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GINA M. ROCCANOVA

CANESTORER The following is a summary report on the activities of the Civil Service

Commission (“Commission” or “Department”) in Fiscal Year 2016-2017, the
period covering July 1, 2016 through June 30, 2017.

The Commission primarily focused its efforts in Fiscal Year 2016-2017 on
achieving its performance measures in support of the following six goals:

Goal #1: Increase access to, and utilization of the Civil Service Commission’s

information and resources.
MICHAEL L. BROWN

REESEAER) (el Create greater transparency and efficiencies in the Civil Service

Commission’s procedures and communications.

Goal #3: Ensure the timely resolution of appeals so that merit system issues
are addressed efficiently, effectively and fairly.

Goal #4: Continue to seek ways to address City departments’ need for
flexibility in personnel management issues while at the same time
maintaining the integrity of the City’s merit system.

Goal #5: Streamline and ensure that the Commission’s Rules, policies and
procedures are easily understood and known by all stakeholders;
consistent and compliant with the law; and reflective of current and
best practices.

Goal #6: Continue to seek ways to strengthen the Civil Service Commission’s
ability to meet its Charter mandates and oversee the operation of the
merit system.
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Although the Civil Service Commission was understaffed in Fiscal Year 2016-2017 due to the
vacancy in the 1241 Human Resources Analyst position and two employees on leaves of
absence, the Commission staff saw this as an opportunity for growth and training while making
every effort to reach its goals and objectives. Please refer to “Attachment A” for a chart

reflecting the Commission’s achievements on the approximately 60 performance measures
established for Fiscal Year 2016-2017.

Also attached to this report are the following Fiscal Year 2016-2017 documents: 1) the Appeals
Log (Attachment B); 2) the Inspection Service Request Log (Attachment C); and, 3) the
Commission’s Merit System Audit Program report {Attachment D).

Staffing

As a small department, each position’s duties and responsibilities are crucial to carrying out the
Commission’s mission. Although the Department was able to maintain its position authority for
six full-time equivalent employees (“FTE”) during the fiscal year, the Department experienced
challenges. After our budget was approved for a 1241 Human Resources Analyst, the position
was not filled until September; however the position became vacant when our 1241 Human
Resources Analyst went on a leave of absence. Commission staff utilized this time period as an
opportunity to cross train and increase staff responsibilities. Our 1426 Senijor Clerk duties
expanded into the responsibilities of a 1241 Human Resources Analyst.

Commission staff did an outstanding job of diligently and tirelessly working together to
minimize the impact on the Commission’s operations and critical functions. They are to be
commended for their excellent hard work and commitment to the merit system.

Budget

The Department’s budget last fiscal year fully funded all six (6) FTE’s and ended with a surplus
due to the vacancy of the 1241 Human Resources Analyst and leave of absence for two staff
members. Our approved overall budget for 2016-2017 of 1.211M will increase to $1.250M in
2017-2018 and is projected to increase to $1.281 for FY 2018-19.

Appeals and Hearings

The Commission received a total of 85 new appeals and requests for hearings in Fiscal Year
2016-17, in addition to the 18 active unresolved appeals that were carried over from the previous
fiscal year. The Commission heard and resolved 66 of the 103 pending appeals last fiscal year,
representing 64%, which is below our target of 70%. (Aftachment B). Twenty new appeals were
received in the last 2 months of the fiscal year and 6 of the appeals have been taken off-calendar
pending the resolution of ongoing litigation, grievance and/or arbitration.

Inspection Service Requests
In Fiscal Year 2016-2017, the Commission received a total of 88 Inspection Service Requests

from employees, departmental representatives, anonymous individuals or those requesting
confidentiality, labor representatives, job applicants/candidates and members of the public.
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(Attachment C). The Commission resolved 70% (61 out of 88) of the Inspection Service
Requests within 60 days, which is below our target of 80%. There was an increase in the number
of anonymous and Whistleblower Complaints regarding favoritism and nepotism in exempt
appointments. The analysis/findings of some of these reviews identified that some departments
did not have any documentation on the following: 1) Attempts to remove the perception of
favoritism/nepotism in the hiring process; 2) Determination of how a family/close friend met the
minimum qualifications; 3) Determination of how a family member/close friend is the best
qualified candidate, especially in a large applicant pool. In our discussions with departments, a
couple of departments had difficulty producing documents in a timely manner and one
department disagreed with the Commission’s jurisdiction in reviewing what they determined to
be confidential documents. Departments’ delayed responses in addition to our departments
staffing, resulted in a delay in resolving Inspection Service Requests within our goal of 60 days.

From the challenges faced this past fiscal year, Commission staff worked with the Department of
Human Resources and other City Departments to propose the Policy on Family and Romantic
Relationships at Work and amendments to the Policy and Procedures on Exempt Appointments.
Commission staff has been working with human resources staff in various departments on how
to train hiring managers and ways to develop action plans to remove perceptions of
favoritism/nepotism in the hiring process. Although the Campaign and Governmental Conduct
Code and the City’s Employee Handbook have always prohibited nepotism/favoritism in the
work place, the Policy and the Adviser were issued out to all City employees, employee
organizations, and the public.

Merit System Audit Program

This fiscal year the Commission focused on reviewing the following selection and appointment
practices for nine randomly-selected positions within various City departments to assess
compliance with Charter provisions, Commission Rules, and merit system policies and processes:

o Information provided on Permanent Civil Service examination announcements regarding
appeal rights and other required information;

¢ Departmental practices with respect to the verification and documentation of minimum
qualifications for individuals appointed to Permanent Civil Service (PCS), Temporary
Exempt or Exempt positions; and

e Departments’ justification for exempting positions from Civil Service appointment,
selection and removal procedures in accordance with Charter Section 10.104; and
e The Post-Referral Selection process for Permanent Civil Service appointments.

Our findings discovered:

e The audit found that all job announcements for examination recruitments included
appropriate appeal rights and other required information.
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One department failed to obtain verification of work experience for two (2) appointees as
required per Department of Human Resources policy prior to the appointee’s start date.
As a result of this audit, Human Resources staff for this department obtained the work
experience verifications for the two (2) appointees. Another department did not take note
that in their personnel files were expired licenses of two (2) appointees for positions that
require valid/current licenses. Current licenses were subsequently obtained by HR staff
and placed in the personnel file.

All of the appointees were deemed by their respective department appointing officers or
designees to have met the minimum qualifications and Commission staff has verified the
qualifications of each of these appointees for the position to which they are appointed.

The audit included three (3) departments which posted a position that was Permanent
Exempt and one (1) department with a Temporary Exempt status position. The Exempt
Justification forms were present in the Official Personnel File and met the criteria
established under the Charter.

As stated in the report: “This year’s audit llustrates how the Merit System Audit Program is
indeed a constructive mechanism utilized to assist departments in reviewing their internal
procedures regarding the compliance of Civil Service Rules, policies and/or procedures.”
{Attachment D).

Rule Amendments, Policies, and Procedures

The Commission was productive in updating a number of Rules, policies and procedures in the
last fiscal year.

The following Civil Service Commission Rules, policies, and procedures were adopted:

Rule Series 020 Leaves of Absence — to align with the California Code Section 233 (Kin
Care Law).

Rules 211.3 and 311.5.2 Examination without Charge — to allow applicants for entry-
level police officer and firefighter positions to be charged a fee by an outside vendor to
take a City-approved examination that is administered by that vendor.

Policy on Family and Romantic Relationships at Work - During 2016-2017 we
established a Civil Service Commission Policy on Family and Relationships, reaffirming
reporting requirements which covers all types of City employees with direct or indirect
reporting conflicts. In collaboration with the Department of Human Resources, training
material was developed for managers, supervisors and Department Heads on how to
resolve conflicts. We issued a Civil Service Adviser on the subject and assisted in
providing mass training with DHR at the Koret Auditorium. The Executive Officer
followed-up with a presentation at the Mayor’s Department Head meeting to remind
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managers that compliance and enforcement would be effective July 1, 2017. We have
received several calls regarding compliance and training since the adoption of this policy.

e Policy and Procedures on Exempt Appointments - During the latter part of 2016-2017,
we began to address an amendment to our Policy and Procedures on Exempt
Appointment to include reference of exempt categories 1 through 15 under Article X:
Personnel Administration, Section 10.104 in the Charter and to strengthen our authority
during Inspection Services to require cooperation from all departments consistent with
Charter authority. This item has been carried over to the next fiscal year and should be
finalized n Fiscal Year 2017-18.

Administrative and Public Records Requests

In addition to public records requests, we began receiving requests for Administrative Records
which requires more time in preparation. Through the Office of the City Attorney, we now have
established an internal policy and procedure on how to prepare Administrative Records from
Civil Service Commission proceedings.

Summary

In summary, the Commission has been very productive last fiscal year despite their challenges.
Credit must be given to the Civil Service Commission staff members who tirelessly work in
supporting the mission of the Civil Service Commission. They have provided incredible and
unmeasurable support to me as the Executive Officer.

Elizabeth Aldana, Sr. Clerk Typist, Lizzette Henriquez, Personnel Technician, Jennifer
Bushman, Human Resources Analyst, Luz Morganti, Sr. Human Resources Analyst, and Sandra
Eng, Deputy Director are well deserving of acknowledgement for their individual jobs well done.
In this small but powerful Department, their great team work, dedication and exemplary service
prove that strength is not always measured in numbers.

Recommendation: Adopt the Report.
Attachments:

Attachment A: Report on the Civil Service Commission Department’s Achievement of its Fiscal Year
_ 2016-2017 Goals and Objectives

Attachment B: Fiscal Year 2016-2017 Appeals Log

Attachment C: Fiscal Year 2016-2017 Inspection Service Request I.og

Attachment D: Merit System Audit Program Report
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CITY AND COUNTY OF SAN FRANCISCO CIVIL SERVICE COMMISSION

Civil Service Commission Department’s Achievement of its
(zoals Objectives and Priorities for Fiscal Year 2016-2017

The following six (6) goals are focused on: 1) fulfilling the Commission’s legal and Charter mandates;
2) supporting the Commission’s purpose and mission through its six major program areas and
functions; 3) advancing the Commission’s objective to modemnize and strengthen the operations of the
City and County of San Francisco’s merit system; and, 4) furthering the Commission’s policy priorities
as established in the Fiscal Year 2016-2017 Strategic Plan. The objectives assist in defining the goals,
and the performance measures for each objective are indicators of service levels and the extent to
which Commission staff was able to achieve those goals within the measurement period (Fiscal Year

2016-2017).
Goal #1: Increase access to, and utilization of the Commission’s information resources.
Objective Performance Measures Status of Performance
Measures
Increase the availability ¢ Continue to ensure that all ¢ Ongoing-Staff continues
of information about the information on the to work with DHR IT to
Commission. Commission’s website 1s update website and
accurate and current. ensure accuracy.
¢ Continue to seck ways to o Completed/Ongoing
expand upon the information | e Completed-Civil
available on the Commission’s Service Advisers No. 32
website, Facebook page and Policy on Family and
Twitter. Update the Romantic Relationship
information as needed at Work and No. 33
throughout the fiscal year. Reinstatement,
e Ensure compliance with Reappointment,
Language Access Ordinance. Reversion, and Transfer.
Ensure that information ¢ Continue to ensure that the * Ongoing-Staff-
on the Commission’s Civil Service Rules are in a continues to review the
website is intuitive and format conducive to printing website and update
easily accessible. (e.g. consistent font and when necessary.
paragraph spacing, review for » Ongoing-Staff provides
legibility, etc.). the Rules in PDF
* Maintain the posting of official format when requested.
Civil Service Rules in PD¥ e Completed —Staff
format. attended ADA
¢ Ensure compliance with United Coordinators’ training
States Access Board Section provided by the
508 Standards, Section 255 Mayor’s Office of
Accessibility Guidelines and Disability.
Administrative Code 22D.
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Increase the availability
of information on the
Commission’s website.

Continue to increase the
availability of information and
documents under the
Commission’s preview on the
Commission’s website (e.g.,
post established policies,
publications and relevant
historical statistics, documents,
staff reports, etc.).

Continue to investigate options
for language accessibility for
all documents.

Ongoing-Staff
continues to work with
DHRIT.
Ongoing-Staff
continues to work on
language accessibility
for all documents.

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

Continue to expand the use of
the Commission’s web-based
document management system
(“DocumentMall”):

v" Expand upon the types of
documents uploaded into
the system (e.g., meeting
material, policies,
communications,
publications and reports).

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

v" Convert paper reports and
other Commission
documents into digital files
on Document Mall, with
the goal of uploading at
least 700 pages of
documents into the system
on a weekly basis.

Continue to review all

Commission hard copy

documents and files throughout

the year.

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

_ files into the system.

v Resolve at least one box
(or the equivalent of
documents/files each

week.
Goal #2: Create greater transparency and efficiencies in the Commission’s procedures and
communications.
Objective Performance Measures Status of Performance

Measures

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

Provide final draft of meeting
procedures and protocols for
peace officer appeals by
October 2016.

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

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

Provide Quarterly Training.
Conduct Survey for
Satisfaction/Training Topics.
Publish Accessible Staff
Report Template by October
2016.

Ongoing review and
seeking advice from
counsel.
Ongoing

Improve communicates
with departments to that
they understand the need

Continue to explore ways to
clanfy services begin provided
when initiating or modifying

Ongoing
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for transparency when
describing accurate
information for use of
Personal Service
Contracts.

Personal Service Contracts to
include accurate description of
smaller contracts providing
various services under the one
umbrella for transparency to
stakeholders.

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

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

* Ongoing-Staff is
researching ways to
provide video training.

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

No later than the second
meeting in August 2016,
finalize the draft Fiscal Year
2015-2016 Annual Report and
Year-End Report for the
Commission’s review and
approval.

No later than the first meeting
in February 2017, report to the
Commission on the status of
the Commission’s
achievements of its goals and
objectives for the first half of
the Fiscal Year 2016-2017.

e Completed

e Completed

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

No later than August 2016
establish all Commission staff
performance plans for the next
performance review period
(Fiscal Year 2016-2017), and
ensure that the plans include
deliverable specifically tied to
the Commission’s Fiscal Year
2016-2017 Goals and
Objectives

e Ongoing.

» Completed
reorganization of duties
with 1241 added to
staff.
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Ensure that the
Commission’s internal
policies and
administrative
procedures are kept
updated and documented
for Commission staff.

No later than June 30, 2017,
revisit and update as needed all
Commission internal policies
and standard operating
procedures to ensure
consistency and facilitate cross
training.

Continue to perform Records
Management (electronic).
Continue to respond to Public
Records Requests.

» Ongoing.

¢ Ongoing.

e Completed.

Goal #3: Ensure the timely resolution of appeals so that merit system issues are addressed
efficiently, effectively and fairly
Objective Performance Measures Status of Performance

Measures

Resolve appealsin a
timely manner to the
extent possible.

Process 100% of appeals and
requests for hearing within
seven (7) days of receipt in
Fiscal Year 2016-2017 (i.e.,
review for jurisdiction and
timeliness, record the appeal
into the Commission’s Pending
Appeal Log (PAL) and
communication log, send
appellants acknowledgement of
receipt letters, and notify
departments of the appeal and
targeted hearing dates).

By June 30, 2017, resolve
and/or forward to the
Commission for hearing, at
least 70% of the appeals
received in Fiscal Year 2016-
2017.

¢ Completed.

e Asof June 30, 2017, the
Commission resolved
64% of the appeals
received in Fiscal Year
2016-17.

Monitor appeals and
develop strategies to
improve the efficiency by
which appeals are
resolved.

Continue to evaluate the
effectiveness of the
Commission’s appeals policies
and procedures (e.g., staff
report deadlines, revised
communications to
departments, etc.) based on

‘e Ongoing-Staff

continues to meet with
COPAR and DHR to
review patterns.
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performance measure
achievements over the past
three fiscal years. By June 30,
2017, implement any new, or
adjust existing policies and
procedures as appropriate for
Fiscal Year 2017-2018.

Issue the Commission’s
Meeting Schedule and
Deadlines for Calendar Year
2017 no later than November
2016 to ensure that
departments are aware of staff
report submission deadlines.
Regularly update and monitor
the Pending Appeals Logon a
bi-weekly basis, and
communicate with departments
as appropriate, to ensure that
staff reports aon appeals are
submitted within a reasonable
period of time.

Convene monthly updates with
the Department of Human
Resources on the status of
department’s staff reports.
Obtain advice and guidelines
from the City Attorney’s
Office as needed on legal
issues concerning appeals in as
far advance as possible to
avoid delays and backlogs
(e.g., closed session matters,
privacy protections, Brown Act
requirement, etc.)

Completed.

Ongoing.

Completed/Ongoing-
Staff meets with DHR
on a monthly basis to
discuss patterns and
futare plans to improve
efficiency.
Ongoing-Staff
continues discussion
with the City Attorney’s
Office on public
records, appeals, and
closed session matters.

Work collaboratively
with departmental
representatives, the
Department of Human
Resources and City
Attorney’s staff to
establish new or amend

Throughout the fiscal year,

- seek input from HR analysts

and managers on the
effectiveness of the merit
system and areas needing
improvement.

Convene regular meetings of

Completed/Ongoing-
Met with DPH, GSA,
MTA, PUC, DHR,; staff
continues to meet and
discuss with HR
managers and analysts
to review policies and
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current Rules, policies the Commission’s Committee processes.

and procedures to on Policy and Rules Revision ¢ Completed/Ongoing-

address changing needs (COPAR) throughout the fiscal COPAR meets on a

as appropriate. vear to: 1) discuss and review monthly basis; HR
with departmental human management
resources representatives any participation was
new Rules, policies or increased last year and
procedures, or includes the SFUSD
needed/requested revisions and the Community
thereto; and 2) seek College District.
departmental input on
inconsistencies between the
Civil Service Rules and current
departmental practices, to
recommend appropriate action
to the Commission (e.g.,
consider proposing a Rule
amendment, issue an Adviser
to clarify Rule requirements,
ete.).

Ensure that Civil Service » (Continue to meet with eMerge * Ongoing

Rules, policies and representatives as needed to

procedures are consistent ensure that there are no

with current inconsistencies in existing

departmental practices Civil Service Rules or

and system Commission policies and

requirements/capabilities procedures resulting from

/limit actions under the - further implementation or

eMerge PeopleSoft programming of the eMerge

system. system upgrades. ‘

Goal #5: Work to ensure that the Civil Service Commission Rules policies and procedures

are casily understood and known by all stakeholders, consistent, compliant with

the law, and reflective of current and best practices.

Objective Performance Measures Status of Performance
Measures
Review the Civil Service | Review one Civil Service Rule e Ongoing.

Rule series and
recommend
revisions/deletions/additi
ons to the Rules for the

series every other month on average
and recommend
revisions/deletions/additions for the
Commission’s consideration.
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Commission’s
consideration as
necessary and
appropriate.

Revisions will be prioritized as
follows:

1.

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

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

. Rules or provisions that

would support operational
needs.

Rules or provisions no longer
applicable.

Revisions that would
consolidate or streamline the
Rules.

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

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

Review existing
Commission policies and
procedures; and
recommend revisions to
existing policies and
procedures, or the
creation of new ones, as
appropriate,

Review at least one existing
Commission policy every
quarter and recommend
revisions as appropriate for the
Commission’s consideration.
The Executive Officer will also
recommend for the
Commission’s consideration
the creation of policies as
needed and appropriate on
merit system issues for which
Commission stakeholders
require more guidance.

The Executive Officer’s policy
review will be prioritized based

Completed Policy on
Family and Romantic
Relationships at Work.
Worked with DHR to
revise Telecommuting
Policy.

Proposed amendments
to the Policy and
Procedures on Exempt
Appointments.
Ongoing on updating
Official Employee
Personnel File
Guidelines.
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on directives from the
Commission, requests from
Commission stakeholders, and
the frequency of Inspection
Service complaints received on
a particular issue.

Conduct meet and discuss As needed during the fiscal e Ongoing.
and facilitate meet and year, conduct meet and discuss
confer negotiations to sessions with the City’s labor
adopt new and amend unions or meet and confer
Rules, policies and/or sessions when appropriate with
procedures when City’s labor unions on any new
required under state law. or amended Rules of policies
when required under state law.
Conduct best practice Research best practices in the s Ongoing.
reviews of merit system Bay Area and/or comparable '
matters in other jurisdictions (e.g., Los
jurisdictions. Angeles) upon request of the
Commission during the fiscal
year.
Provide outreach, Upon request/as needed during o Completed training to
training, and support to the fiscal year, develop and MTA, DPH, PUC,

the Commission’s
stakeholders regarding
the Civil Service Rules,

| policies and procedures.

conduct seminars and trainings
on the merit system, the Civil

Service Rules, policies and

procedures and other matters
under the jurisdiction of the
Commission.

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

Provide a presentation on the
Merit System to new human
resources analysts and
managers on an annual basis.
Offer to provide other

SFUSD, Interns at the
Controller’s Office, the
City’s Fellowship
Program, 1249 Human
Resources Trainee
Program, and SEIU
members of Jail Health
Services on Merit
System subjects
including examinations,
post-referral process,
exempt hiring process,
and appeals process.
Presented Policy on
Family and Romantic
Relationships at Work
at the Human
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Commission stakeholders with Resources

an overview of the merit Professionals Meeting
system upon request (e.g., and at the Department
union representative/employee Head Meeting.

groups, operational managers,
elected officials, Deputy City
Attorney’s, etc.).

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

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

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

Objective Performance Measures Status of Performance

Measures
Review the operations of ¢ Conduct nine (9) departmental | o Completed.
the merit system in City audits in Fiscal Year 2016- e Only completed 70%
departments. 2017. within 60 days for Fiscal
* Resolve/complete within 60 Year 2016-17
days, 80% of Inspection e Proposed and Adopted
Service Requests received in Policy on Family and
Fiscal Year 2016-2017. Romantic Relationships
e In the event that Commission at Work; issued Civil
staff determines in the course Service Adviser
of its audits and/or Inspection ¢ Proposed amendments
Service reviews that some to the Policy and
department practices conflict Procedures on Exempt
with established Rules or Appointments
policies, issue formal clarifving | e Issued Adviser on
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statements and/or trainings Reinstatement,
within 60 days so that all Reappointment,
departments are aware of and Reversion, and
understand applicable merit Transfers.

system requirements.

Increase the ¢ No later than the second o Completed
Commission’s access to meeting in June 2016, submit

information regarding for the Commission’s review

the operation of the merit its Calendar of Reports for

system. Calendar Year 2017 (this -

details the reports that City
departments are required to
submit to the Commission each
year). Include for the
Commission’s review a list of
available canned queries,
reports and available
information related to merit
system matters in the event that
the Commission wishes to
expand upon the information it
currently receives from
Commission staff and/or city
departments (e.g., exempt
appointment justifications,
personal services contracts,
examination plans, etc.).

» By the end of December 2016, | o Completed
issue the final 2017 Calendar
of Reports to departments in
advance. Additionally, issue
an electronic reminder one
month prior to each report’s

due date.
Ensure that departments ¢ When applicable, record any e Ongoing.
are complying with conditions, restrictions or
Commission’s requests reporting requirements that the
for reports and/or Commission places on a
additional information. Personal Services Contract

(PSC). Utilize a tickler system
so that the Commission is able
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eo ensure that departments
comply with the Commission’s
conditions, restrictions or
reporting requirements for PSC
approvals.

When applicable, record and
create a “tickler system” for
any additional reports that the
Commission requests
throughout the fiscal year.

Ongoing

Complete/coordinate all
Charter-mandated
wage/benefit surveys
requiring Commission
certification under the
Charter.

By the end of November 2016,
develop a work plan and
schedule for achieving Charter
mandated surveys for the fiscal
year.

Utilize a “tickler system” for
departmental reports to ensure
that Charter-mandated surveys
are timely submitted (e.g.,
Office of Labor Standards and
Enforcement prevailing wage
survey, and Department of
Human Resources survey of
nurse salaries and benefits).
On May 15, 2017, complete
the salary survey for the
Elected Officials in accordance
with Charter Section A8.409-1
Employees Covered.

Completed

Completed.

Completed

Ensure that the
Commission’s budget in
Fiscal Year 2016-2017 is
sufficient so that it can
adequately carry out its
Charter obligations to
oversee the merit system.

Negotiate with the Mayor’s
Office, Controller’s Office and

- board of Supervisors to

maintain the Commission’s
budget in Fiscal Year 2017-
2018 at an adequate level to
support its operations, Charter
functions and merit system
goals and objectives.

Completed

Attachment A - 12
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FY 2016-17 Inspection Log

Appcintee met MQs, was reachable eligible and

8/15/2018 Deputy Director does not meet MQs; position was created for a particular person | 932 { PUC [completed a competitive selection process SE 10/4/2016
Employee/applicant received military order for active duty training and miss
written examination date but will return before adopition of efigible list; is dept Recommended dept conduct make up examination;
8/15/2016 required to conduct make up examination? HSA |Rule 120.26.11 SE 8/22/20186
Provided explanation to applicant that the exam
consisted of 12 modules and each had to be passed,
8/19/2018 Challenging the pass/fail rating for the performance exam that he took. 8238 | DEM |There were no cutoff scores, - LM 10/5/2016
Efigibles met MQs and were reachable eligibles
8/24/2015 Eligibles did nct meet MQs 3372 | GSA |SE/EA 413/2017
Eligikies met MQs and were reachable eligibles
8/24/2016 Eligibles did not meet MQs 3371 | GSA |SE/EA 4/3/2017
An examination was conducted for the position
8/24/2016 No examination conducted; applicants were not screened 2578 | GSA |SE/EA 4/3/2017
If employee is released for disciplinary reasons, dept
will determine future employability; if employee is
released for non-disciplinary reasons; employes will
If employee is released from promotive position during probationary period, can revert back {o position from which promoted. Rule
8/25/2018 they return to previous PCS position? MTA [417.8 SE 8/25/2018
Rules require employees in a new PCS position or
new department to complete a probationary period:
If TEX/PEX employee is appointed to PCS position in the same classification, are MOUs state the duration of the probationary period
8/26/2016 they still reguired to complete a full year probationary period? SE B/26/2018
Exempt appointees are "at will' and serve at the
discretion of the appainting officer; new AD will review
pending projects, performance, skilis and experience
needed, budget; if exempis are separated; they may
apply for exempt positions in the new department or
compete in examination. SE
8/31/2018 If 2 departments merge together, do exempt appointees have any protection? 8/31/2016
review pending - Michael Brown working with Ted
Yamasaki re issue of qualifications and exempt status
9/7/2016 Alleges that incumbents in 8314 Chief Deputy Sheriff are not qualified for class. 8314 [ SFSD [for class.
Favoritism; appointees were had a close/personal refationship with Noni Cardona | 1054
9/8/20186 Malgier, Director of Business Services 1095 | DPH |Reviewing records SE/EA
Yes; Retiree should contact the Retirement Center;
may be reappointed {Rule 114.30); department is may
9/13/2016 Can a retiree return fo work for the City? or may not approved the reappointment. SE 9/13/2016
7228 Department reviewed question and will inform
9/21/2018 Examination guestion biased towards Internal candidates. 7249 | MTA |applicants to alse include outside experience. SE 9/23/2016
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FY 2016-17 Inspection Log

Favaritism and dept manipulated the process to hire Mason Fong who is not

Dept complied with Rules and procedures, Appointee

1 12/20/2016 1 quaiifled, 923 | CON lis qualified. - LM or2r2017] Y
Nao favoritism. Supervisor was a panelist, no violation.
Ms. Humphries (candidate) participated in the oral
interview, did not continue to the next phase of
7 12/29/2018 Favoritism-Panetist is the direct supervisor of the candidate 3417 | PUC [screening. SE/EA 5M15/2017] N
No nepotism/favoritism. One vacancy was filled by
Nepotism and Favoritism; dept. not making appointments allegedly because reachabie eligible and second vacancy by a lateral
7 12/27/2016 1 family and friends are not reachable 1452 | SFPD [transfer from another dept. SE/EA 4/3/2017) N
Met MQs, reachable eligible and successfully
completed competitive selection process for 1822; ;
1 12/29/2016 1 Mepotism in the hiring of Fatai Oshi-Ojuri for the PCS position 1822 | PUC |nc family invelved in both hiring processes SE/EA 3520171 N
Met MQs and completed competitive selection
process; no family invcfved with hiring process; family
members work in different divisions and no direct or
1 12/28/2016 1 Nepotism in the hiring of Fatai Oshi-Ojuri for the PEX position 1823 | CON [indirect supervision SE/EA 3512017 N
Ancnymous complaint alleging that Baojie Yan and Yuyi Huang were hired into
1 12/29/2018 1 7510 positions at SFO and do not meet the MQ's for the position.- 7510 | SFQ |Both appeintees meet the MQ's - LM 228120171 Y
CS8C Policy requires to managers to report if
directfindirect supervision of family member; all
applicants required to repert on application if family
members employed with the City; employee met MGs;
1 1/6/2017 1 Manager hired son and is supervising his son. 7540 | MTA |waiting for dept. response SE/EA N
No nepotism; appeintments according to Rules and
Allegations regarding appointees not meeting minimum qualifications and policles - each appointes reviewed meets MQ's for
9 1110/2017 1 nepotism/favoritism within the Treasurer and Tax Collector Office. TTX |thelr positions. - LM 31112017) Y
Department may have an active Certified Referral
List; Certified Referral List PBT-1070-069753 Is 3
7 1M3/2017 1 Can A department hire from an expired eligible list? 1070 | AIR |active and extended to March 3, 2017 SE 11812017 Y
Applicants may ask for a make up examination if they
will be out-of-town or seriously ill; depariments are nct
required but may be able to accommodate; dept
Why is a department only notifying applicants 4 days in advance of the date of placed exam date on announcement and Instructions
2 1M8/2017 the examination? 2017 | HSA Jon how to request make up exam date. SE 82017 Y
The department may have an active Certified Referral
7 1M%/2017 Can A department hire from an expired eligible [ist? List 1HMerz017| Y
There are no viclations - employee is in TEX category
17 status for class 2587 to replace an employees en
Alleges rule violations in the appointment of Heshima Hardy to class 2587 without LOA. The Director has the discretion and authority to
=) 2/9/2017 1 corducting selection procedures. 2587 | DPH |make this type of appointment. - LM 2116/2017| Y
7 2/912017 1 Unfair hiring process; raters were biased 1820 | MTA |Pending SE N
7 2/9/2017 1 Unfair hiring process; raters were biased 1824 | MTA |Pending SE N
7 2/9/2017 1 Unfair hiring process; raters were biased 1840 | MTA [Pending SE N
Appointee met MQs,; successfully completed
competitive selection process; job related uniform
7 2/9/2017 1 Unfair hiring process; raters were biased 5288 | MTA |questions and rafing criterla SE N
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FY 2016-17 Inspection Log

Does PCS employee who was released from probationary pericd have reversion
rights to previous PCS position in which they did not complete the probaticnary
period? If employee is released from exempt pesition, do they have reversion

Rule 117.9.3 If employee has a non-discplinary
release from a promotive probationary period {ph), the
employee has reversion rights to the previous position
promoted from {Rules de not require employes to
have completed pb of previous position).
Displacements may occur and department may
extend pb if necessary. Rule 120.31.1 Employees
must have completed the probationary period fo
qualify for a leave to accept an exempt position in
other department. Rule 114.27.1 An active employee
must have complsted the pb In the previous pesition

rights to previous position in which they did not complete the probationary RET [to be eligible for reinstatment to the previous pesition.
3/8/2017 period? ASR |SE 3/9/2017
If it is the same standardized examination, applicants
may use banked scores. If there is a completely new
standardized examination, all applicants must
participate. DHR informed applicants in advance.
Why are applicants net allowed to use previously banked scores? s this Applicants may appeal the examination
3/8/2017 appealable? 1244 |administration. SE 3/9/2017
The appointments are exempt and not subject to civil
service rules - category 13 in accordance with
Dept director inappropriately hired 2 individuals because of personal friendships Charter. No evidence to sustain allegations:; no
3/10/2017 with them. 8177 | OCC |violations. - LM 3/16/2017
Rule 117.9.3 Reversion righis if non-disciplinary
release from promotive probaticnary period;
displacement may occur; Rule 114.27 if non-
disciplinary release from probationary period of
transfer, employee may request reinstatement to
If non-disciplinary release from promotive probationary period, what rights? If non-| previous position if they completed the probationary
disciplinary release from probationary pericd of transfer, what rights? If employee period of the previous position; requires department
3/15/2017 wants to return to previous position, what rights? DHR fapproval SE 3/15/2017
Rule 117.9.3 Reversion rights If non-disciplinary
release from promotive probationary period;
displacement may occur; depi working with previcus
Released from promotive probationary pericd; was nct informed of what is dept on reversion rights; reinstate is only available for
available to him; unable to retum to previous poslition because he did not previous PCS position in which the probationary
complete probationary period of previous pesition unless approved by HSAM |period has been completed and with approval df dept
3/20/2017 department; can he retumn or reinstate? 2905 | TA |[SE ’ 32172017
Almost completed probationary period in previous
position; Rule 117.9.3 Reversion rights if non-
disciplinary release from promotive probationary
period; displacement may occur; the previous dept.
was not informed that position had special condition on being bilingual; just did HSA/D (may extend probationary period upon return. SE
3/23/2017 not pass written; being released and not informed on what happens next 2905 PH 3/22/2017
An employee may be released at anytime during their
probationary period.Rules do not require the
appeinting officer to state the reason for the release
37242017 Union was not informed of the reason for release from probationary period. SE 3/24/2017
States that she took written exam on computer yet the dept states that no exam Applicant given oppertunity to take a different exam. -
372712017 was recorded so she does not progress through the selection process. 2940 | HSA [LM ) 4/14/2017




d ar/as buipued| oNd | L824 ‘sejepipuUeo 8y} Jo auo sasinadns Ajoalip uceULEXS [BIO B} JO S19)e) l 210Zi220 z
al) 10 UG safielly UCHEULUEXS 57/ &) 10} S58001d UOISISS 3l JO manay
A {ZL0Z/0Z/9 35} €SV salgeodde ale sojng DGO 1eym wsewubisses) 210Z/0Z/9 )
‘sjusinuloddy ¢ ainy ul pels) (s sjqiBie Jsisuen Ul pRIsaIBIL] 2l JUawedap By} Ll SSJEPIPUED [BUISJUI £ UBLY §S3] §|
1) spouiawl augl Jo Aue asn Jo asAcdwa Joluas
1589] 94 paes Aew Jaoyo Bupuicdde aul ‘g UBL) S89)
1 'noOw eyl o3 Buipioooe ‘uoneoSSED s2alojdwe
auy jo Alngisucdsal Jo jeAs] BY) UM Jsualsisuca )
sainp ubisse o} Auouine peolq set Jaayo Buguiodde
By} jeul jeIs £ pLL PUe 660} 'T°9°601 s8Ny
d ar/Aas Buipuad] HAG | BELE j JosiISCNS JUE)SISSY Jaiod au} joj sseacid aagowetd eyl ul LUSHIOAE 3 FANFATRAL] I
d ar/as Bupuad| HAG | ovsz | Josinadng Japod au) i) ss9a0sd aanowald ey Ul WSHLIOAB S 1 ALOZHT9 l
d ar/as Bupueg| HdA | 9842 . suonsod[ | ZL0Z/EHS b
gl-Z) 18D X1 O} SI8U0 pepasN-sY Xzl L J0 UCIHSURS ay; Ul LUSRHoABH
d grias Bupued| HAA | 9gle suoisod Juaueliiad o) s1sp0d pepesN-SY XJ 1 JO UOjSUeL 3y} Ul WSHHoAES 3 LL0B/ELQ L
d gr/as buipuad| HAd | 9gs2 S18H0d 80IAI8G (1AL JUSUBLLIA JO UONCa|as auj Ul wishliosed] 3 Liog/iel/a L
d gar/as Bupued| HAO | ges2 51840 pepaaN-sy X1, JO UOJOa[os SY) Ul WshUoAE] 8 LLOZIELID o
A [LV0EMBS 35 ‘eacidde sjusiupiedsp sy spasul lLoRIsod| V'S H sod 8 LLOZ/619 9
snoneaad Ul saoiales fuojoeysies ypm paublsal| Q448 snomald 0] Wna) o} $[geLn pawiojul pue juswiedap meu wely paufisey
pue pausad Asucieqoid psisid oo saktodwa ay) )
usuuoddeal jsenbas Aew pejeiedss usaq Apeale
s pUe uongod wely psubisas Ajueunjos asfodug
A jilogime Wi Hdd | gkie ©-4S7 18 UCHBOMISSED Z1 12 %8 0117 Juadal ay; Joy sseoosd Buliy pue uonos|es 21021479 2
- suopsod o) Buididde woly pspnjoxa sem aucAue 2 0LLZ
1Byl Uoaedtpul oN'NIFS PUB ALID sl UusesMieq ¥ad :
8y} pLEe s8]y UDISSIILIOD UM oueldulcs Ul alem)
SJuaWaouUNouUE wexa Jo Bupsed B Juauynoal eyl
A |2L0E/0E/S G - ELYELL 80 pauleldxy ELVI1L - Sjulod safjouiold 210219275 kel
d ar/as leedde Buipued| H4d | LPZL "uorysed sy Jo} 2302vTi5 I
SO 2Y) 199W jou pip seajuiadde Lz L sselD (8) 8aiU) jew sabalje snowduouy
A [Li028109 A - 'sseocud| Q445 | 25k Jequist [eued meiusiul Um diysuopier. L10Z/81/S L
lellalalmsod ays ul pajedogred oym s(qibie s|qeyoeal Jeuosiad 0) enp Alzpeudoiddeul paliy sem zgr ) SSB|D 0) Ssjulodde jey; uoneda)|y
& sem pue paijijend asiuiodde - uopefele o} Jisw oN
A |LI0ZH LY suolipuoo| ¥SH | 2162 WSH e Wawyniosl /157 1o) suonpuos epads Bujpiebag Anbug LLQZIV LY 6
{eads aupsd ubisse o) Huoyine auy sey 1dap pue i
s|BlIB1a] JO 200U U] paymads al1am suopuco [eoads
A |LLoziey )3 'BUIphig HILS 0} S8Woo J usym sseooud isyy| O3 | 8078 “fylojuss U saloas e Suiprebal Ainbu; i LLOZ/E LY [
juswa|dw o} fuoine ey sey usliedep ay ) "Joke|
10 SS0UBISLINDNG 10} AoIueS U] 581008 aY) Bulssaippe
1o} sseoold sUy) sousislel AU s9iNy Jei)) peuieldxg
A |LL0ZiG NoW o vsH | vleg ‘ssacold UnNsees pue siuauiubisseal BuipieBas Ainbu| L 210251 6
Jajal osle uen “spallubisses) 1op suogoun) uoysod
B} Jo} panbay sannp jo eoueuuoged suy) o} oyoads
sfipapwouy pue dxa alinbas Ued UoISIAIR JeL} payue|D
A |L10ZvEis W1 - ‘soualedxe| Mmdd ‘AfZ0 JE S{ERPIAIPYI / JO siustiuiodde LiOZIEH L
3om Jo uopesyuas Buiuteigo W joocjerd HH mol|of auy BuipieBial sjcoojosd Buiiy mojo} 1ou pip siosiniedns { 8wy bonebaly
Jou pip juaiauiodde w3 ey siustauiodde §Od ’
10} sS9001d UDOS|ES JO SUONE|CIA CU PUNOL MBIASY
A [LLOZ/0CH gg/gr - g vonysans| Hdd | 2418 "wexa }fd ey} Bupie) woy pablienbsip Alfejun sem 2y Jed) pabiaie e ddy LL0Z/LEE i

Japun sas1n0o A1pes |euopednooo payor| Juedlddy

BoT uonoadsuj £1-9L0Z Ad




FY 2016-17 Inspection l.og

672212017

Allegation that appointee for class 5283 faisified qualificaticns for the position. 5293 | PUC |Review pending - LM

6/23/2017

Review compieted - applcant is ranked 14 on eligible
list; there was only one vacancy so reachable
eligibles are ranks 4,5 &8 who were interviewed per
inquiry as to why he was not interviewed for class 2996 because he is qualified. 2096 | HRC [the post-referral policy. LM

7126/2017

8/27/2017

Explained the Rules regarding certification, selection
inquiries regarding the interviewing and selection process for Class 8124, 8124 | DPA |and appaintment, -1 M

6/28/2017
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INTRODUCTION

The role of the Civil Service Commission is to oversee and protect the civil service merit
system for the City and County of San Francisco.

The Civil Service Commission is authorized by Charter (Article X Section 10.101.
General Powers and Duties) to establish rules, policies and procedures to carry out the merit
system provisions of the Charter. The Comumission provides oversight and hears appeals on
examinations, eligible lists, minimum qualifications, classification, discrimination complaints,
future employment restrictions with the City and other merit system matters.

In its effort to ensure compliance of the civil service merit system, the Commission
delineates responsibilities and goals to the Civil Service Commission Department Staff for the
purposes of coordinating/conducting open dialog and discussion on the merits of existing rules,
policies and procedures; make recommendations for change; and, where departmental staff,
employee organizations, employees, applicants and members of the public can obtain consistent,
fair and concise information on the merit system, the jurisdiction of the Civil Service
Commussion, and the application of its Rules, policies and procedures.

COMPLIANCE REVIEW
AND
TECHNICAL ASSISTANCE

Charter Section 10.101 states, “The Commission shall have the power to inquire into the
operation of the civil service merit system to ensure compliance with merit principles and rules
established by the Commission.” The Civil Service Commission at its meeting on October 16,
2006 gave general directions for the Civil Service Commuission staff to conduct audits in order to
determine if City and County departments are adhering to Federal and California State Law as
well as compliance with existing Civil Service Commission Rules, policies and procedures.

Under its Charter Authority, the Civil Service Commission staff conducts an annual Audit
Program. The purpose of the Audit Program is to ensure compliance with merit system Rules,
policies and procedures established by the Civil Service Commission through the investigation of
the conduct or actions of appointees in all positions.



MERIT SYSTEM AUDIT PROGRAM
GOALS & OBJECTIVES

The Merit System Audit Program was designed to assess compliance of Civil Service
Commission Rules, policies and procedures utilized by City and County departments.
Commission audit reviews may include, but are not limited to auditing departmental records,
determining compliance with departmental and merit system practices and interviewing and
applying relevant merit system Rules, policies and procedures. When an audit/review is
conducted and completed, Civil Service Comnission staff prepares a written report outlining the
subject matter of the audit, an analysis and summary of the findings, and if identified to be
applicable, recommendations regarding areas requiring corrective action will be noted. The
results and/or recommendation of an audit review could also include scheduling the matter for
Crvil Service Commission consideration and action if necessary or appropriate.

In summary:

e The audit is a mechanism utilized to assist departments in reviewing their internal
procedures regarding the compliance of Civil Service Commission Rules, policies and/or
procedures.

e The audit review provides an assessment as to whether there 1s compliance of required

documentation and/or records, and recommends changes that may be needed to meet
compliance standards.

ACKNOWLEGMENT
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FISCAL YEAR 2016-17
AUDIT OBJECTIVES

All candidates selected for permarnent civil service, provisional and exempt appointments
must meet the minimum qualifications for the jobs to which they are appointed. It is the City’s
policy that employment verifications for all applicants be completed by departmental Human
Resources professionals prior to an offer of employment with the City and County of San
Francisco. This means that prior to extending an employment offer, or processing a candidate’s
appointient, hiring departments are required to verify information provided by the applicant
regarding their qualifying experience and education. Throughout this fiscal year, the Commission
received numerous complaints alleging that appointees did not meet the required gqualifications
for the position to which they were appointed. The Commission also received complaints by
individuals guestioning the justifications for exempting certain positions under Charter Section
10.104 and 10.105.

Therefore, this fiscal year the Commission focused on reviewing the following selection
and appointment practices for nine recruitments conducted by vartous City departments in order
to assess the department’s compliance with applicable Charter provisions, Commission Rules, and
merit system policies and procedures:

1. Information provided on Permanent Civil Service examination announcements
regarding appeal rights and other required information;

2. Departmental practices with respect to the verification and documentation of
minimum qualifications for individuals appointed to Permanent Civil Service
(PCS), or Exempt positions;

3. Departments’ justifications for exempting positions from civil service
appointment, selection and removal procedures in accordance with Charter Section
10.104; and

4. The Post-Referral Selection process for Permanent Civil Service appointments.

The position recruitments for the following departments listed below were selected for the
Fiscal Year 2016-17 Merit System Audit Program.

Department Classification Job Type
Building Inspection 6321 Permit Technician I Permanent Civil Service
Fire 5215 Fire Protection Engineer Permanent Exempt
Municipal Transportation Agency | 5203 Assistant Mechanical Engineer | Permanent Exempt
Municipal Transportation Agency | 5207 Associate Engineer Permanent Exempt
Public Utilities Commission 5201 Junior Engineer Temporary Exempt
Public Utilities Commission 5203 Assistant Engineer Temporary Exempt
Public Works 5201 Junior Engineer Permanent Exempt
Public Works 5203 Assistant Engineer Permanent Exempt
Public Works 5216 Chief Surveyor Permanent Civil Service




STANDARDS

QUALIFICATIONS OF APPLICANTS

Commission Rule 110.9 Qualifications of Applicants states in part,

“Every applicant for an examination must possess and maintain the qualifications required
by law and by the examination announcement for the examination. Experience gained in
violation of Commission Rules shall not be recognized. City and County employees shall receive
credit only for the duties of the class to which appointed or assigned unless sufficient and credible
documentation is provided to verify performance of other duties. Employees may receive credit
for duties not usually performed by incumbents in a class if their employee file contains
contemporaneous documentation that the duties were assigned and performed. By way of
example but not limitation, records that describe and verify the out-of-class assignment that may
be accepted as documentation include a valid performance appraisal completed during the normal
evaluation period, payroll records filed at the time of the assignment and Notice of Assignment.
Credit for duties not usually performed by incumbents in a class based on non-contemporaneous
documentation shall require the certification of the Appointing Officer and the approval of the
Human Resources Director...”

Commission Policy and Procedures on Exempt Appointments states in part,

“Exempt appointees must possess the minimum requirements for their class or position as
established by the last examination anmouncement or class specification, whichever was issued
most recently with a statement of the minimum qualifications, The department must verify and
document that the individual meets the minimum qualifications for his or her exempt position in
accordance with the Department of Human Resources’ policies and procedures; such
documientation must be maintained in the employee’s personnel file in accordance with the
Commission’s “Citywide Employee Persomel Records Guidelines.”

Department of Human Resources Memovandum No. 08-2010 — Verification of
Emplovment History Information and Access to Emplovinent Records in PeopleSoft

This memorandum outlines procedures and policies regarding obtaiming employment
history and reference checks for current and past City employees prior to making a job offer. It
states in part, ““It is the City’s policy that employment verifications for all applicants be completed
by departmental Human Resources professionals prior to an offer of employment with the City
and County of San Francisco. It is particularly important that departmental Human Resources
professionals review and verify employment history information for current and past City
employees who are under consideration for appointment to a City position (e.g., promotion,
transfer, “Prop F” hire, etc.). To facilitate that review, departmental Human Resources
professionals now have access to the PeopleSoft system for purposes of employiment verification
prior to employment.”



Department of Human Resources Policy on Verifying Possession of Minimism
Qualifications (mm-service conducted at HR Professional meeting on 8/19/2009)

“All candidates selected for permanent civil service, provisional and exempt
appointments must meet the minimum qualifications for the jobs to which they are
appointed at the time of the deadline published on the announcement. Prior to extending
an employment offer, hiring departments shall verify information provided by the
applicant regarding their qualifying experience.”

The policy provides specific instructions on “how” and “when” to verify an
applicant’s qualifications:

s When an applicant’s qualifying experience was obtained through employment with
the City and County of San Francisco the verification should be performed by the
Department Personnel Officer or designee, who will check available PeopleSoft
records. Credit for experience obtained outside of the employee’s class will only
be allowed if it was recorded and placed in the personnel file at the time the
assignment was made. Qualifying experience of City and County employees
should be verified prior to the examination. City and County experience should be
verified by the recruiting anatyst at the time of application.

o In order fo verify work experience carned outside of City and County of San
Francisco employment, the hiring authority must contact the candidate’s current
and/or former employers to confirm dates of service, job titles(s) and duties
performed. A record of this contact must be made, If this verification information
cannot be obtained, the hiring authority shall keep a written record of the due
diligence efforts that were made. The hiring authority must seek verification from
a candidate’s current and/or former employers prior to making an employment
offer. Verification may be solicited at the time of reference checks.

EXAMINATION ANNOUNCEMENTS

Department of Human Resources Procedures

Human Resources procedures state that the announcement will include directions on when
and where to file an application, a description of job duties, salary, qualification requirements, a
description of the selection procedure(s) including, when relevant, the form, content and weight
of each section of an examination. It establishes whether the examination is open on an entrance,
promotive or combined entrance and promotive basis. The applicable certification rule is also
specified.

Commission Rule 110.2 Examination Announcements and Rule 111.4 Position Based
Testing states in patt, “The examination announcement shall be the official notice of an
examination and shall provide the qualifications, dates, and other particulars regarding the
selection procedure. Applicants are guided solely by the terms of the examination
announcement”. :




Civil Service Commission Rules 211 for the San Francisco Police Department, 310 for
the San Francisco Fire Department and 410 for the Municipal Transportation Agency also address
the subject of Examination Announcements and are similar in content provisions. In summary:

¢ Every applicant for an examination must possess and maintain the qualifications required
by law and by the examination announcement for the examination.

o FExaminations are conducted to rate the capacity of the applicants to perform the job of
which the applicant is applying.

¢ Examinations may include, but are not limited to one or more testing devices such as
written examinations, oral interviews, performance exercises, or any other device or
method to determine merit and fitness for fested positions.

APPEALS OF EXAMINATIONS

Commission Rule 110 Examination Announcements and Applicants Section 110.4 Appeals of
Examination Announcements states:

“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 18 subject to appeal to the Commission as provided elsewhere in these Rules”.

Civil Service Commission Rules 211 for the San Francisco Police Department, 310 for
the San Francisco Fire Department and 410 for the Municipal Transportation Agency also address
the subject of Examination Announcements and Appeals and are similar in content provisions.
However, Rule 310.3 Protests and Appeals of Examination Announcements requires appeal to be
received within seven (7) business days from the issuance date.

If the job announcement is for a Position-Based Test (PBT), it is then subject to Civil
Service Commission Rule 111A Section 111A.35.1 Appeals of the Examination Announcement.

EXEMPTING POSITIONS FROM CIVIL SERVICE APPOINTMENT

Commission Rule Series 14 Appointments: Section 114,44 Exclusions from Civil
Service Appointment states:

All permanent employees of the City and County shall be appointed through civil
service process by competitive examination unless exempted from civil service
examination and selection process in accordance with Charter provisions. Appointments
excluded by Charter from the competitive civil service examination and selection process
shall be known as exempt appointments. Any person occupying a position under exempt
appointment shall not be subject to civil service selection, appointment, and removal
procedures and shall serve at the pleasure of the appointing officer.



Civil Service Commission Policy and Procedures

Post-Referral Selection Process Requirements

An appointing officer is afforded a great deal of discretion and authority in both
determining the appropriate non-discriminatory and merit-based method to screen eligibles who
have expressed interest in a position, as well as ultimately selecting the candidate that he or she
believes is best suited to perform the duties of the specific position to be filled based on that
screening process.

The appointing officer has the discretion to determine the appropriate screening and
selection processes, provided that they are: 1) merit-based; 2) job-related; 3) non-discriminatory;
and 4) documented. Merit-based screening and selection criteria may include, for example, any
one or more of the following: performance on the examination; responses to job-related panel
interview questions; performance assessments; reviews of examination application materials
and/or written supplemental submissions (e.g., to defermine the possession of desirable
qualifications as posted on the examination announcement); work performance; disciplinary
history; reference checks; etc.

Overview on Exempt Appointments

Exempt appointment is defined as an appointment to a permanent or temporary position
exempt from competitive civil service selection, appointment and removal procedures in
accordance with the Charter. Exempt employees are considered “at will” and serve at the
discretion of the department head.

A. Categories of Exempt Appointments

The Charter provides for 20 categories of employment excluded from civil service, which
are generally organized into groups.

1. Group 1: Charter Sections 10.104-1 through 12 is comprised of a variety of positions such
as deputy directors, department heads, executive assistants, confidential secretaries and
legislative analysts/assistants. This group is subject to a Charter-imposed “cap” of the
percent of full-time exempt employees to the total number of employees that existed on
July 1, 1994, In accordance with the Charter, the Commission established the cap at 2%.

2. Group II: Charter Sections 10.104-13 through 15 are attorneys, physicians, hospital chief
administrators, dentists and District Attorney investigators. The Commission plays no
role with respect to these appointments.

3. Group IlL: Charter Sections 10.104-16 through 19 includes temporary and seasonal
appointments which do not exceed half time (1040 hours of service) in a fiscal year,
appointments to temporarily backfill civil service employees on leave (limit of 2 years),
special projects and professional services with limited term funding (limit of 3 years), and
the City’s program for the employment of severely disabled persons.

4. Group IV: Charter Section 8A.104 (i) is comprised of managerial employees in MTA
8



service-critical positions/classifications designated by the Director of Transportation as
exempt from civil service. They are also subject to a cap — the total number of these
positions may not exceed 2.75% of the MTA’s total workforce.

B. Two Types of Exempt Appointiments

There are two types of exempt appointments: Permanent Exempt (“PEX”) and Temporary
Exempt (“TEX). PEX and TEX appointments may be made to positions that have either part-
time or full-time schedules. However, PEX appointments are authorized in the Annual Salary
Ordinance (“ASO”) and are therefore generally part of a department and more permanent in
nature. TEX appointments are not authorized in the ASO, and they are ofien of shorter duration
and are irregularly scheduled to fill in temporarily or on an “as needed” basis.

Any of the Charter exempt categories can be PEX or TEX, with the exception of those
appointments exempted from civil service under Charter Sections 10.104-16 (also known as “As-
Needed™), which are exclusively TEX appointments.

Review of Exempt Appointments

The Commission has delegated to the Human Resources Director the authority to review

-and approve written requests for all exempt positions under Charter Section 10.104 (Groups I

through IIT) (other than “service-critical” positions at the MTA) to ensure that they comply with

the Charter and any applicable Civil Service Rules and/or Commission policies as detailed herein.

The Commission has also directed the Human Resources Director to establish procedures to
ensure that written departmental requests for Group III exemptions are processed expeditiously.

Likewise, the Director of Transportation is responsible for ensuring that any MTA
“service-critical” exempt appointment under Charter Sections 10.104 (Groups I through III) or
8A.104 (Group TV) complies with the Charter and any applicable Civil Service Rules and/or
Commission policies as detailed herein. '

Decisions by the Human Resources Director and Director of Transportation on exempt
appointments may be appealed to the Commission in accordance with the Civil Service Rules.
The Commission’s decisions on such appeals are final.

Charter Section 10,104 Exclusions From Civil Service Appointment states in part,

All employees of the City and County shall be appointed through competitive -
examination unless exempted by this Charter. The following positions shall be exempt
from competitive civil service selection, appointment and removal procedures, and the
person serving in the position shall serve at the pleasure of the appointing authority.

The Charter Section applicable to this audit review is the following:
e 18. Appointments, which shall not exceed three years and shall not be renewable,

for special projects and professional services with limited funding, except that such
positions may be filled through regular. civil service procedures.



SUMMARY ANALYSIS OF AUDIT FINDINGS

EXAMINATION ANNOUNCEMENTS

The audits related to the selected nine (9) recruitments included a review of the
examination announcements regarding the content of information provided to job applicants
including information regarding appeal rights if applicable. An announcement is the official
notice of an examination for a specific job classification. Announcements are issued by the
DPepartment of Human Resources (DHR) and by departments with decentralized examination
units. Human Resources procedures state that the announcement will include directions on when
and where to file an application, a description of job duties, salary, qualification requirements, a
description of the selection procedure(s) including, when relevant, the form, content and weight
of each section of an examination. It establishes whether the examination is open on an entrance,
promotive or combined entrance and promotive basis. The applicable certification rule is also
specified.

Civil Service Commission Rule 110 Examination Announcements and Applicants Section
110.2 and Rule 111A Position-Based Testing (PBT) Section 111A.7.1 states: The examination
announcement shall be the official notice of an examination and shall provide the qualifications,
dates, and other particulars regarding the selection procedure. Applicants are guided solely by
the terms of the examination announcement. Civil Service Commission Rules 211 for the San
Francisco Police Department, 310 for the San Francisco Fire Department and 410 for the
Municipal Transportation Agency also address the subject of Examination Announcements and
Appeals and are similar in content provisions,

Civil Service Commission Rule 110 Examination Announcements and Applicants Section
110.4 Appeals of Examination Announcements states in part, “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”.

If’ the job announcement is for a Position-Based Test (PBT), it is then subject to Civil
Service Commission Rule 111A Section 111A.35.1 Appeals of the Examination Announcement.

FINDINGS

Each job/examination announcement was thorough in providing detailed and
applicable information.
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MINIMUM QUALIFICATIONS

Minimum qualifications (MQs) as listed on the job/examination announcement are formal
statements describing what is required for individuals to have in order to compete further in the
emplovee selection process. They are descriptions of the education, training, work experience,
licenses, certifications, etc., that one must have to possess the competencies needed to perform a
job at entry. Applicants who do not meet the stated MQs are eliminated from the selection
process. Screening applications on the basis of MQs is considered a selection procedure that 1s
covered by the Federal Uniform Guidelines on Employee Selection Procedures. To successfully
withstand Title VII lawsuits that allege discrimination or other illegal hiring practices, any MQ
that is used to screen applicants must be job-related and consistent with business necessity.
Generally, the minimum qualifications for the tested position will remain the same as the
minimum qualifications that are stated in the class specification.

Verification as Part of the Application Process

Applicants may be required to submit verification of qualifying education and experience,
at any point in the application, examination or departmental selection processes. All documents
related to verification of minimum qualifications are required to be obtained prior to the
appointment date of the candidate and are to be in the OEPF exhibiting compliance of procedures
and policies. This refers to all candidates selected for permanent civil service, provisional or
exempt appoimtments.

Verification of work experience must be on the employer’s letterhead, and must include
the applicant’s name, job title, description of job duties, dates of service, and signature of the
emplover. San Francisco City and County employees do not need to submit verification of their
City employment, but must submit verification of outside experience. San Francisco City and
County employees will not receive credit for experience obtained outside of their classification
unless recorded in accordance with the provisions of the Civil Service Rule Series 10.

In general, there are a number of documents that can be requested and used to assess
employment verification of experience:

Transcripts, licenses or certifications

Standard letters (on letterhead) from employers
Performance evaluations that describe duties performed
DHR Employment Verification form

PeopleSoft records or appointment processing form

The following provides limited information regarding experience and can be used when
other verification is not obtainable:

o W2 form
¢ Income tax returns
s Paycheck stubs
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FINDINGS

All of the appointees reviewed for this audit were deemed by their respective department
appointing officers or designees to have met the mininmum qualifications for the position to which
they were appointed.

The Department of Human Resources policy requires that all documents related to
verification of minimum qualifications are to be obtained prior to the appointment date of the
candidate and are to be in the OEPF exhibiting compliance of procedures and policies. This
applies to all candidates selected for permanent civil service, provisional or exempt appointments.
Of the five (5) departments that participated in this audit, four (4) complied with this procedure
iltustrating that each appointee is qualified for the position to which appointed.

One department failed to obtain verification of work experience for two (2)
appointees prior to the appointee’s start date. As a result of this andit and request, Human
Resources staff for this department obtained the work experience verifications for these
exempt appointees. Review of the applicable documents validates the qualifications for each
one. The DHR policy and expectations to have this verification at the time of appointment
has been re-addressed with the department’s Departmental Personnel Officer.

Another department did not take note that in their files were expired licenses of two
(2) appointees for positions that require valid/current licenses such as a California driver’s
license and Land Surveyor license. Current licenses were verified and copies have been
placed in the OEPF.

In summary, required documents pertaining to this audit for selected appointees
were appropriately obtained prior to the appointment date and for one department out of
compliance the documents have now been obtained as a result of this audit. Each of these
appointees meets the qualifications for their position.
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EXEMPTING POSITIONS FROM CIVIL SERVICE APPOINTMENT

In accordance with its Charter authority, the Commission has adopted Rules and policies
that allow the Director of Transportation (for “service-critical” positions at the Municipal
Transportation Agency (“MTA™)) and the Department of Human Resources (“DHR”) (for all
other positions) to approve exempt positions in Group IIT, subject to appeal to the Civil Service
Commission.

FINDINGS

The Exempt Request Justification Forms were audited for presence and completeness.
The audit included four (4) departments which posted recruitments for Permanent Exempt and
Temporary Exempt status positions.

The Exempt Justification forms were provided for each appointment and the
reasons for exemption met the criteria of the Charter.

APPOINTMENT PROCESSING

The Appointment Processing Forms were audited for completeness.
FINDINGS

Two departments did not thoroughly complete the relevant sections in the
Appointment Processing Forms. The form has a section to be-completed to validate that the
Pre-employment process was completed. The Checklist is in Section IX: OTHER on the form:

Pre-employment Checklist:
O Restrictions Check 0 Internal Employment Check  [J Education Check
[0 Conviction History Review [ External Employment Checks [ Reference Check

Specifically, one (1) department did not verify the work experience for each
appointee. Completing this section holds value of its importance as this section serves as a final
reminder (checklist) to ensure that these processes have been reviewed and completed and also
that the required documents have been obtained.

It is recommended that this section accurately reflect which documents are applicable and
have been obtained as part of the Pre-employment review.

OVERALL SUMMARY
This year’s audit illustrates how the Merit System Audit Program is indeed a constructive
mechanism utilized to assist departments in reviewing their internal procedures regardmg the

compliance of Civil Service Commission Rules, policies and Department of Human Resources
procedures.
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One department that participated in the audit did not obtain the required documentation to
verify the appointee’s qualifying work experience prior to appointment which demonstrated for
the purposes of this audit that the department failed to adhere to Human Resources policy. The
Department of Human Resources policy and procedures state “prior to extending an employment
offer, hiring departments shall verify information provided by the applicant regarding their
qualifying experience.” This applics to all candidates selected for permanent civil service,
provisional and exempt appointments. The Commission’s policy on exempt appointments also
requires that the department nwst verify and document that the individual meets the minimum
qualifications for his or her exempt position in accordance with the Department of Human
Resources’ policies and procedures and that such documentation must be maintained in the
employee’s personnel file in accordance with the Commission’s “Citywide Employee Personnel
Records Guidelines.”

Documents verifying the qualifications of each appointee were obtained by the

departments. Although one department obtained the qualifying verification documents
after appointment for two appointees, this was not in compliance with DHR policy.
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