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The Civil Service Commission has established the Civil Service Adviser to enhance delivery of information on important employment issues
and policies affecting the merit system of the City and County of San Francisco.

OUT-OF-CLASS ASSIGNMENT
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PoLicy REMINDER

Consistent with Civil Service Commission Rules
and long standing policy and practice, the Civil
Service Commission is agan reminding all
department heads, personnel officers, managers,
supervisors, and employees that out-of-class
assignments must be properly documented.

AUTHORITY

The Civil Service Commission has Charter
authority to establish Rules and policy on the
merit system including but not limited to
Examination and Classification.

MERIT SYSTEM PRINCIPLE

Woven through the civil service system is the
principle of promotion based on merit.
Appropriate documentation of out-of-class
assignments  demonstrates  merit  through
qualification for examination and consideration
for appointment from an dligible list following
successful completion of the examination
process.

RIGHT OF ASSIGNMENT
Department heads have very broad discretion in

DOCUMENTATION REQUIRED

Civil Service Commission Rules and policy
require that out-of-class assignments must be
recorded and placed in the personnel file at the
same time (contempor aneous) the assignment is
made. When the required documentation is not
placed in an ernﬂloyee’s file, employees who at
the direction of their supervisor or manager “step
up to the plate” to perform the duties of another
classification are  serioudy penalized.
Assignments that are not recorded in accordance
with this policy will NOT be credited as
qualifying experience in examinations. Both
managers and employees have responsibility to
see that the assignments of out-of-class job
duties are correctly documented and placed in
the personnel file.

QUALIFICATIONS DETERMINED

The Human Resources Director/Designee is
responsible for reviewing the duties performed
and appropriate documentation to make a
judgment on an individual’s qualifications and
any credit that may be applied toward
examinations. This decision is subject to appeal
to the Civil Service Commission.
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TEMPORARY OUT-OF-CLASS ASSIGNMENTS

The Civil Service Commission establishes the QUESTIONS:

definition and policy on temporary out-of-class
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without change in class to perform the day-to-
day duties and responsibilities of another class.

CONGRATULATIONS!

The Commission is pleased to recognize Alan Whiteside, Senior
Microphoto/Imaging Technician on receiving the Department of
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Building Inspection’s Employee of the Year Award. Mr. Whiteside is
known for hisinitiative in performing above and beyond the call of his
regular duties. His dedication and responsiveness to customers make
him an asset to his division and the department. The Commission is

grateful for the credit Alan Whiteside brings to public service. K ate Favetti, Executive Officer

Theinformation provided in this Adviser is for information purposes only and does not constitute or intend to provide legal advice.



