CAAP work
B 151030 3.:59
J Between 30 minutes and one
hour .
2 Move than one-hour

woit to see

Did you have an -
appointment? e

@ Yes O Nofididnotcal

chead)

“Were you on time?2
@ Yes [ No {iwacs late)

Was your worker on fime?
® Yes 0 No (he/she was late}

n Lmamw{m courteous and helpful
- service from CAAP employees

E:.mnw one)

i )._Eﬂ_ﬁ O Usualy

- T Notusually 0 Never

D
55 mﬂmmmm& with the 53. A
'CAAP employees respond fo
3< ganm calls [checkonel
ﬁ_ | Eiﬁﬁ O Usually
. -E Never

G Notwmualy

When'l have questionsor =
- probierns, CAAP.employees
 give me prompt answers |
aﬂsmn_ﬂ ﬁ:& ’

A Cmcm__?
L} Never

@ %Qﬁ
Not usually

=

vy CAAP worker makes sure |

understand what | have to do -

to gualify for or keep my
benefits mn:mn_n Oﬂﬁ

W, Atways
O Not usually

Does your worker tell you the
locations of EBT ATMs that do
not charge any fees?

B Yes - 0O No

If no, will you go to this website
hitp:/fwww.ebtsi.org to m:o_
out where?

O Yes O -No

Please add your own ‘
~comments and suggestions.

How can we better serve you?




CITY AND COUNTY OF SAN FRANCISCO
HUMAN SERVICES AGENCY

' PERFORMANCE APPRAISAL REPORT

|. EMPLOYEE IDENTIFICATION INFORMATION

1. NAMS ‘ _
tasTvame: BB  FiRST NAMESREEER | MIDDLE WITIAL:

2, JOB CLASS ﬁumslsﬁmb TITLE ’
class: 2603 wmie: Sr. Eligibility Worker

[s.svatus o S :
Permanent (PCS) D erovisional (TPY) - [0 Permanent Exempt (PEX)

4. WORK LOCATION & DivigiON 1230 Miggion, 4" Fioor, San Francisco, CA 94103 ’

5. DERARTMENT & PROGRAM Human Services Agency, CAAP Progran

6. REASON FOR REPORT o :
B3 Annual 1 Program Review Period - O Probationary . [ interim -

7. REVIEW PERIOD  (MenthiDay/Year) 8. PROBATION START AND END DATE (Menih/Day/Yesr)
From: July §,2012 To July 5, 2013 - [Frem: To: -




Detailed information about the HSA Performance Appraisal process may be
found in the HSA Personnet Procedures Handbook, Section 8-5 -

. EXPLANAT!ON OF SECTIOMS
. EMPLOYEE IDENTIFICATION INFORMATION — Basic Information about the empioyee, mis/her

status, and the review period,
. EXPLANATION OF SECTIONS — Basic information about what shou!d be inofuded {n each seotlon

... ofthe Rarformance-Appralisal-Report.-- e e
. PERFORMANCE RATING STANDARDS Desoription of Pen‘ormance Rating Standards and listing
. of thelr numerlc equivalence.
iv. JOB DESCRIPTION — A list: of the duties and responsibilities for this position. To be completed prior
to the Job Standards Meeting. Refer o the published Position Description as appropriate.
V., PERFORMANCE DESCRIPTION AREASB - Responsibillties and performance standards must
inciude measurable resuits, Each responsiblllty should consider the following ele"nents quantity,

quallty, time, cost, and safety:

¢ Demonstration of HSA values ¢ Quantity Of Work Performed
¢ Overali Performance of Job Description ¢ ‘Adaptability To The Work Situation

~ ¢ Results of Performance Objectives -4 Effectiveness Of Working With Others
s Knowledge Of Jok ¢+ Uss Of Materlals And Equipment
¢ Employse’s Strer: gths ¢ Safety
¢ Achievements _ ¢ Performance Plans

. ¢ Aftendance And Punctue!lty | ¢ Customer Bervice

In addition to the areas above the fo!lowfng areas may be addressed for supervisorsimanagers:
¢ COmmunioatlon ¢ Plannihg ¢ Dacision Making

¢ Directing and Motivating Staff ¢ - Training and Developing Staff
- Supervisors are required to provide an explanation of all ratings.
- Vi. OVERALL PERFORMANCE RATING — Reporting Supervisor's/Manager’s rating of the employees
_ overall performance during the appraisal review period.
Explanatior of Overall Performance Reting — A nairative explaration of the rating of overall
performance during tha appraisal report review perlod is required.
Vil. PROFESSIONAL DEVELOPMENT— This section is designed fo Indicate spacific activities, such as
- ssslgnments, training, and education that the employee should participate in during the next rating
~ period. The activities can help the employee prepare fo; future advancement or to improve
 performance in areas where He/she needs improvement. '

Viil, JOB STANDARDS MEETING — The supervisor, the employse, and the reviewer initial to varify that
the Job Standards Meeting has taken place on the date indicatad according to the requirements
- specified in Section 9-6 of the HSA Personnel Procedurss Handbook. The reviewer need not -
partlclpate In the Job Standarde meeting with the empioyee.

IX. MID-POINT REVIEW — The supervisor the employee, and the reviewer initial to verify that the Mid-
Point Review has taken place on the date indicated according to the requirements specified in
Section 9-5 of the HSA Personnel Procedures Handbook. The reviewer need fiot participats in the
Mid-Point Review with the amployse,

X. REPORTING SUPERVISOR/MANAGER — This Is the person who dlrectly superwses the employee s
performance. .

Xi. REVIEWER CERTIFICATION — The Raviewer Is generally the individual who supervisas the
teporting supervisor/manager, The Reviewer is to complete the Certification prior to the

Perforimance Appraisal meeting with the empioyae,

Xil. EMPLOYEE STATEMENT ~ Employee's opportunity to regpond fo the PA Report using a checklist,
signatute and date, Signing the report only cerdifies that the amployee has read it i does not
Indleats, unless marked, that the smployee agreee with the report.
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lii. PERFORMANCE RATING STANDARDSZ

PERFORMANCE RATING STANDARDS and NUMERIC VALUES
Use the following to identify employee’s level of performance

PERFORMANGE RATING | . ~ NUMERIC VALUE =
OUTSTANDING . NUMERIC VALUE - 5
The Empioyee

« Demonstrates partrculady excellent performance that is of such high quality that
organizational goals have been achieved that would not have been otherwise.

o Demonistrates mastery of technical skills and-a thorough understanding of the mission
of the organization and has a fundamental |mpact on the completion of program

© objectives,

« Demonsirates an ablhty to get the job done well i in more than one way whils handimg
difficult and unpredicted problems.

o Exerts a major positive influence on management practices, opsrating procedures
and/or program implementation, which contribute substantialiy fo organizational growth
and recognition.

¢ Plans for the unexpected and uses alternate ways of reaching goals, Difficult
assignments are handled intelligently and effectively.

e Has produced an exceptional quantity of work, ofien ahead of éstablished schedules
and with litile supervision. :

e The employee’s oral and writien communications are exceptionally clear and effective.
Hefshe Improves cooperation among participants In the workplace and prevents
misunderstandings, - Complicated or conroversial subjects are sresented or explained
effectively to a variety of audiences so that desired oufcomes sre achzevsd

EXCEEDS STANDARDS " NUMERIC VALUE - 4

Ths Employee .
¢ Demonstrates unusually good performance that exceeds expectations In critical areas

and exhiblis a sustained support of organizational goals.

« Shows a comprehensive understanding of the objectives of the job and the procedures
for meeting them.

¢ Plans effectively, improving the quahty of management practices, operatmg procedures
task assighments andfor program activities.

« Develops and/for implements workable and cost-effective approaches to meeting

organizational goals,
s Writes and speaks clearly on difficult subjects to a wide range of audiences and works

effectively with others to accomplish organizational objectlves

Confidential Psrformance Appraieal Report Page 3 of 16
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COVMPETENT AND EFFECTIVE NUMERIC VALUE - 3

The Employee
» Demonstrates good, sound pérformance that meets organizational goals.
s Generally completes alf critical activities in a timely manner and supervisor Is kept informed
of work issues, alteratione and status. :
Effectively applies technical skills and organizatsonal knowledge to get the job done.
Successfully carries out regular duties while also handting any difficult special assignments, |
Plans and performs work according to orgarizational priorities and schedules. :

Communicates clearly and effectively.

DEVELOPMENT NEEDED . | NUMERIC VALUE = 2

The Employee’s performance shows serious deﬂciencies that requires correction.
» The employee's work frequently needs revision or adjustments to meet a minimally
successful level.
o All'assignments are completed but often require ass:stance from supervisor and/or peers.
o Organizationaf goals and objectives are met only as a result of close supervision.
o On one of more occasions, important work requires unusually close supervision to mest -
organizational goals or needs so much revision that deadlines were mlssed of imperiled.
The Employee demonstrates:
a A lack of awareness of policy Implicaﬂons or assignments;
o Inappropriate or incomplete use of programs or services,
o Circumvention of established procedures, resultnng in unnecessary expandtture of time or
money;
Reluctance to accept responsibility,
Disorganization in.carrying out assignments;
Incomplete understanding of one or more important areas of the field of work;
Unrsiiable methods for completing assignments; .
Lack of clarily in writing and speaking;
Failure {o promote team spirit. -

UNACCEPTABLE - NUMERIC VALUE - 1

The Emp!ayse s performance is unaeceptable
s The quality and quantity of the employse's work are not adequate for the position,
»  Work products do not mest the minlrnum requirements expected,
The Employee demonstrates;
s Littls or no contribution to crgamzatfanat goals;
s Fallure to'mest work objectives; :
+ Inattention to organizational priorities and admintstraﬁve requirements;
»  Poor work habits resuiting in missed work deﬂdlines andfor incomplete work products;
]
L

Strained work relationships;
Failure to respond to client néeds;
Lack of re_spcnse‘to Supervisor's corrective efforts.
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V. JOB DESCRIPTION

Under CAAP Carrymg supervision, performs a varlety of technicai duties in the review and
determination of continuing eiigiblhty of CAAP.clients.

Daliy Observance of HSA .
Knowledge of CAAP Currying e!igibility
¢ Soclal Security card requnrement

VA Verification. -
Referral to other programs |
Verification of employment, UIB and DIB.
Student status verification.
Issuance of temporary ID's.
‘Working referrals. _
Refer clients to Social Securlty agencies T HC efc.).
Medical referrats. .
ID and Verification and issuance,
Residency verification. '
Discontinuance of ineligible. ¢! |ents
Refer appropriate clients to $Si umt
Explain Remedy and Fair Hearing to clients.
Resolve "Lost Warrant” or EBT issuss
Job searches..
Stabilization clients.
Referral of Medical clients to TruagelSSi case management
CAAP Cassload Management:
e Filling of paperwork.
 Referral to othér agencies,

Verification of resources and other sources of income.
" Writing case comments in CalVViN.

Enter information in CalWiN.

Maintain case records. |

File case alphabetically.

® ® ® 2 @ ® & & ® o ® 8 ® @ e ® e

@ 2 @ o
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Determining ongoing CAAP Eligibility

Determining grant of client.

s Compute and collect overpayments.

s Provide clearance for possible other publlc assistance and other important -
information needed.

¢ lIssues timely nstices _

s Determine proper grant for CBP clients.

 Adher to Customer Service
Perform quantity of work as assigned

Responsible for spsclalizsd caseloads such as:

Halfway House

income Disregard Program.

Language cases, such as: Russian, Spanish and Filipino,
Stabilization

Pregnant clients.

Follow H3A Vislon, Misslon and Core valuss and sadhers to Pergonnel
Procsdures
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Job Class: 2503 Job Title: CAAP Carrying Eligibility Worker

| Employee Name: Last: Sigag  First: @ M,

Féating Period: (Month/Day/Year) From: 07/05/2012 To: 07/056/2013

B e et

V. PERFORMANCE DESCRIPT!ON AREAS

In the following sactions describe the job responsibi!lties and performance
standards. .

it may be helpful to reference the Major Responsibihties outlined in the Job
Description Section IV,

Select a rating level number and provide an explanation of each performance '
rating In the “comments” box.

1 - Unacceptable
2 - Development Necsded
3 - Competent and Effective
4 - Exceeds Standards
6~ Outstanding

Sec. _ De artmental Reuireman

1. esgonsibilig Disaster Service Worker Preparedness-
Take all necessary stéps to prepare yourself for an emergency.
In your capacity as a Disaster Service Worker:
¢ Provide updaied personal contect infonmation io your departiment so that you can be
_ contacted In the event of an emargency;
e Reportin and respond promptly to instructions by the City and/or your department in"

the event of an emergency;
e Complete the Department of Human Resources Disaster Service Worker and

Personal Preparedness Training by the date as determined by the agency’
Carry out disaster-related work assignments as requirad :

. Yes [ 1 No

Comments:

. W@y hae maintained his persmai contact infoﬁmhcn up—tn—data for avents
-of em&rgency
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2. Responsibility: Commitment to Health & Safety

- Comply with deparlméntal safety and security guidelines and bollcies
Report all occupational injuries, ilinesses and near misses to your Supervisor
Correct or report unsafe working conditions.
Ask for assistance or guldance when you do not fuily understand the safe way to do
your job.
Work safely and promote and facilitate a safe work environment.

s Not undertake any task, use any fool, or operate equipment unless authotized to do

80.
e Altend schedu#ed Health and Safety training and medical surveillance exammattons

as required.
Use and maintain personal protective equipment required for safe job performance

I Yes D No

L]

Commenu::

Mr. ’ has maintained a safe and secured wcrking condltion in his work
area.

He has actively participated in the foliowing training provided by the
Department:

| UPP 2% Quarter 2012 Training: Office Safety, Sept. §, 2012
F? 3™ Quarter 2012 Training: Preparing for Seasonal Fila/
Practicing Haa!thy Habﬁts December 13, 2012

3. F es‘g’onsibiiig‘ Upholds Agency Vision, Mission, and Core Values
ISiOﬂ San Francisco is a diverse community whose children youth, familles, adults, and
seniors are safe, seif-sufficient and thriving. 1
ISSIQ : The Human Services Agency promotes well-being and self-sufficiency among
_individuals, families, and communities in San Francisco. .

VALUES

*  Respect = Customer Service

a  Diversity = Communication _
= [ntegrity = Continugus Improvement
»  Partnership :

For a compiete deseription of the Core Values, please visit the HAS Intranet under Vision,
Mrss!o 0 Value

X Yes [ No
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Commenis:

Mr. & E-Tollows HSA Vlsion, Mission and Cara values and adheres to
Personnel Procedures.

4. Responsibility: Attendance Standards

The Agency has established the following uniform attendance standards fo measure
employee performance in this area and its corréspending performance evaluation rating in &
twelve month period. The Standard In Howrs below refers to hours of absence. Absence
shall Includs Sick Leave (sick leave not covered under the FMLA, Workers Compensation,
or ADA approved leaves), AWOL, and other unexcused abssnces from work, Refer to
Section 9-8, V1. - A, in the Personnel Pollcy and Pracadures Manual for specific details on

Attendance.

Standards In Houre |- |Performance Rating
t luding 3 |
0 up toand inclu ing 2 _ 5-0u_tst_a_n di_ng
Over 32 and induding 64 hows || 4 - Exceeds Standards

Qver 64 and incuding 104
‘ an “hours | - | 3 — Competent and Effectwe

Over 104 andincuding h;m .2~ Development Needed (H@hraiboﬂmrwarﬂa
. s SSEY

Over128 hours (.| 7~ Unacceptable (Exoessive and persistent patismm of
sriennous labeness andior sbsence)

Rating: 01 D2 3 ®4 08

Raiing

1

During the report period from 97!051212 through 07/06/13, Mr. i
total of 44 hours sick leave. According to the DHS Persannel Handhmk on .
Attendance, this Es considered Ex&seés Standards.
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Maintaining eligible clients in active status.
.o Residency verification :
e Ib,88CBC- .
o Verification of earned and Lunearned incomé
+ Resolve "Lost Warrants” or EBT problems.
s S8l application verification *

Discontinulng Ineligible Ciients,
'« FRED and SIU referrals.
e Referral to other programs - Food Stamps, Medical, CAPi

s Explaining Remedy and Fair Hearings to Clients.

Monltoring Employabllity Requirements: |

Student Status

Referral to other CAAP Unats (PAES GA & SSIP}
DPW

" Job search -

Triagz & Dr. referrals

Ratiﬁg:lj'! D2 X3 04 06

Ratlng Comments:

Mr s understands the baslc rules, regulations, policies and procedures
of the CAAP Program and was able to apply them during the desk tralning.

Mr. g8 has managed his time- well, sent notices in a timely manner, flled.
documents in correct folder, issued correct benefit and delivered services to
her clients in accordance to the rules and regulation of the CAAP Program.

Mr. 4§ maintains his eligible cllents in active sfatus, and properly
discontinues ineligible cases. He processes verification requirements of
clionts both homeless and houses. As nesded, he processes ID, Saocial
Security Cards and Birth certificate requesis. :
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| M. gl

sitity and mantadé: CAAP Cass Load
Management ' 4

+ Desk and Time management.
¢ Narate case reisarc‘{s in Cal\WiN,
o ffScﬁédsﬁ@lap;aointﬁwﬁts:”‘ DR
e Organize pefsonél workspace.
s . Complete timely and accurate filling.
s _CalWiIN entries.

Rating:11 D2 ®3 (J4 06 .
- Rating COmmeng:r -

gy has PAES caseload. Mr. S work parformanea is commendable
| ae he demonstrates good desk and time management skills.

His scheduling Is organized. He writes very detalled narrative, maintained his
appointments.

3. Res nsiblil bV ¢

sponsil and Performance :|Beter'minlr§g on-going
Ellglbllity '

o Tlmely processmg of on gaing CAAP e|ig|bihty and PAES

e Maintain Overdue RV's and PEC's within section standard
e Complete renewals and update PEC's.

® Timeiy discontinuance of eitgable clients.

'y Ensure proper benef" ts issued mcluding, CBP & Stabiilzation

o _Represent County Fair Hearlng

Rating: [(J1 (D2 X3 04 (s
Rating Comments:

g transfor cases {o GA!?AES as they become e!igibla He compietas
his recerﬁﬁcamns in the month they are due, update his cases aid and pec
codes timely. Mr, 8k also ensures that ineligible clients are discontinued,
and that proper banaﬁts are lssued. .




4. Responsibllity and Performance Standard: Custorner Service =

s Adhere to CAAP phone policy.

o Foliow HSA Vision, Mission, Values.

» . Adapt o changing work situations.

s Minimize customer complaints and maximize compliments.

s _Attend fo clients needs.

Rating: ¢ [J2 [03 X4 [J6
Rating Comments: :

Mr. Mg is véry_ courteoiis and respectful to his cliente. He is thorough in
explaining information to his clients. He also answers his phone and returns
calls promptly. Mr. i@ roceived two compliments during this period of

evaluation. Coples attached.

5. Responsibliity and Pa_ﬁoiménée Siahdérd: Quaﬁtity of Work{Motiva‘ﬂon

¢ Perform special assignments. (Home visits,l',L’ead worker Etc.)'

o Participate in tra’inin'g for professional and/or personal devélopmént. _
* Improve performance of unit (monitoring, role model, etc.,) '

» _Attend & participate in unit meetings and frainings._

Rating: 1 [J2 3 04 16 -

During this period, Mr. 3l has actively participated in the Following mandatory

s

. Yes Program Training, August 20, 2012

s Calwin Web Enabled Application Training January 17; 2013

1o Purging and imaging Procedure ~ February 28, 2013

Starting February 2013, CAAP program has started the implementation of purging
caseload and imaging procedure training In preparation for the program'’s iFiles
environment. o o

The implementation of iFiles system of indexing and scanning documents that
requires clients file folders being purged of extraneous and cluplicate documents

were readily embraced and applied by Mr. #§8my in his caseload. He has
completed this project within the given firiie frame properly and accurately, with

correct atiltude and enthusiasm. :
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Vi. Overall Performance Rating

1 - Unacceptable 2 - Development 3 = Competent 4= Excéeds § « Outstanding
Needsd and Effective Standards
o- 0 R [ 0

‘ F =i recommended to contmue in his currant classification as a 2903
, EEigibility Worker.

Vil. Professional Development

This section is provided fo indicate specific aﬁfiwties, suah as; assignments trammg and
education, that the employee should participate in during the next rating petiod, The
activities car help the smployee prepare for fulure advencement or to improve
perfannance in arsas where hs/she needs improvement.

. 8B first six months as an EW, | had diﬂ‘icu!ty having him submit reports
and cases wli:hout reminding him to be more timely. More epecific exampie Is his
Fair Hearing cases requested for review prior to hearing date.

However during this gecond six month evaluation period, Mr. il has nafah&y
overcome his difficulties. Not unly in submit&ing his work ﬁmaly, but also I
improving the quality of his wori. Mr. 4gie written namative is mors thorough .
making it easier for his co-workers and his supewi&or to understand the sequence

of case management.

Mr. mis continuously growing and matuﬂng in his capacity as an EW. He is
| encouraged to partlclpate in trainings for continued personal growth

Vill. Job Stand;

Initials éndiéate that the Job Standards Meeting 15 taken place on the date indicated.
Date: 07/01/2012 Initials: Sup: %7 Emp: A Reviewer:
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IX. Mid-Point Review , :
Initials indicate that the Mid-Point Review has ta en place on the date md cated.
Date: 01/18/2013 Initiais: Sup: _Emp: &\_J Reviewer:

X. Reporting Supervisor/Manager

Nams, Work Address Clasa No. and Title’

(Flnt oo Lastﬁame) e: | 2807 N 07/05/2013
Eligibitity Worker Supervusor (Month/Day/Year)

Lucy Borromeo

Work Addresa: . - ‘
. ; , : - 07i06/2013

1235 Mission St,, 4" Fir, e
San Frant:isc.o. CA Supervlu’anManagsr 2 Signature | Date

94103

Date Repoit given to Employae

Xl. Reviewer Certification

Name, Work Address Class No. and Title Date of Conferranca With Employee
' Nams: FFIm Name , Last Name) Manage_r _
Viadimir Rudakov : : (&?nthmayﬁaan
Work Addnas: - Date of Review
" o .
1235 Miss@n St,4"Fir. | (HonthiDayiYear)
San Francisco, CA 84103 | a

Xil. Employee Statement (See Handbook for Statement of Empioyee Rights)

. Employes Statement .
| Agree with this Report
(11 request a Confersnce with the Reviewer
] Rebuttal Attached" ] el
.[]1 Do Not Agree with this Report: : e :
Section: Number: © | Signature /

*NOTE: Employee Rebuttal must be submitted to Coetifica | Huve Ruad the Roport
Personnel within 30 calendar days from the “Date
Report given to Employee” on the Performance
Appraisal form.
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" City and County of San Francisco - Human Services Agency
555375’ Bepsranent of Human Services

S ’ Depariment of Aging and Adult Servh
S Edwin M. Lee, Mayor ° g e lf Nm.

Trant Rhorer, Executive Director

May 29, 2013

Dear Ms. Hayward,

I would like to acknowledge receipt of your letter complimenting one of my workers, Mr.

1 understand that Mr. 5§88 has been very helpful and efficient in assisting you with your General Assistance.

Thank you for taking the time In sharing your experience with us. We pride ourseives in knowing that our workers care -
for their clients with utmost understanding and good customer service, Ii is always gratifying to know when we’ve met

this expectation.

I will commead Mr.“-for his good work, and share your comments with our Section Manager and Program Director.

Thank you so much.

Respecifully,

Lucy Brrmeo .
Carrying Unit Supervisor
County Adult Assistance Program

* Ce: Rosane Soriano, Acting Frogram Dirsctor
Viedimir Rudakov, Cartying Section Manager

2.0, Box 7683, San Frencieco, CA 84120-7088 « (418) 657-800C = www.sfhea.crgf
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- What.was the purpose of your
most recent visit at 1235
. Missiong

O To apply for CAAP {PAES, SSIP,

_ or GA} at Reception
L To see an infake Eligibility

%_@, | ,,
To meet with a Cdnying:

Eligibility Worker :
Ll To meet with an §Si Case
Manager .
[ For PCS Services .
' ForTriage Assessment
L Other [please explain)

How long did you wait 1o see
YOour ZAAP. worker?e |
15 o 30 niinutes
L} Between 30 minutés and one
hour - .
U More than one hour

-Did you have an
appomtment? A
es U No {l did not call

: . , ahead]
ém%mac on fime?
Yes 0 No {l waslate}

| W\r@nw one)
| Always

I recaive courteous and helpful
service from CAAP employess

W@\mwn ong}
}_éﬁﬁ ‘

U Not usually

B Usuglly

. O -Never

| & satisfied with the way
CAAP employees respond to
my phone cdlls {check one)

@Azoﬁ 0 Usuaily

O Not usually J Never

When | have questions or
problems, CAAP m33_0<®mm
give me prompt answers

O Usually
0 Not cmco__< 0 Never

" My CAAP worker makes sure |

L

to qudiify for or keep my

quv_mw {check one)
~ Always W Usually

understand what | have to do

Does your worker tell you the
locations of EBT ATMs that do

Do.qm@mﬁmma:,\ fees?
Yes U No )

~ if no, will you go fo this website

hitp.//iwww.ebt-sf.org to find
out where¢
J.Yes @ No

- Please add your own.
- comments and suggestions.

How can we better serve you?

Fofe | o /SE o7 .2
dart P S L By T
D g Fo g

F ey J \\R&ﬁ.ﬁr.

l.lw\nm.f. Lerriag 2 Cpe oy
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Yes 0 No {he/she was late) 57 = L ot t ol g dn e g
T et T FicOons Dr R prin

A
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O Not usually O Never






THE FOLLOWING MATERIALS ARE INCLUDED FOR
INFORMATIONAL/BACKGROUND PURPOSES ONLY. THEY
ARE RELATED THE ORIGINAL APPEAL BY SEIU, LOCAL
1021 OF THE 2903 ELIGIBILITY WORKER JOB
ANNOUNCEMENT.

THIS MATTER HAS ALREADY BEEN DECIDED BY THE
CIVIL SERVICE COMMISSION. AT ITS MEETING OF
FEBRUARY 4, 2013, THE COMMISSION: “Adopted the report.
Sustained the decision of the Human Resources Director. Denied
the appeal by Sin Yee Poon on behalf of SEIU Local 1021. (Vote
of 3 to 0; Commissioner Jung was excused during this item)”






KATE FAVETTI
PRESIDENT

SCOTT R. HELDFOND
VICE PRESIDENT

MARY Y. JUNG
COMMISSIONER

E. DENNIS NORMANDY
COMMISSIONER

JENNIFER C..JOHNSTON
EXECUTIVE OFFICER

CiviL SERVICE COMMISSION
CiTY AND COUNTY OF SAN FRANCISCO

EpwiN M. LEE
MAYOR

January 24, 2013

NOTICE OF CIVIL SERVICE COMMISSION MEETING

Sin Yee Poon

SEIU Local 1021

350 Rhode Island Street, 100 South
San Francisco, CA 94103

SUBJECT: APPEAL BY SIN YEE POON ON BEHALF OF SEIU LOCAL 1021,
REGARDING THE JOB ANNOUNCEMENT FOR CLASS 2903

ELIGIBILITY WORKER (CBT-2903-059333).

Dear Ms. Poon:

The above matter will be considered by the Civil Service Commission at a meeting to

be held on February 4, 2013 at 5:00 P.M. in Room 400, Fourth Floor, City Hall, 1 Dr.
Carlton B. Goodlett Place.

This item will appear on the regular agenda. Please refer to the attached Notice for
procedural and other information about Commission hearings.

Attendance by you or an authorized representative is preferable. Should you or a
representative not attend, the Commission will rule on the information previously submitted
and testimony provided at its meeting. Where applicable, the Commission has the authority
to uphold, increase, reduce, or modify any restrictions recommended by the department. All
calendared items will be heard and resolved at this time unless good reasons are presented
for a continuance.

All non-privileged materials being considered by the Civil Service Commission for this
item are available for public inspection and copying at the Civil Service Commission office
Monday through Friday from 8:00 a.m. {0 5:00 p.m.

SERVICE CO SION
/ M/wm/é/ X

JENNIFER JOHNSTON
Executive Officer

Attachment

¢:  Jeanne Buick, Department of Human Resources
Micki Callahan, Fuman Resources Director
Linda Simon, Department of Human Resources
Chief Greg Suhr, San Francisco Pelice Department
Svetlana Vaksberg, Department of Human Resources

Alice Villagomez, San Francisco Police Department Pl SOUUMENT SUPPORTS
Commission File CALEN Q,&R ITEM
Commissioners’ Binder

Chron

25 VAN NESS AVENUE, SUITE 720 ® SAN FRANCISCO, CA 94102-6033 @ (415) 252-3247 © FAX (415) 252-3260 ® www.sfgov.org/civil_service/






ORIGINAL APPEAL
- SUBMITTED BY
APPELLANT






KATE FAVETTI
PRESIDENT

ScoTr R, HELDFOND
VICE PRESIDENT

MARY Y. JUNG
COMMISSIONER

E. DENNIS NORMANDY
COMMISSIONER

JENNIFER C. JOBNSTON
ExECUTIVE OFFICER

Foon, Sin Ve (Livz])

- CIVIL SERVICE COMMISSION
CiTtYy AND COUNTY OF SAN FRANCISCO

EpwIN M. LEE

MAYOR
NOTICE OF RECEIPT OF APPEAL
DATE: October 9, 2012
RE_GISTER NO.  0355-12-4
APPELLANT: - SIN YEE POON (SEIU 1021)
Micki Callahan |

Human Resources Director
Department of Humah Resources

1 South Van Ness Avenue, 4™ Floor
San Francisco, CA 94103

Dear MS. Callahan:

The Civil Service Commission has received the attached letter of appeal from
Sitr Yee Poon, SEIU Local 1021; appealing the job announcement for class 2903
Eligibility Worker (CBT-2903-059333). The appeal of the 2903 Eligibility Worker job
announcement, issued on September 14; 2012 is transmltted o you for review and
action as is appropriate.

This matter has been tentatively scheduled for héaring by the Civil Service
Commission at 2:00 p.m. on November 19, 2012 in Room 400, 4th Floor, City Hall,
1 Dr. Carlton B. Goodlett Place. If you are unable to proceed on this date or if for any
reason the appeal is not timely or appropriate, please notify me by use of the "Action
Request on Pending Appeal/Request” (CSC Form Number 13). '

- Sincerely,
CIVIL SERVICE COMMISSION
iy (ot
JENNIFER C. JOHNSTON
" Executive Officer

Attachment

~¢: Donna Kotake, Department of Human Resources

John Kraus, Department of Human Resources
Robert Thomas, Human Services Agency
Elizabeth Jacobi, Department of Public Health

25 VAN NESS AVENUE, SUITE 720 ® SAN FRANCISCO, CA 94102-6033 ® (415) 252-3247 @ FAX (415) 252-3260 @ www.sfgov.org/civil_servicef



'CIVIL SERVICE COMMISSION
C1TY AND COUNTY OF SAN FRANCISCO

" EpwiN M. LEE

MAYOR
DATE: October 9, 2012
REGISTER NO.: 0355-12-4
KATE FAVETTI | APPELLANT: SIN YEE POON (SEIU 1021)
PRESIDENT . '
Sin Yee Poon

SCOTT R. HELDFOND| SEIU Local 1021
VICEPRESIDENT! 350 Rhode Island St., Ste. 100 South
, _ San Francisco, CA 94103
MARY Y. JUNG :
COMMISSIONER | 130, o Poon:

E. DENNIS NORMANDY . , . ) » -
COMMISSIONER _ The Civil Service Commission has received your letter appealing the job
announcement for class 2903 Eligibility Worker issued on September 14, 2012.
Your request has been forwarded to the Department of Human Resources for
investigation and response to the Civil Service Commission.
JENNéFXiIé <. Jo(r)n:;zc;: If timely and appropriate, this matter will be scheduled for hearing by the Civil

Service Commission in the near future. You will be notified approximately one week
in advance of the hearing date. In the meantime, you may wish to compile any
additional information you would like to submit to the Commission in support of your
position. Tn addition, you will be notified and provided a copy of the staff report of
your matter when it is received in the Commission office.

‘The Civil Service Commission meets on the 1st and 3rd Mondays of each
month. The deadline for receipt in the Commission office of any additional
mformation you may WlSh to submit is 5:00 p.m. on the Tuesday preceding the meeting -
date.

Smcerely,

CIVIL SERVICE COMMISSION

Chondy @W

JENNIFER C. JOHNSTON
Executive Officer

c: Micki Callahan, Human Resources Director
Donna Kotake, Department of Human Resources
Jobn Kraus, Department of Human Resources
Robert Thomas, Human Services Agency
Elizabeth Jacobi, Department of Public Health

25 VAN NESS AVENUE. SUTTE 720 ® SAN FRANCISCN. CA 94102-6033 @ (415) 252-3247 @ FAX (415 252-3260 ® www.sfov_ore/civil service/
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APPEAL TO THE CIVIL SERVICE COMMISSION

TYPE OF APPEAL: (Check One) -
INSTRUCTIONS: Submit an original copy of this form to the |

Execufive Officer, Civil Service Commission, 25 Van Ness | 8
Avenue, Suite 720, San Francisco, CA 94102-6033. Appeal | g
must be received by the Executive Officer within the
designated number of days following the postmarked mailing 8
date of notification from the Department of Human Resources to 9
the appellant. Original signature of appellant or authorized
representative required for appeals. (E—mall not accepted.)

Examination Matters (by COB* on 5" working day)
Employee Compensation Matters (by COB* on 7th
working day) - Limited application

Personal Service Contracts (Posting Period)

Other Matters (30 Calendar days)

(i.e., Human Resources Director/ Executive Officer Action)

. o Future Employability Recommendations (See Notice to
COB=Close of Business Employee)
Sin Yee Poon (on behalf of lower flex classes), Local 1021 SEIU Local 1021, 350 Rhode Island, Su. 100 So.; (415) 848-3663
1l Name of Appellant Work Address Work Telephone
Job Code Title Department
Residence Address

City State Zip Home Telephone

Full Name of Authorized Representative (if any) Telephone Number (including Area Code)

IR I e P

COMPLETE THE BASIS OF THIS APPEAL ON THE REVERSE SYDE. (Use additional page(s) if necessary)

Does the basis of this appeal include new information not | Check One:

previously presented in the appeal to the Human Resources | WYBS X No
Director? If so, please specify. ' '

Jriginal Signature of App&l‘mt or Authorized Representative

CSC-12 (67/07) Date Received by Civi




State the basis of this appeal in detail:

. Please see attachéd.

CSC-12 (07/07) (Use additional sheets if needed)



On behalf of the incumbents of the flexibly staffed classification series, including but not limited to the
2903/2905, 9702/9703, 2910/2912, | am hereby appealing the decision of the Human Resources
Director, dated September 26, 2012, and postMarked September 27, 2012, declining to uphold my
September 21% appeal regarding the changes made to the job description, deviating from the official
class specification, in the September 17" job announcement of the 2903 Eligibility Worker.

Specifically, the September 17" job description‘omitte‘d key elements of the 2903 class specification, i.e.
the references to the “Distinguishing Features” of the 2903 as “the entry level class in the Eligibility
Worker series. . . distinguished. . . by tasks and duties being performed under closer supervision. . . this

class is typically used a s training class . . . . Positions in [2905] class are flexibly staffed and are normally
filled by advancement from the class 2903 Ievel."

| must point out to the Commission that the “Definition” of the Classifications 2903 Eligibility Worker
and 2905 Senior Eligibility Worker are the same. The differences between the.two classifications are
described in the “Distinguishing Features” section of the Class Specifications, and these “Distinguishing

Features” of each classification determine both the type of duties and the level of responsibility
appropriate to each classification.

[ssuing a job announcement/joi:) description of the 2903 without references to the "Distinguishingr
Features” is tantamount to issuing a job description of the 2905 and calling it classification 2903 with the
pay level of the 2903 and is, therefore] inconsistent with the ofﬁmal class specification.

Civil Service Rule Sec. 109.6 Class Speciﬁcation provides in part that “The appointing Ocher has the
authority to assign an employee to perform work provided that it is consistent with the type of duties
and level of responsibility of the employee sclass. ...” Rule Section 109.16.2 additionally provides in
part that “4) Temporary out-of-class assngnments shail not be made when an appointment based an the
regularly established Rules and procedures of the Civil Service Commission may be made.”

As we believe the intent of the Human Services Agency is to assign duties of the 2905 to the new hires
responding to the current job announcements, the City’s issuance of a job announcement and job
description of a 2903 that is indistiriguishable from the jo'b description of the 2905, since the
Distinguishing Features of the 2903 are consciously omitted, is in violation of the Civil Service Rule 109
as detailed above, in addition to v10latzons ‘of other relevant Rules.

Therefore, on behalf of the other appellant, | ask the Civil Service Commission to-

¢ Direct the Human Resources Department to rescind the currént 2903 job announcement and
job description and revise same so that it is consistent with the official class specification of the
2903 prior to reissuance. .

¢ Find City Departments that use 2903s {or other lower flex tlassifications) to perform the work of
the 2905 {or other corresponding higher flex classifications) to be in violation of Civil Service

Rules and take appropriate action to remedy-the violations, including but not limited to halting
~ the inappropriate assignments.

Thank you, Commissioners, for your time and attention to this matter.






CIVIL SERVICE COMMISSION
REGISTER,
e o Y
Eng, Sandra ' AvovTiodal. MaTgg s,
‘ RE! & Poord APPCA(
om: Sin Yee Poon <SinYee.Poon@SEHUL021.0RG>
Sent: - Friday, October 05, 2012 2:07 PM
To: . Callahan, Micki; Eng, Sandra ‘
Cc: Pena, Renato; Bynum, Michael; Supreet Pabla; Gus Feldman; Thomas, Robert; Gran,
‘ Martin ‘
Subject: . RE: 2903 ELIGIBILITY WORKER
Attachments: - M Callahan Response 9-26_001.pdf; Flex Appeal to CSC 10-4-_001.pdf

Good Afternoon, Ms. Callahan.

Attached are 1) your 9/26 response to my 9/21 appeal below, and 2) my 10/4 appeal to the Civil Service Commission

regarding your 9/26 response/decision. This is your courtesy copy; the original was hand delivered to the Civil Service
Commission office yesterday afternoon.

Ms. Eng, the Union would like to request that this item be heard at 5:30 p.m. to allow interested members in the flex
classifications to attend and 1o address the Commiission. Please let me know if I should direct this request to the new
Executive Officer, as | am not sure whether she has taken office as of yet. Thank you for your attention to this matter.

- Sin Yee Poon
Chief Elected Officer
SEIU Local 1021

From: Sin Yee Poon
Sent: Friday, September 21, 2012 2:45 PM
To: 'Kraus, John'; Callahan, Mlckl

Cc: Renato Pena (Renato Pena@sfgov org), Michael Bynum (Michael. Bynum@sfgov org); Supreet Pabla; Gus Feldmanm;
Thomas, Robert; Gran, Martin; Penland, Christina; Blasbas Anna; 'Sandra.Eng@sfgov.org’
Subject: RE: 2903 ELIGIRILITY WORKER

Thank you, Mr. Kraus, for your response.

My original message 9/17/2012 message to Ms. Callahan, was the appeal to the Human Resources Director regarding

the decision of her staff to post a job announcement which is inconsistent with the class specifications. However, | will
be happy to restate the appeal.

Dear Human Resources Director Callahan:

This shall serve as the appeal of the determination by HSA, DPH, and DHR staff to substantively modify, making for

inconsistency with, the class specifications of the 2903 Eligibility Worker classification in the current job announcement
posted on the DHR website.

Specifically, per the 2903 class speciﬁcatiohs, the 2903 “is the entry level class in the Eligibility Worker series. . .
distinguished . . . by tasks and duties being performed under closer supervision. . . this class is typically used a s training
class . ... Positions in [2905] class are flexibly staffed and are normally filled by advancement from the class 2903 level.”

fhe job announcement posted has deleted all references to all the entry level, training class (feeder class to the 2905},
closer supervision, etc., making the level of responsibility and the type of duties described inconsistent with that
contained in the class specifications. Further, the Department has, after hiring the new 2903s {and other lower flex

. :



ciassificatio-ns) through this type of job announcement description, worked the new hires withaut regard to the entry
level, training class, closer supervision level of responsibility and tasks.

In a]tefinjg:-fhe class §pecifieétions and assignment of tasks to be inconsistent with the type of duties and/or level of
responsibility of the official 2903 class specifications, the City has violated Civil Service Rules 109.6 and 109.16 and any
other relevant, applicable Rule.

Please let me know if you require additional information regarding this appeal.

Thenk yau for your attention to this maiter.

Sin Yee Poan

Chief Elected Officer
SEIU Local 1021

From: Kraus, John [mailto:john.kraus@sfgov.org]

Sent: Tuesday, September 18, 2012 3:42 PM

To: Sin Yee Poon

Cc: Thomas, Robert; Gran, Martin; Penland, Christina; Callahan, Micki; Biasbas, Anna
Subject: RE: 2903 ELIGIBILITY WORKER

Dear Ms. Poon-

Your concern regardlng the announcement for 2903 Eligibility Worker (CBT-2903-059333) has been
brought to my attention. Specifically, you believe that the announcement is inconsistent with the type of
duties and/or level of responsublllty described in the 2903 job specification.

The language of the announcement has been reviewed by several HR personnel, including myself, in
response to your concern. Although the duties described in the announcement may not be verbatim from
the job specification, they are consistent with the duties, knowledge and skilis stated in the job
specification, and in fact paraphrase those items.

It should be pointed out that the eligible list produced as a result of the current 2903 announcement will
be used by both the Departments of Public Health and Human Services. Therefore, the format of the
current 2903 announcement is such that the duties of an Eligibility Worker in each of these departments
are described separately. In this regard, please note that the Department of Human Services’ job
description language is essentially no different from that which was used previously in the DHS
recruitment for 2903 Eligibility Worker in 2009 (CBT-2903-056020). Also, no appeals of the job duties
were received in response to the Eligibility Worker job announcement that was issued in 2009.

The 2903 job specification includes a section that distinguishes the duties of a 2903 Eligibility Worker from
those of a 2905 Senior Eligibility Worker. These distinguishing features are not discussed in the 2903
Eligibility Worker job announcement, nor do they need to be. That is, it is not the general practice to
include in a job posting language that differentiates the target class from other classes that might exist
within the title series. Rather, a brief description of the job and listing of the essential job duties is
sufficient for the purpose of recruiting job applicants. How the posted job class differs from other classes
within the title series is more of a classification matter.

If you believe that there are certain job duties that don't belong in the 2903 announcement or that key
job duties have been omitted in the announcement, please bring those to my attention. I would be glad
to review specific items that may be of concern to you. Otherwise, I see no reason to delay the current
recruitment and examination process for 2903 Eligibility Worker.

You may appeal this determination to the Human Resources Director within five (5) business days from
“receipt of this notification. Your appeal must be submitted in writing and must specify the basis upon
which it is being made.



Sincerely,

- John Kraus .
Mrector, Recruitment and Assessment Services
separtment of Human Resources

From: Callahan, Micki

Sent: Monday, September 17, 2012 4:34 PM
To: Sin Yee Poon

Cc: Thomas, Robert; Gran, Martin; Kraus, John; Penland, Christina
Subject: RE: 2903 ELIGIBILITY WORKER

Hello Sin Yee, ) _
We will review the matter with the department and with our RAS unit, and will get back to you with a response.

Regards,

- Micki Callahan .

Human Resources Director

City and County of San Francisco
One South Van Ness Ave, 4™ floor”
San Francisco, CA 94103
415-557-4845

From: Sin Yee Poon [mailto:SinYee.Poon@SEIU1021.0RG]
Sent: Monday, September 17, 2012 1:35 PM
To: Callahan, Micki
c: Thomas, Robert; Gran, Martin
subject: Fw: 2903 ELIGIBILITY WORKER

Good Afternoon, Ms. Caliahan:

it has been brought to the Union's attention that DHR has on its website a joh announcement, for an examination of the

2903 classification, which is inconsistent with the type of duties and/or level of responsihility of the official 2903 class
specifications.

Said job announcement and description of duties is in violation of Civil Service Rules 109.6 and 109.16.

The Union is requesting that this job announcement be rescinded and revised for re-posting, so that it is consistent with
" the 2503 job specifications. :

Thank you.
. Sin Yee Poon

Chief Elected Officer
SEIU Local 1021

From: Penland, Christina [mailto:christina.penland@sfgov.org]
Sent: Monday, September 17, 2012 11:53 AM

To: Sin Yee Poon ‘

c: Thomas, Robert; Gran, Martin; Hodgkinson, Richard; Kraus, John
Subject: RE: 2903 ELIGIBILITY WORKER

© Good Morning Sin Yee,



The class specification for 2903 Eligibility Worker as not been revised, therefore we have not posted any classification
action. For your information, the class specification can be found online through this link:
http://www.jobaps.com/SF/specs/classspecdisplay.asp?ClassNumber=2903.

Questions regarding any particular recruitment announcement should be directed to the recruiting analyst listed on the
announcement or the Recruitment and Assessment Services Unit.

Thank youl

Christina Penland, Senior Classification and Compensation Analyst
City and County of San Francisco, Department of Human Resources
One South Van Ness Ave, 4" Floor, San Francisco, CA 94103
Phone: (415) 557-4848, Fax: (415) 557-4967
Christina.Penland®@sfqgov.org

‘www.sfgov.org/dhr

From: 5in Yee Poon {mailto:SinYee.Poon@SEIU1021.0RG]
Sent: Monday, September 17, 2012 11:13 AM

To: Penlard, Christina

Cc: Thomas, Robert; Gran, Martin

Subject: FW: 2903 ELIGIBILITY WORKER

Ms. Penland:

I was forwarded a HSA job announcement this morning which substantially changes the job specifications for the 2903 -
classification. 1did not receive a notice of a classification posting to change the specifications of the 2903 classification.

Please clarify as to how the specifications were changed without a classification posting.

Additionally, the Union is requesting that this 2903 examination be put on hold immediately pending a meet and confer
regarding any proposed changes to the classification job specifications.

Please let me know if you are not the persdn to receive such requests.
Thank you for your prompt attention to this important matter.
Sin Yee Poon

Chief Elected Officer
SEIU Local 1021

From: HSAExams/DHS/CCSF

To:

Date:  09/14/2012 08:36 AM
Subject: 2903 ELIGIBILITY WORKER



The HSA Job Announcement for the 2903 Eligibility Worker is now available at the Department of Human Resources
website: ‘

http://www.jobaps.com/sf/sup/BulPreview.asp?R1=CBT&R2=2903&R3=059333
Applications will be accept-ed through September 21, 2012 5:00:00 PM.
To apply: Please follow the directions as indicated on the website.

Please do not reply to this email - This is for informational purposes only.






City and County of San Francisco Department of Human Resources

 Edwin M. Lee ~ Micki Callahan
Mayor : Human Resources Director -

September 26, 2012

Sin Yee Poon

Chief Elected Officer

SEIU Local 1021 .

350 Rhode Island Suite 100
~ San Francisco, CA 94103

Dear 'Ms. Poon:

This 15 In reply to your 9/21/12 appeal of the announcement for 2903 Eligibility Worker (CBT-
2903-059333). You assert that this cutrent job announcement is inconsistent with the 2903 class

specification because it does not include certam information that is included in the class
specification. :

Specifically, you state the 2903 spec1ﬁcat10n refers to this clagsification as an entry level class
within the Eligibility Worker title series and, therefore, employees who work in this ‘class do so
under “closer supervision™. You also state that the job announcement deletes all references to

the 2903 class as a fraining class, which thercfore serves as feeder class to the higher-level, 2905
classification.

In reply, the job specification provides ‘information useful for récruiting (i.e., for posting job
announcements). For example, it contdins information regarding job duties, tasks and/or
activities of the classification, as well as information about major job. requiréments and worker
characteristics necessary to perform job activifies. Job seckers appreciate this information
because it allows them to assess their interest and abilities relative to the type of work described.

A job specification, however, is used for other purposes and is viewed by many personnel
specialists as a document that is primarily oriented toward classification andfor compensation
purposes, not personnel selection. For example, it may include information that is useful to

* determine if a worker in a particular position holds the correct title. Consequently, it is not
unusual to have the job specification include additional information which places the job in
context and helps differentiate it from similar classifications (&.g., those within a title series).
‘However, this type of information typically is not included i in a job announcement because its
purpose is primarily for classification, not recruitment.

The information that you believe is missing from the 2903 announcement (c.g., “closer
supervision”, fraining class, feeder class, entry-level class) is all designed to help differentiate the
2903 classification from other classes (e.g., 2905). Again, although this information is useful
for classification purposes, it is not required by the job announcement. For example, the 2903
Job announcement informs job seekers that a 2903 Eligibility Worker performs work under



“general supervision”; However; it is not necessary for the job seeker to know that this level of
supervision is “closer™ than that which occurs for 2905 Senior Eligibility Workers. '

You have not identified any specific, job announcement duties or tasks that conflict with
information m the job specification. Rather, you suggest that there are omissions in the
annoupcement and that this makes it inconsistent with the job specification. However, as I have
tried to explain, the job announcement is not the job specification. Therefore, the information
vou believe is missing, which pertains to classification, does not need to be included in the job
announcement. What is important is that- the 2903 Eligibility Worker job announcement
acctrately reflect the duties, tasks and minimum eligibility requirements that are addressed in the
2903 job specification. - ‘ '

Finally, you make refefence to the fact that “flexible staffing” has occurred in association with
the 2903 and 2905 classifications in the past. Please be reminded that the authority to implement
flexible staffing on an announcement by announcement basis resides with the Human Resources

Director. -

Sec. 111.16 Authorization for Flexible Staffing Prograim

The Human Resources Director 1s anthorized to establish flexible staffing programs to
promote permanent civil service employees past the probationary period to higher classes
within an occupational series or to ar;oth'er series by methods other than traditional
selection procedures. In establishing a flexible staffing program, the Fluman Resources
Director shall consider, among other factors, length of permanent service, performance
appraisal ratings, availability of positions, biidgetary restrictions, and equal employment
opportunity. The specific procedures and qualifications established shall be listed in the
flexible staffing examination announcement for the class(es) involved, °

In view of the above, I am unable to uphold your-appeal of the job announcement for 2903
Eligibility Worker. You may appeal this determination to the Civil Service Commission within
five (5) business days from receipt of this notification. Your appeal and request fora hearing
must be in writing or filed on the proper form (CSC-12 — Appeal to the Civil Service
Commission). | '

Sincerely,

3 \::: ‘l

.

(S

i,

A b

Xt
Micki-Callahan _
Human Resource Director
Departmnent of Human Resources

c: Ted Yamasaki
Sandra Eng
John Kraus
Robert Thomas
Steve Ponder
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CiTtY AND COUNTY OF SAN FRANCISCO
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Department of Human Resources
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City and County of San Francisco Departmént of Human Resources

Edwin M. Lee " Micki Callahan
Mayor Human Resources Director
MEMORANDUM
DATE: October 26, 2012
TO: The Honorable Civil Service Commission |
ot (P
THROUGH: Micki Callahan, Human Resources Director® _ :
FROM: John Kraus, Assistant Deputy Director

SUBJECT:  Appeal by Sin Yee Poon, SEIU Union 1021, regarding the Job Announcement for class 2903
- Eligibility Worker (CBT-2903-059333) {CSC Register Numbers 0355-12-4]

1. SUMMARY OF THE APPEAL

SEIU Local 1021 representative, Sin Yee Poon, submitted a timely appeal on behalf of incumbents serving

as 2903 Eligibility Workers and 2905 Senior Eligibility Workers (as well as incumbents in other fitles
described by Ms. Poon as “flexibly staffed classifications™). Ms. Poon believes that the job announcement
for 2903 Eligibility Worker “deviates from the official job specification,” thereby making it
indistinguishable from an announcement for 2905 Senior Eligibility Worker. She asserts that this 1s a
violation of Civil Service Rule 109.6 and requests that the current 2903 job announcement be rescinded and
revised. She also requests that the Civil Service Commission take appropriate action to remedy any
situations whereby City Departments use 2903 Eligibility Workers to perform the work of 2905 Senior
Eligibility Workers.

2. AUTHORITY/STANDARDS

Charter Section 10.101 provides that the Civil Service Commission (“Commission™) shall adopt rules,
policies and procedures to carry out the civil service merit system provisions of the Charter, including but
not limited to rules governing applications, examinations, eligibility and certification of eligibles, and
_classifications. Charter Section 10.102 provides that, pursuant to the policies, rules and procedures
established by the Commission governing the merit system, the Department of Human Resources (“DHR”)
is the personnel department for the City and County of San Francisco, with responsibilities including:
determining appointments on the basis of merit and fitness as shown by an appropriate test; authority over
the recruitment, selection, - certification and appointment of applicants/candidates/employees; and
classification of positions.

Consistent with its authority under the Charter, the Commission adopted Rules 109, 110 and 111 governing
Classtfication Specification, Examination Announcements and Examinations. Rules 109, 110 and 111
provide that the Human Resources Director has authority over the City’s Classification Plan, Examination
Announcements and the Examination Program respectively. With regard to Rule 110 in particular, the
Human Resources Director has the authority to rule on all protests of examination announcements. The
decision of the Human Resources Director regarding an examination announcement is final unless appealed
to the Commission. '

One South Van Ness Avenue, 4th Floor, San Francisco, CA 94103-5413 = {415) 557-4800 - www.sfgov.org/dhr



Appeal of Job Announcement for 2903 Eligibility Worker

October 22, 2012
Page 2 of 7

3. STANDARDS

Sec. 109.1

109.1.1

109.1.2

109.1.3

109.1.5

109.1.6

109.1.7

 Sec 109.2

109.2,1

109.2.2

Authority

As provided under the Charter Secfion 10,103 of the City and County of San

- Francisco, the Human Resources Director shall have the duty and authority to

establish a system of job classification and to allocate each position to a job class.

The Human Resources Director shall have the responsibility and authority to
allocate new positions to a class based on the level and type of assigned duties as
applicable under this Rule. Groups of positions form a class when it is determined
by the Human Resources Director that the duties are at the same level of
responsibility and authority.

The Human Resources Director, when notifiad of a significant change in duties,
shall analyze pesitions, If it is determined by the Human Resources Director,
through a jeb analysis, that the level and/or function of the assigned
responsibilities have changed significantly and are no lenger consistent with the
existing class, the position will be reclassified.

- The Human Resources Director has the authority fo amend class specifications as

necessary to refiect the major duties of positions within the class and the job
related knowledge, skills and abilities necessary to perform the functions of the
class.

The Human Resources Director has the authority to make changes te the
Classification Plan including creating new classes, abolishing, consolidating or
amending. classes consistent with the Classification Plan.

The decision of the Human Rescources Director regarding classification matters
including the authority to determine the status of an employee, shall be final unless
appealed to the Civil Service Commission. '

Notice and Appeals

Any employee, employee representative or appointing officer affected by a
classification action or status grant under this Rule may appeal the action to the
Civil Service Commission. The appeal shall be in writing, stating the basis on which
the appeai is based and shall be in accordance with the procedures established by
the Executive Officer of the Civil Service Commission.

Proposed changes in classification and/or status of permanent civil service
incumbents with existing status rights shall be posted for seven (7) calendar days.
A day the Department of Human Resources is closed shall not be counted as the
seventh (7™ calendar day. Proposed changes will become effective on the eighth
(8" calendar day following the posting date, with the following exception:
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109.2.3

109.2.4

Sec. 109.6

Protests shall be submitted to the Human Resources Director prior to the end of
the posting period.

The decision of the Human Resources Director is appealable to the Civil Service
Commission. The decision of the Civil Service Commission shall be final and not
subject to reconsideration.

Class Specification

109.6.1

109.6.2

Sec. 110.2

The class specification shall be the official description of the class.

The class specification shall be descriptive of the class but shall not be considered
as a restriction on the assignment of duties not specifically listed. The class
specifications are intended to indicate the kind of positions that should be allocated
to a class but shall not be construed as describing the eéxact duties and
responsibilities of each individual position allocated to the class. In addition to
defining the duties and characteristics of the class, the specifications shall give
examples of the more significant and typical duties assigned to the positions in the -
class, the minimum requirements for applicants for the positions in the class, and
any other special requirements. The appeointing officer has the authority to assign
an employee to perform work provided that it is consistent with the type of duties
and level of responsibility of the employee's class, although not specifically
described in the class specification.

Examination Announcements

Sec, 110.7

The examination announcement shall be the official notice of an examination and
shalt provide the qualifications, dates, and other particulars regarding the selection
procedure. Applicants must be guided solely by the terms of the examination
announcement,

Recruitment of Applicants

Sec, 110.4

Sec. 110.25

Recruitment shall be conducted to attract qualified applicants and to maximize the
multicultural, ethnic, and gender diversity of the workforce in the City and County of
San Francisco. [...] -

Appeals of Examination Announcements

Appeals concerning the provisions of an examination announcement must be
received by the Human Resources Director within five (5) business days from the
issuance date. The Human Resources Director shall rule on all appeals and shall
notify appellants in writing of the decision. This decision is subject to appeal to the
Commission as provided elsewhere in these Rules.

Recruitment of Candidates

The Department of Human Resources shall advertise and may take further
appropriate means to interest suitable applicants.

A
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Sec. 111.16 Authorization for Flexible Staffing Program

The Human Resources Director is authorized to establish flexible staffing programs
to promote permanent civil service employees past the probationary period to
higher classes within an occupational series or to another series by methods other
than traditional selection procedures. In establishing a flexible staffing program, the
Human Resources Director shall consider, among other factors, length of permanent

" service, performance appraisal ratings, availability of positions, budgetary
restrictions, and equal employment opportunity. The specific procedures and
qualifications established shall be listed in the flexible staffing examination
anncuncement for the class(es) involved.

4. ISSUE

Should the job announcement for 2903 Eligibility Worker be amended and reposted to include language
from the 2903 job specification which serves to differentiate the job of a 2903 Eligibility Worker from that
of a 2905 Senior Eligibility Worker? '

5. BACKGROUND

The Human Service Agency’s job posting for 2903 Eligibility Worker was brought to Ms. Poon’s attention
on September 17, 2012. Upon reading the 2903 announcement, Ms. Poon was of the opinion that the 2903
job specification must have changed since it appeared to her that the language in the 2903 job
announcement differed from that in the 2903 job specification. Given that proposed classification changes
must be publicly posted for seven days per CSC Rule 109.2.2 prior to formal adoption of such changes, Ms.
Poon wrote to Christina Penland, Classification Analyst with the Department of Human Resources, on
9/17/12 stating that she had not received notice of a classification posting regarding changes made to the
2903 job specification. Further, she requested that the 2903 job announcement “be put on hold immediately
pending a meet and confer regarding any proposed changes” to the job specification.

Ms. Penland responded to Ms. Poon later that day explaining that the class specification for 2903 had not
been revised and directed her to DHR’s Recruitment and Assessment Services Unit if she had questions
regarding the job announcement for 2903. Consequently, Ms. Poon wrote to Micki Callahan, Human
Resources Director, to say that the job announcement for 2903 is inconsistent with the “type of duties and/or
level of responsibility” of the official job specification for class 2903 and that this violates CSC 109.6 and
109.16. On behalf of the union, Ms. Poon requested that the 2903 “job announcement be rescinded and
revised for re-posting,” so that it is made consistent with the 2903 job specification.

On September 18, 2012, John Kraus, DHR’s Director of Recruitment and Assessment Services, wrote to
Ms. Poon to explain that, although the language in the 2903 job announcement was not taken verbatim from
the 2903 job specification, it did accurately paraphrase the duties, knowledge and skills that are listed in the
2903 job specification. It was explained also that the announcement was intended to recruit applicants for
positions in the both the Department of Public Health and the Human Services Agency (HSA) and,
therefore, the announcement’s format was structured to separately describe an Eligibility Worker’s duties in

A
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each department. It was also pointed out that the same language was used to describe job duties in an earlier
2903 announcement posted by HSA in 2009. However, no protests or challenges were received at that time.

Finally, Ms. Poon was informed that it is unnecessary to include language in a job announcerment that helps
distinguish the target class from other classes. Unless she was able to identify any job duties that didn’t
belong in the actual 2903 job announcement or key duties that were omitted, there was no basis no rescind
the announcement or delay the examination process for 2903 Eligibility Worker.

Ms. Poon was given an opportunity to challenge this- decision by appealing to the Human Resources
Director, which she did on 9/21/12. In her brief restatement of her appeal, she added that 2903 Eligibility
Worker is a training and feeder class whereby employees can advance to the 2905 Senior Eligibility Worker
level via flexible staffing. '

The Human Resources Director. responded to Ms. Poon’s protest on 9/26/12, explaining that the job
specification and the job announcement are documents used for different purpeses. The former is used
primarily for classification and the latter is used for recruitment. While the job duties for a given class
generally should not differ significantly when described in these documents', there is no requirement that a
job anmnmouncement replicate a job specification in its entirety. Therefore, Ms. Poon’s request that the
distinguishing features between the 2903 and 2905 classifications be incorporated into the 2903 job -
announcement was rejected and she was given appeal rights to the Civil Service Commussion.

DISCUSSION AND ANALYSIS

The purpose of a job announcement is to provide sufficient information about the target job (i.e., job tasks,
duties, activities) to attract qualified job seekers and to allow them to assess whether the job opportunity is
of interest to them. This is clearly pointed out in CSC 110.7 wherein it is stated that, “Recruitment shall be
conducted to attract qualified applicants....”, as well as in CSC 110.25 which states that, “The Department
‘of Human Resources shall advertise and may take further appropriate means to interest suitable applicants.”

To this end, the job announcement for 2903 Eligibility Worker provided salary information, descriptions of
job tasks, duties and/or worker characteristics, minimum experience and education requirements needed to
perform the job, the selection procedure(s) used to assess applicants, etc. That is, all of the information in
the 2903 Eligibility Worker announcement was appropriate because it allowed job seekers to determine
whether their interest, abilities and/or qualifications aligned with the job and the selection procedures under

which they must compete.

Ms. Poon believes that 2903 job announcement was deficient because it did not include language that
distinguishes the 2903 Eligibility Worker job from that of a 2905 Senior Eligibility Worker. Specifically,
Ms. Poon points out that the 2903 job. specification refers to the Eligibility Worker job as “the entry level
class in the Eligibility Worker series” and that 1t “is typically used as a training class.” She also refers to
language in the job specification which states that the 2903 Eligibility Worker is “distinguished from the
2905 Senior Eligibility Worker and 2908 Hospital Eligibility Worker by tasks and duties being performed
under closer supervision.” Finally, the 2903 job specification includes language that states that positions in

! Exceptions are possible in PRT recruitments ar recruitments involving special conditions associated with specialty areas.
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the 2905 Senior Eligibility “class are flexibly staffed and are normally filled by advancement from the class
2903 level....”

It should be noted that Ms. Poon does not dispute the type or number of tasks or duties that were described
in the 2903 job announcement. Rather, she believes that the 2903 job announcement omitted a few
statements found in the 2903 job specification which help to distinguish the 2903 job from the 2905 job.
Yet, she has not explained why job seekers must know this “distinguishing information” when deciding
whether to apply for a 2903 job, or why this additional information is essential for attracting qualified
applicants. Rather, she asserts that these omissions are a violation of CSC Rule 109.6. Since this rule
pertains to job specifications, not job announcements, it appears that Ms. Poon expects a job announcement
to replicate the class specification. Otherwise, it is not clear how a job announcement posting can violate a
rule that pertains to a job specification.

In Ms. Poon’s 10/4/12 appeal to the Civil Service Commission, she argues that the “distingnishing
information” was intentionally left out of the 2903 job announcement by the Human Services Agency so
that it can later hire eligibles from the resulting 2903 eligible list and assign them 2905 job duties. She says -
that this is possible because the 2903 and 2905 job specifications essentially define both classes as
performing the same tasks and duties and that only the “distinguishing information™ previously mentioned
sets them apart. This argument is misplaced as it is the job specification, not the job announcement, which
controls position classification. If the Human Services Agency were to assign an employee or group of
employees duties outside of their proper classification, such an action would be appealable as described in
CSC Rule 109. Further, if Ms. Poon believes that the 2903 or 2905 job specifications are so similar as to
allow misclassifications to take place or to allow abuse with respect to job assignments, then she is free to
challenge the class specifications themselves. In other words, Ms. Poon’s appeal of the 2903 job
announcement is misdirected.

Finally, Ms. Poon has brought this appeal forward on behalf of incumbents of the flexibly staffed
classifications. A flexible staffing program allows for the advancement of employees to a higher class,
without traditional examination or competition, typically after the employees have served a minimum period '

* of time in the lower, entrance class. Clearly, such a program is advantageous to employees that hold titles in
the entrance class of a flexible staffing program. According to CSC Rule 111.16, the authority to implement
a flexible staffing program resides with the Human Resources Director on an announcement-by-
announcement basis and such a program was not initiated in association with the current 2903 Eligibility
Worker announcement (CBT-2903-059333). Therefore, it appears that Ms. Poon’s advocacy for including
“distinguishing information™ (i.e., that 2903 is an entrance, training and flexibly-staffed class) in the 2903
job announcement may be intended to advance the idea that Eligibility Worker is solely a “transitional”
class in which employees temporarily serve and only to the extent that they are beiug trained. Reinforcing
such an idea, of course, helps those who would like to see flexible staffing programs implemented in the
future.

Again, in this instance, flexible staffing is not being implemented'and, therefore, there 1s no need to refer to
it in the 2903 job announcement. Also, the announcement does identify the examination type as “entrance™
and explains that incumbents receive general supervision. Most job seekers expect to be trained when hired.
Consequently, it is unclear why Ms. Poon feels that there may be abuse in the job assignments of 2903 hires
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based on the language in the 2903 job announcement. If she wishes to challenge the decision not to
implement the flexible staffing program or to challenge the use of the 2903 and 2905 classifications, those
are separate matters from the 2903 job announcement and should be addressed accordingly.

CONCLUSION AND RECOMMENDATION

A job announcement is not a job specification. The former 1s used to recruit and attract job applicants and
the latter is used primarily for classification purposes. Consequently, there is no requirement that a job
announcement include all of the information contained in a job specification. In fact, Civil Service Rule
110.2 concerning examination announcements does not require information which compares one class to
another to be incorporated into a job announcement. Rather, this information belongs in the job
specification because job differentiation is a classification matter. However, it should be emphasized that the
duties of a 2903 Eligibility Worker employed at the Human Services Agency were described accurately in
the job announcement based on the class specification. Therefore, the appellant’s claim that the Eligibility
Worker announcement (CBT-2903-059333) wviolated CSC Rule 109.6, a rule which concerns class
specifications, is incorrect. While the appellant believes that eligibles appointed from the list resulting from
this announcement could be given assignments outside the scope of a 2903 Eligibility Worker, this is simply
speculation at this time. Moreover, she is reminded that matters concerning misclassification can be
appealed under Civil Service Rule 109.

There is insufficient basis to rescind the job announcement and suspend the current selection process for
2903 Eligibility Worker {(CBT-2903-059333). We therefore respectfully request that the Commission deny
this appeal. ‘ '

ATTACHMENTS

Aftachment A: 2903 Eligibility Worker Job Announcement issued 9/14/2012 (CBT-2903-059333)

Aftachment B: Class Specification for 2903 Eligibility Worker

Attachment C: 2903 Eligibility Worker Job Announcement issued 12/11/2009 (CBT-2903-056020)
C: - Donna Kotake, Department of Human Resources

Ted Yamasaki, Department of Human Resources
Robert Thomas, Human Services Agency

Elizabeth Jacobi, Department of Public Health
Steve Ponder, Department of Human Resources
Christina Penland, Department of Human Resources
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o 2903 Eligibility Worker
o {Human Services Agency/Department of Public Health)
g " Recruitment #CBT-2903-059333
:‘w Department: Human Services Agency
o Analyst: Richard Hodgkinson
{2 Date Opened: 9/14/2012 8:00:00 AM
L Filing Deadline: 9/21/2012 5:00:00 PM
Salary: $51,844.00 - $63,024.00fyear
Job Type: . CBT Discrete

Employment Type: Full-Time

Go Back View Benefits

INTRODUCTION

When assigned fo the Human Services Agency. incumbents under general supervision perform a variety
of duties in order to make eligibility determinations for public assistance in a variety of human service
programs and to provide required services to clients from diverse cultural and socio-economic backgrounds.

The essential job functions incluge the following: assisting clients with the completion of applications and
forms; answering a variety of questions regarding information requested on applicaiions; helping clients
gather needed and required information and documentation; interpreting and enforcing federal, state, and
jocal laws and regulations pertaining to eligibility determination; explaining regulations and procedures to
clients and others as necessary; speaking and working with clients from diverse backgrounds who may be
mistrustiul, hostile, mentally and/er physically ill; completing and organizing a large number of forms;
meeting required deadtines in all phases of the job; ulilizing Windows based systems by entering information
into appropriate data/inquiry fields and windows; providing outreach services; making home visits; making
referrals for client services o other sociai services programs and community agencies; writing case
naratives, memos, letters; filing and maintaining detailed case records; reviewing computer reports in order
to update caseload eligibility and manage workflow. All these functions must be performed within strict time
frames according to assigned program policies and procedures. Performs other related duties as
assigned/required.

When assigned to the Department of Public Health, Eligibility Workers will work at various public health
facilities throughout the City. Incumbents work under general supervision, perform a variety of efigibility and
related clerical and administrative duties. _The nature of these positions reguires emplovees to work varous
shifts including. PM shifts. and Midnight shifts. Emplovees may also work weekands ang hoilidays.

The essential job functions include the following: performs eligibility and registration functions o secure
maximum reimbursement; interviews applicants, clients or other representatives to acquire detailed personal
or confidential information; initiate a total-household assistance interview to determine eligibifity for financial
assistance under the terms of various Federal, State or County Health Care Programs; enters demographic
and financial information on the computer; assists with the compistion of applications and forms; obtains
information from and provides information to applicants; interprets and enforces Federal, State and local
regulations; assists with authorization for care or transfer of patients; initiates and processes work through
an automated system; ptans and organizes accordingly 1o ensure work is completed in accordance with
reguiations relating to eligibility and timeliness; reviews eligibility factors and re-compuies benefit amounts
periodically according o prescribed time intervals as required by the appropriate program; participates in
special projects, studies, or work assignments; answers phones and schedules patient appointments;
assists patients with special needs due to disabiiity, iHiness, physical, age andfor language himitations;
provides excalient customer service to clients and coworkers by remaining courteous and helpful af all
times. Performs other related duties as assighed/required.

MINIMUM QUALIFICATIONS

[
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1.Two (2) years of direct public contact clerical work experience which must have included the following: use
of computer applications to input, retrieve and analyze informaticn; working with a diverse client population;
performing responsibilities involving interviewing to acquire detailed personal or confidential information;
interpreting and applying rules, regulations and policies; creating and processing documents refated to
financial or personal histories of clients; and assisting clients with the completion of forms or
correspondence;

OR

2.0ne (1) year of experience determining eligibility for health and/or social services programs, ioans,
financia} assistance, unemployment or veterans benefits:

OR ‘ -

3.Sixty (60) semester units or ninety (90) quarter units from an accredited college or university.

Substitutiors, Thirty (30) semester units or forty-five (45) quarter units from an accredited college or university
may substitute for one (1) year of the work experience under qualification pattern number one (1)

above,

ALL APPLICANTS MUST POSSESS THE REQUIRED MINIMUM QUALFICATIONS AT THE TIME OF
FILING '

HOW TO APPLY

Applications for City and County of San Francisco jobs are being accepted through an oniine process. Visit
www.jobaps.com/sf to register an account (if you have not already done so) and begin the application
process.

Selact the desired jeb announcement

Select “Apply” and read and acknowledge the information

Select either "l am a New User” if you have not previously registered, or ‘I have Ragisterad
Previously” '

® Follow instructions on the screen

If you are a current CCSF employee with permanent status in Class 2003 Eligibility Worker and wish 1o be
considered for transfer or reinstatement to a position in the same classification within the depariment/agency
for which this announcement has been issued, you must submit an Employes Request for Transfer form
{ses http://sfdhr org/Moduies/ShowDocument.aspx?documentid=11618 or an Employee Request for
Reinstaterment form,

Computers are available for the public {from 8:00 a.m. to 5:00 p.m. Monday through Friday) te file online
applications in the lobby of the Dept. of Human Resources at 1 South Van Ness Avenue, 4th Fioor, San
Francisco.

Appilicants may be contacted by email about this announcement and, therefore, it is their responsibilify to
ensure that their registered email address is accurate and kept up-to-date. Also, applicants must ensure
that email from CCSF is not blockad on their computer by a spam filter. To prevent blocking, applicants
should set up their email to accept CCSF mail from the following addresses (@sfgov.org, @stdpw.org,
@sfport.com, @flysfa.com, @sfwater.org, @sfdph.org, @asianart.org, @sfmta.com).

Applicants will receive a confirmation email that their online application has been received in response to
every announcement for which they fiie. Applicants should retain this confirmation email for their records.
Failure to receive this email means that the online application was not submitted or received.

All work experience, education, training and other information substantiating how you meet the minimum
quaiifications must be inciuded on your apphication by the filing deadline. Information submitted after the
filing deadline will not be considerad in determining whether you meet the minimum qualifications.
Applications completed improperly may be cause for ineligibility, disqualification or may lead to lower scores.

If you have any questions regarding this recruitment or appiication process, please contact the exam
analyst, Richard Hodgkinson, by telephone at 415-557-5573 or by email at Richard. Hodokinson@sfaov.org
SELECTION PLAN '

WRITTEN EXAMINATION (Weiaht — 100%) ’
Candidates will be administered a written mulfiple-choice test designed to measure knowiedge, skills and/or
abilifies in job-retated areas which may include but are not limited to:

B Ability to estabiish and maintain effective and cooperative working relationships,
and to effectively work with others

Ability o interview clients

Ability to communicate written information in a clear and concise manner to clients and staff
Ability to read, review, and evaluate written information

Ability to file, prepare, organize and maintain records

Abiiity fo use mathematical formulas.

L
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® Ability to comprehend and interpret written information

m Knowledge and ability to interpret policies, rules, and'/procedures

This is a standardized examination and, therefore, test questions and fest answers are not available for public inspection
OF review.

Special Condition Bilingual Proficiency:

Some positions may reguire bilingual proficiency in a variety of l[anguages depending on the depariment's bilingual
needs. Only those eligibles who pass the bilingual proficiency test will be considered for bilingual positicns, Applicants
must indicate on the application the language(s) in which they claim proficiency

Requests:

Applicants with disabilities who meet the minimum eligibility requirements for this job arnouncement can find information
on requesting a reasonable ADA Accommodation at:

hitp:/iwww.sfdhr orafindex.aspx?page=20#applicantswithdisabilities

information regarding reques'fs for Veterans Preference can be found at:
http:/fiwww, sfdhr.org/index aspx? page=20#veteransprefererice

Verification: :

Applicants may be reguired to submit verification of qualifying education and experience at any point in the application,
examination and/or departmentat selection process. Note: Falsifying one’s education, training, or work experience or
atternpted decepticn on the application may result in disqualification for this and future job opporiunities with the City and
County of San Francisco. For more information on verification, piease visit the following link:

hitp:/fwww sfdhr.org/index. aspx?page=20#verification

Certification Rule:

The certification rute for the eligible list resulting from this examination will be Rule of Three Scores. Additional selection
processes will be conducted by the hiring depariment prior to making final hiring decisions.

Eligible List:
The eligible list resuiting from this examination is subject to change after adoption {e.g.,asa result of appeals}, as
directed by the Human Reseurces Director or the Civil Service Commission.

The duration of the eligible list resulting from this examination process will be 24 months, and may be extended with the
approval of the Human Resources Director,

General Information conceming City and County of San Francisco Employment Policies and Procedures:
Important Employment infermation for the City and County of San Francisco can be obtained at

hitp:fiwww sfdhr.ora/index.aspx?page=20 or hard copy at 1 South Van Ness Avenue, 4 Floor.

Terms of Announcement:

Applicants must be guided solely by the provisions of this announcement, inciuding requirements, time periods and other
- parficulars, except when superseded by federal, state or local laws, rules or regulations. Clerical errors may be

comrected by the posting the comrection on the Department of Human Resources website at www jobaps com/sf.

Copies of Application Documents:
Applicants should keep copies of all documents submiitied, as these will not be returned.

Right to Work:
All persons entering the City and County of San Francisco workforce are reguired fo prowde verification of authorization
te work in the United States.

Exam Type:

Entrance

lssued: 9/114/12

Micki Callahan, Human Resources Director
Department of Human Resources )
Recruitment ID Number; CET-2903-059333
HSA/RH/415.557.5573

DISASTER SERVICE WORKERS

All City and County of San Francisco employees are designated Disaster Service Workers through state and
local law (California Government Code Section 3100-3109). Empioyment with the City requires the
affirmation of a loyalty oath to this effect. Employees are required to compiete all Disaster Service Worker-
related fraining as assigned, and to return to work as ordered in the event of an emergency.

BENEFITS
All employees hired on or after January 10, 2009 will be required (pursuant to San Francisco Charter Section A8.432) to contributs
2% of pre-tax compensation to_fund retiree healthcare. In addition, most employees are required to maks a member contribution

- towards retirement, typically a 7.5% of compensation. For more information on these provisions, please contact the personnel office
of the biring agency.

For more information about benefits, please click here,
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Contact us via You may contact us by phone at (415) 557-4800, or apply for a job in
conventional means.” person at the Department of Human Resources.

T |
contact us | accessibility policy | disclaimer | privacy policy

Copvright © 1999-2006 City & County of San Francisco. All rights reserved.
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Department of Human Resources

Eligibility Worker {#2903 )

$24.93-$30.30 Hourly / $4,320.00-$5,252.00 Monthly / $51,844.00-$63,024.00 Yearly

+=== Email Me when a Job Opens for the above position{s)

Definition ‘
Under general supervision, to perform a variety of technical duties in the review and determination of initial and continuing client
eligibility for a variety of public assisfance programs.

Distinguishing Feaiures .

Positions in this classification are responsible for carrying out well defined rules and regulations pertaining to various categorical
aid programs and explaining them to appiicants and the general public. Positions in this class have regular contacts with clients,
their relatives, and representatives of outside agencies and the public.

2003 Eligibility Worker This is the entry level class in the Eligibiiity Workér series. This class is distinguished from the 2905
Senior Eligibility Worker and 2808 Hospital Eligibility Worker by tasks and duties being performed under closer supervision.
Since this class is typically used as a training class, employees may have only limited or no directly related work experience.

2905 Senior Eligibility Worker Employees within this class are distinguished from the 2903 Eligibility Worker by the performance
of the full range of duties as assigned. Employees at this level receive only occasiona! instruction or assistance as new or
unusual situations arise, and are fully aware of the operating procedures and policies of the work unit. Positions in this class are
flexibly staffed and are normally filled by advancement from the class 2903 level, or when filled from the outside, require prior
refated work experience.

The 2905 class is distinguished from the 2608 Hospital Eligibility Worker in that the 2908 identifies and determines client
eligibility for medical coverage under the terms of various private health plans and public assistance programs, whereas the
class 2905 determines client eligibility for public assistance programs and certifies for reimbursement.

Additionally, the 2905 class is distinguished from the 2913 Program Specialist in that the 2813 class performs higher ievel
technical assignments than the 2905 class.

Examples of important and Essential Duties
“The class specification shall be descriptive of the class and shall not be considered as a restriction on the assignment of duties
not speciiically listed.” {CSC Rule 7)

1. Schedule and interview clients in the offices of the Department of Social Services, in the dient's home, or in hospitals and
various institutions to determine new or continuing program eligibility.

2. When assigned fo hospital, admit and register palients for hospital care; obtain demographicinformation.
3. Coordinate transfers of patients between counties; inform clients of procedures and necessary reports.
4. Explain eligibility programs, qualification standards, polficy and procedure to clients; assist ciients in completion of applications,

forms and reports when necessary; review and evaluate applications for completeness and accuracy, prepare client budget to
determine efigibiiity.

7
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5. Apply legal criteria to determine eligibility; provide recommendaticns regarding financial eligibility for assistance programs;
determine eligibility and grant amount according to established pclicies and procedures; review and determine re-certification.

6. Prepare case records related to client eligibility information and financial assistance received; update case records; submit
required reports.

7. Investigate statements and information received from applicant through the use of telephone or written verifications.
8. Investigate and resolve client problems involving non-receipt of benefits,
9. Review cases with supervisor in assessing the quality of the eligibility determination process and procedure.

10. Compose and prepare correspondence to clients, referenceés, and State agendcies; gather statistical data and prepare reports
as required.

11. Answer guestions and provide information fo clients and the generat public regarding assigned program area.

12. Refer clients in need of case work services to members of social service staff, may provide limiied referrals o resources
within the community on matters related to income maintenance; refer clients to appropriate agencies according to established
procedures.

13. Perform related duties as required.

* Knowledge, Skills and Ahllitles

Knowledge, Abilities, and Skills: Knowledge of. Basic interviewing and investigative skills and techniques, office procedures,
methods and compuier equipment; basic mathematics.

Ability to: Learn departmental programs, policies, procedures and ferminotogy; learn principles and procedures of record
keeping; leam io interpret and apply pertinent Federal, State, local and deparimentai laws, rules, regutations, policies and
procedures regarding assigned program; learn to plan, organize and priorifize caseload; learn to interview applicants for pubiic
assistance and obtain confidential information relative to personal, family, financial, medical or other circumstances of client
relating to eligibility; learn io evaluate data and provide recommendations on efigibility of client, maintain accurate records and
meet program deadlines; operate a computer terminal and standard office machines; make accuraie mathematical
computations; type and enter data at a speed necessary for successful job performance; effectively communicate with and elicit
information from clients in difficult situations; apply Federal, State, and local Equal Employment, Affirmative Action, and Civil
Rights laws, procedures, and regulations; communicate clearly and concisely, both orally and in writing; establish and maintain
cooperative working relationships with those contacted in the course of work.

Knowiedge of, Principles and practices of caseload management; Federal, State, local laws, rules, reguiations, poiicies, and
procedures regarding assigned program area; services offered by related agencies; departmental programs, policies, procedures
and terminology,

Ahility to: Interview applicants for public assistance and obtain appropriate information, often in different languages, or dialects of
English; accurately gather, record and evaiuate data necessary for the determination of eligibility; interpret and apply Federal,
State and local policies, procedures, laws and reguiations; wark independently with minimal supervision.

Notes
Amended: 3/15/93

Disaster Service Workers
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Government Code Section 3100-3108). Empioyment with the City requires the affirmation of a foyalty oath to this effect.
Employees are required to complete all Disaster Service Worker-related training as assigned, and to return to work as ordered in
the event of an emergency.

CLASS: 2903 EST: REV: FORMERLY JOB TITLE: REPLACES JOB TITLE:
EEOC: 3 MEDICAL:
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Attachnrent C.

Current Job Onenmgs | My Annllcatmns | Update Contact Info | Job Descriptions/Future Opemncrs !
Dept of Human Resources

e 2903 Eligibility Worker

Recruitment #CBT-2903-056020

o Specialty: Announcement Posted for Information Purpeses Only
(2 Department: Human Services Agency
; Analyst: ' Richard Hodgkinson
& Date Opened: 12/11/2009 8;00:00 AM
- Filing Deadline: 1211812009 5:00:00 PM
Salary: $48,906.00 - $59,462.00/year
Job Type: CBT Discrete

Employment Type: Full-Time

R e S R S SR

Go Back View Benefits

INTRODUCTION

Applications for this recruitment process will be available through em enline process and for ONE
DAY @HMLY on Friday, December 18, 2009 from 8:00 . ko 5100 pm.

Under general supervision performs a variety of duties in order to make eligibility deterrminations for
public assistanice in o variety of human service programs and to provide required services to dients from
diverse cultural and socio-economic backgrounds. The essential functions include: assist clients with the
completion of applications and forms and answer questions regarding information requested on
applications; help dients gather needed information and documentation; interpret and enforce federal,
state, and local laws and regulations pertaining to eligibility determination; explain regulations and
procedures to dients and others as necessary; speak and work with dients with diverse background who
may be mistrustful, hostile or, mentally or physically ill; complete and organize large number of forms;
meet required deadlines in all phases of the job; ukilize PC and Windows based systems by entering
information wsing a computer inte appropricte datafinguiry fields and windows; providing outreach
services; making home visits; moke referrals for client services to other sodial services programs and
community agendes; write case narratives, memos, letters; fi fe and maintain detailed case records and
review computer reports to update caseload eligibility and manage workflow. All these functions must
be performed within strict time frames according to assigned program polidies and procedures. Performs
other related duties as reguired,

WINIMUM QUALIFICATIONS

1. Tweo {2) years {4000 hours) of experience directly serving a divene client/customer population on a

- daily basis; interviewing client/customers to acquire detailed personal or confidential information;
irterpreting and applying rules, regulations and policies; creating and processing documents related to
finandal or personal histories of clients/customers; assisting clients/customers with the compietion of forms
or correspondence; and, one (1) vear of experience using computer applications to input, retrieve, and
analyze information. @R

2. One (1) vear (2000 hours) of experience as an Eligibility Worker in a county or state administered
welfare program. This experience must be equivalent to 12 months of full time work performed by 2903
Eigibility Worker in the City and County of San Francisco,

ALL APPLICANTS MUST POSSESS THE REQUIRED MINIMUM QUALFICATIONS AT THE TIME
OF FELING.
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Substitukiom

Candidates qualifying under Minimum Qualification #1 may substitute’ two years of educational
coursework from an accredited college or univensity (60 semester or 90 guarter units) for one year of
experience. At least 12 semester units or 1B-quarter units must be in behovioral sciences (social work,
sodology, psychology, cultural anthropolegy or closely related discipline). Four years of educational
coursework from an occredited college or university (120 semester units or 180 quarter units) may
substitute for oll the required experience, if of least 24 semester units or 36-quarter units are in behavior
sclence.

HOW TQ APFLY

Applications for this recruitment process will be available through an online process and for ONE
DAY ONLY on Friday, December 18, 2009 from 5:00 am. ko 5100 pm.

Visit wuwwe jobaps.comifsf to begin the application process by registering an account.
Click and sefect the desired job announcement

Click on “Apply” and read and acknowledge the information

Click on “l am a New User"

Follow instructions given on the screen.

Verification:

Verification of qualifying education and experience may be required at any point in the selection process
or prior to appointment. Faiflure to submit the required verification, if requested, may result in refection
of the application, rescinding of job offers or ineligibility of employment and removal from the curent
eligible lisk. All statements mode on the application or subsequent documents required under this
examination are subject to verification.

SELECTION PROCEDURES

Writkten Examination 100%
Candidates will be tested to determine their relative knowledge, skills and abilities in job related areas.
These may include but are not limited to knowledge of principles and technigques of interviewing, ability
to interpret and apply rules, regulations and policies, knowledge of basic mothematics.

Certification Rule:

The certification rule for the eligible list resulting from this selection procedure will be Rule of Three (3}
Scores.

General Nokes:

1. Applicants are advised to keep copies of applications and all docurmnents submitted. Submitted’
docurmnents become a permanent part of the exam record and will not be retumed. Hiring
departments or programs may require applicants to complete and present additional documents
at the time of appeintment/job offer and/or at a later date.

2. For positions which require possession of a current California class 3C driver license, a current copy
of the driver license and a current Motor Vehide Record (MVR) must be submitted prior to
appointment. Applicants for positions which require a current driver license must possess and
maintain ¢ good driving record, defined as not having their driving privilege suspended, revoked,
or being placed on probation by the DMV for a cause involving the safe operation of a motor
vehicle within the preceding three (3) years. Violations will be reviewed on an individual basis and
may be caused for non-selection or disciplinary action up to termingtion or removal from position,
if employed.

3. Some positions reguire bilingual fiuency in other languages in addition te English. [ onguage

Lo
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proficiendes must be indicated on the front of the application. Candidates who indicate bilingual
ability will be required to demonstrate language proficiency in reading, writing and speaking prior
to appointment to a bilingual position.

4, Applicants with disabilities requiring reasonable accommedation for this process must contact the
analyst by phone at (415) 557-5688, or if hearing impaired at (415) 775-9484 (TDD), or in writing
{specify Class 2903) at the address listed above as soon as possible.

5. Prior to appointmernt, at the Department’s expense, applicants must take a TB screening test, and
a medical examination. :

Entrance

Micki Callahan, Human Resources Director
Pepartment of Human Resources
Announcemerntt #: 056020

Issued: December 11, 2009

Contact Informatior: MGB, HSA (415) 557-5688

DISASTER SERVICE WORKERS

All City and County of San Francisco employees are designated Disaster Service Workers through state and
local law (California Government Code Section 3100-3108). Employment with the City requires the
affirmation of a loyalty oath o this effect. Employees are required to complete alt Disaster Service Worker-
related training as assigned, and to refurn to work as ordered in the event of an emergency.

BENEFITS
All emplovees hired on or after January 10, 2009 will be required (pursuant to San Francisco Charfer Section A8.432) io contritute

2% of pre-tax compensation to fund reticee heaithcare. In addition, most emplovess are required to-rpake a member contribution
towards retirement, fypicaily a 7.5% of compensation. For more information on these provisions, please contact the personnel office

of the hiring agency.
Contact us via You may contact us by phone at {415) 5574800, or apply for a job in
conventional means. person at the Department of Human Resources., H

| j
contact us | accessibility policy | disclaimer | privacy policy

Copyvright © 1999-2006 City & County of San Francisco. All rights reserved.
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ADDITIONAL INFORMATION
SUBMITTED BY APPELLANT






Civil Service Commission Appeal
RE: 2903 Job Announcement
Supplemental Materials

This appeal is ostensibly about a job announcement for an examination of a flex series classification, but
it is only the tip of the proverbial iceberg.

We believe that City Management has taken a series of “informal” actions medifying many classification
processes in violation of Civil Service Rules.

As these are “informal” actions, it is not possible to protest or to appeal “classification decisions” when
there are no announcements or disclosure of informal actions taken.

That is the reason for this appeal. We believe that City Management has taken informat classification
actions in violation of Civil Service Rules and Merit System processes.

The cycle of these “informal actions” begin with the job announcement of a flex class examination:

+ City Management has made the “decision” to modify the description of the job duties of the
lower flex classification, like the 2903 Eligibility Specialist, in job announcements to inaccurately
reflect the type of duties and the level of responsibility of the classification.

o The job specs of the upper and lower flex classes are essentially identical, except of the
sectfon entitled: “Distinguishing Features.”

o Withoutincluding the “Distinguishing Features” portion of the job specs, the
announcement for the lower flex (ex: 2903) and for the higher flex (ex: 2905) are
exactly the same.

o The informal decision to issue identical job announcements for both the higher flex and
the lower flex was made without disclosure or posting, disallowing protests and appeals.

¢ Additionally, a companion “informal” classification decision was made to stop funding, stop
allocating, and stop hiring at the upper flex level (ex: 2905), again without disclosure or posting,
disallowing any protest or appeal.

¢ Based on these “modified” job announcements, City Management then go on to hire at the rate
of the lower flex (ex: 2903} and assigning the work of the upper flex {(ex:2905), thereby violating
Civil Service Rules specifying the type of duties and level of responsibilities of each class.



¢ These related actions of removing the Distinguishing Features, the refusal to fund the upper flex
classes (ex: 2905}, and the ongoing assignment of the upper flex duties {ex: 2905) to the lower
flex classification amount to
o Ade facto amendment of the class specs, removing the “Distinguishing Features,” and
rendering description of the upper and lower flex class identical
o A de facto “Consolidation” of upper and lower flex classes into one, and/or the
“abolishment” of the upper flex classes

All are without process and all are in viclation of Civil Service Rules. Additionally, these actions also
violation provisions for the “temporary” assignment of out of class work and the authority to assignh
work “provided” that is it consistent with the type of duties and level of responsibility of the employee’s
class.

Specifically, we believe City Management has violation Civil Service Rules, including but not limited to
the following Sections: '

109.1.1, 109.1.2, 109.1.3
109.2.1

109.3.6

109.3.8

109.3.11

109.3.16

109.3.18, 109.3.19, 109.3.20
109.4

109.5

109.6.1

109.8.2

109.9

109.16.1, 109.16.2, [particularly 109.16.2. 4}]

R T U S S T

We ask the Commission 1o investigate and rule these classification actions without disclosure, posting,
opportunities for protest and appeal, beginning with the removal of the essential provisions of job
specifications ~ rendering the job announcements of the lower flex classes identical to that of the upper
flex —in viclation of Civil Service Rules, to disallow all such classification decisions without process, and
to make whole any and all employees so adversely affected by these actions in violation of the Rules.









