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| The followmg is in response to'the 2010- 201 1 le Grand Jury report “lemg Practlces of the Clty and
' County of San Francisco.” .

The City and County of San Francisco is committed to ensuring its hiring practices are fair and in

. compliance with all applicable Civil Service Rules. My office also remains committed to the goal of.
Civil Service Reform and I believe that it is important that we continue our efforts to critically evaluate
our merit system to ensure that our personnel policies, rules and procedures remain fair, efficient and
effective so that San Francisco can contmue to provide San Franciscans with the highest quahty '

workforce

- I' appreciate theCivil Grand Jury’ sefforts to understand how the Department of Human Resources
~ (DHR) and-the Civil Sérvice Commission (CSC) safeguard the rights of applicants and employees.
However, T concur with the response submitted by DHR that the Civil Grand Jury report contains

several maccurate statements

" One central maccuracy—that DHR has sought to decentralize authorlty for personnel demsrons in order
to expedite the hiring process——rarses concerns about the validity of the Civil-Grand Jury’s overall
report. As DHR states in its response, this inaccurate statement is attributable to a misreading by the
Civil Grand Jury of DHR’s 2005 policy paper entitled “Civil Service Reform: Preserving the Promise of
Government”." Although the Civil Grand Jury concludes this statement is a recommendation by DHR,
this statement is actually a finding made by DHR and the Board of Supervisors’ Office of Legislative -
Analyst (OLA) of practices that existed in other jurisdictions, and not San Francisco. Please see DHR’ s
response for a more thorough explanatton related to these over31ghts by the C 1v11 Grand Jury

While I have concem’s about the accuracy of the Civil Grand Jury report, as referenced in DHR’s
response, I assure you that the City takes the hiring process seriously and will continue to refine our-
procedures to ensure equitability for applicants and efficiencies in hiring for departments Recruiting
and maintaining a high quality workforce is essential to providing the crltlcal services that San Francisco
remdents expect and-deserve from thelr crty govemment :

1 DR. CARLTON B. GOODLETT PLACE, ROOM 200
SAN FRANCISCO, CALIFORNIA 94102-4681
TELEPHONE: (415) 554-6141°
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- Mayor’ s O’rﬁce Response to the Civil Grand Jury ‘

August 15 2011
The Mayor s Offce responses to the Civil Grand Jury s f'ndmg are as follows

Fmdmg V: As the hiring process‘ in the Clty becomes mcreasmgly decentralized and PBT testing
‘becomes more prevalent, there is growing doubt among some City workers that the Commission as -
- currently staffed is able to protect their rights. : _

Response: Disagree. The City is not decentralizing the hiring process. This assertion stems from a
misreading by the Civil Grand Jury of DHR’s 2005 policy paper entitled “Civil Service Reform:.

Preserving the Promise of Government.” The Civil Grand Jury misrepresents statistical figures

regarding examination appeals, making it seem as though one of the City’s most recent and extremely

successful Civil Service Reform efforts—Position Based Testing——has resulted in a diminution of "

applicant appeal rights. Please see DHR s response for clarification on this point. With respect to an

increase in Position Based Testing (PBT), as DHR mentions in its response, the CSC does not directly
" monitor hiring units and regardless of how many departments administer examinations, the same
number of examinations would require oversight. Additionally, absent further information, I cannot
agree with the assertion that current staffing levels at the CSC would imperil the ability of the CSC to
protect the r1ghts of city workers. '

The Mayor’s Office responses to the Civilv Grand Jury’s recommendations are as fol-lows:

Recommendatwn Al: The Comm1531on should be authonzed to hlre at least one addltlonal senior
personnel analyst, . .

Response: Recommendation Requires Further Analysis. The determination of appropriate staffing

~ levels requires an analysis by the Mayor’s Office and the department as to whether the department is
~ able to perform its core functions as well as a consideration of the budgetary resources available

annually. The CSC has stated that it takes seriously its role and responsibility to oversee the City’s

merit system and does believe its staff responds to complaints and concerns in a timely manner. The
CSC has indicated in its response that any additional staffing would only enhance its operations. Any "
discussion related to increasing staffing will have to be made in the course of the budget development
process. -

Thank you a.gain for the opportunity to comment on this Civil Grand Jury report; :

Sincerel

Edwin M. Lee/
Mayor



City and County of San Francisco Department of Human Resources

* Micki Callahan

- Edwin M. Lee , .
Human Resources Director

Mayor

August 2,2011

The Honorable Katherine Feinstein

Presiding Judge

Superior Court of California, County of San Francisco
400 McAllister Street .
San Francisco, CA 94102

Subject: Grand Jury Report — “Hiring Practices of the City and County of San Franmsco
. Published June 16, 2011

' Dear Judge Feinstein:

The following serves as the Department of Human Resources’ (“DHR”) response to the 2010-2011 Civil
Grand Jury’s first four findings and recommendations as detailed in its report titled “Hiring Practices of
the City and County of San Francisco™ (herein after referred to as the “CGJ Report”) in accordance with
Penal Code Sections 933 and 933.05.

While we appreciate the Grand Jury’s review, it contains several significant factual errors that must be -
addressed at the outset.

e  The CGJ Report begins by implying that DHR’s civil service reform efforts over the past few years
have been focused on, and have resulted in an unprecedented decentralization of examinations and
- authority over personnel decisions throughout the City. This is incorrect. ~ '

Specifically, the CGJ Report states that one of the principal recommendations contained in DHR’s
2005 policy paper titled, “Civil Service Reform: Preserving the Promise of Government” (herein
after referred to as the “CSR Report”), was to expedite the hiring process by “decentralizing
authority for personnel decisions from a central agency to operational agencies, especially for
hiring.” [See the CGJ Report at page 1.] This excerpt, however, was taken out of context from the
CSR Report and was not one of DHR’s forty-five reform recommendations.’

Rather, DHR recommended the establishment of a faster merit-based permanent selection process
with simplified appeals rights. [See recommendation 1f on pages 11 and 29 through 33 of the CSR
Report.] The particular section of the report that the Civil Grand Jury has cited was actually a
reference to a survey that found that many other jurisdictions have employed consistent strategies
in their reform efforts over the last two decades, including but not limited to decentralization for
personnel and hiring decisions. [See pages 5 and 6 of the CSR Report.]

It is also important to note that under the City’s Administrative Code, it is the department heads—
not DHR—who have authority over all personnel decisions in their respective departments,
consistent with the Civil Service Rules.* As such, the Civil Grand Jury is incorrect in asserting

! The CSR Report is available on the DHR website at www.sfeov.ore/DHR u.nder the link “About DHR.”

? In accordance with Charter Section 4.126, Administrative Code Section 2A provides as follows: “The. department head shall
act as the ‘appointing officer’ under the c1v11 service provisions of the Charter for the appointing, disciplining and removal of
such officers, assistants and employees as may be authorized.”

One South Van Ness Avenue, 4™ Floor, San Francisco, CA 94103-5413 ~ (415) 557-4800 « www.sfgov.org/dhr
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that; “[Tlhe central thrust of the [CSR Report] was to expedite the thng process by decentrahzmg
authority for personne] decisions.” [See the CGJ Report at page 2.]

The Civil Grand Jury also asserts that, up until DHR issued its CSR Report in 2005,
“Responsibility for conducting and scoring examinations and drawing up eligibility lists for
permanent positions in City government was centralized in the DHR.” [See specifically page 1,
-and generally page Sof the CGJ Report.] This statement is also incorrect. On the contrary, DHR
had delegation agreements with a number of decentralized departmental human resources agencies

. prior to 2005 (e.g., the San Francisco Fire Depastment, the San Francisco Police Department, the ‘
San Francisco Public Utilities Commission, the San Francisco International Airport, etc.), whereby
trained and highly skilled examination analysts in decentralized departments were, and continue to

. be; authorized to conduct examinations with DHR oversight to ensure compliance with DHR’s and -
the Civil Service Commission’s (“Commission™) policies and rules regarding examination and v
merit system principles. o

The CGJ Report also states that, “Since the issuance of the [CSR Report], policies have been
implemented to give various City departments the authority to conduct examinations and hire staff -
_from the resulting eligible lists.” {See the CGJ Report at page 1.] Again, this incorrect in that
implies that decentralized authority did not exist prior to 2005. The CGJ Report is correct,
however, in that DHR has issued a number of policies implementing a faster merit-based -
permanent selection program Citywide, as recommended in its CSR Report and as adopted by the

Civil Service Commission. The CGJ Report is also correct in noting that this program—the
Position Based Testing (“PBT”) Program—has been successful in expedltmg the hiring process
and 51gmﬁcantly reducing the number of Prov131onal -appointments.

The C1V11 Grand Jury expresses concern over the fact that a greater number of departments have
authority to administer examinations under the PBT Program (17 departments out of approximately
60) because the Commission must now “monitor the hiring units in each of the 17 departments for
compliance to the Civil Service Rules.” However, it is important to note that: 1) the Commission
does not directly monitor hiring units, as that is DHR’s responsibility; and 2) irrespective of how

* many departments administer exammatlons the same number of examinations would require
oversight.

. We also disagree with the Civil Grand Jury that the PBT process has “complicated the
[Commission’s] efforts to ensure that the new hiring procedures conform to Civil Service Rules.”
[See the CGJ Report at page 2.] The Civil Grand Jury did not provide any information in support
of this statement, other than a general assefti_on that, “[TThere is growing doubt among some City
workers that the Commission as currently staffed is able to protect their rights.” No sources were
cited, and no additional information was provided to suggest that individuals® rights and/or the
Civil Serv1ces Rules have been violated.

. . The C1v11 Grand Jury correctly notes that the points of appeal for PBTs are fewer than they are for
Class-Based Test (“CBT”) examinations; however, it is important to note that applicants still retain
their protest rights throughout the examination process. The Civil Grand Jury opines that the
reason why there are fewer appeals under the PBT process could be partially because there are
fewer appeal points, as opposed to the fact that examinations are now more efficient. However, we
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note that there have also been fewer protests, w]:uch again, are rights included under the PBT
Program.

Further, the Civil Grand Jury bases this assertion on its mistaken belief that there were no appeals
for PBT examinations in Fiscal Year 2009-2010 but that there were a startling fifty-one (51) CBT

“appeals during that same time period. However, the Civil Grand Jury has again misquoted a City
document. Had the Civil Grand Jury read the cited document more carefully and in its entirety, it
would have noted that: 1) the figure presented represents the total number of appeals that were
submitted and carried over during the last ten fiscal years (since 2000); 2) the total number
represents all appeals, and not just those for CBT examinations (in fact, the document does not
even distinguish between CBT and PBT examinations); and 3) the number of all examination-
related appeals has significantly dropped in recent years (see pages 2, 3 and 58 of the cited Civil
Service Commission report). :

In fact, according to DHR’s records, there were actually three (3) appeals of PBT examinations
during that time period, and only five (5) appeals of CBT examinations (two of which were for the
same examination; and the other three of which were for safety exams, which for decades have
always been highly contested due to past Consent Decrees)

»  The Civil Grand Jury also asserts that DHR is required to provide an appellant with a copy of its
staff report in response to an appeal. [See page 4 of the CGJ Report.] However, there is no such
requirement. On the contrary, in accordance with Commission policy, DHR is required to provide
Commission staff with an original report and nine copies thereof for distribution to the
Commissioners, the meeting file and the viewing file. DHR, as a courtesy to Commlssmn staff,
also provides them with an adchtlonal copy for the appellant’s review.

DHR’s Responses to the Civil Grand Jury’s Findings and Recommendations -

e  FindingI: (1) DHR agrees with this finding in part; and (2) disagrees with the remainder.

The Civil Grand Jury is correct that there are fewer appeal points under the PBT program than
there are for Class-Based examinations. However, DHR disagrees with the Civil Grand Jury that
the points of appeal under the Civil Service Rules for PBTs are confusing. In fact, the Rules very
clearly specify what is and what is not appealable under the PBT program.® The Rules also clearly
specify what the appeal process is, and the standard of review for hearing such appeals.

However, DHR does agree that the Civil Service Rules on appeals for Class-Based examinations
are inconsistent amongst the four volumes of the Rules, and that as a result they may be confusing
to applicants and departments alike. Please refer to the attachment for a chart depicting the
inconsistencies amongst the four volumes of the Rules.

3 Article VIII of Rule 111A provides as follows: “Appeals to the Civil Service Commission may occur at three (3) poirnts in the
examination process: (1) after the examination announcement has been issued, (2) after the examination has been
administered and prior to the posting of the eligible list and (3) after the merging of eligible lists in different classes. Appeals
of the examination announcement may be based only on challenges to the position description and/or the minimum -
qualifications. Appeals after the examination administration may be based only on claims of inconsistency.in examination

* administration, bias of raters and/or failure of raters to apply uniform standards. Appeals of merging of eligible lists in
different classes may be based only on claims of substantial differences in the knowledge, skills and abilities required to
perform the essential fanctions of the positions.” The Civil Service Rules are available at www.sfgov.org/Civil_Service.




DHR’s Response to the Civil Grand Jury Report “Hiring Practlces of the C1ty and County of San Francisco”
Page 4 of 7

e Recommendation I' {4) This recommendation will not be implemented by DHR, as it does not
have the authority to revise the Civil Service Rules.

DHR agrees that the Civil Service Rules for appeals of Class-Based examinations are inconsistent
and that they should be clarified, consolidated, streamlined and ultimately made more clear. While
- DHR does not have the authority to implement this recommendation, we are in support of the
recommendation and would be amenable to posting any resource documents on our website and in
relevant documents that the Commission publishes which clanfy examination appeal rights. -

e  Finding II: (2) DHR disagrees with the Civil Grand Jury’s finding that DHR is ; not always
informing appellants of their right to appeal decisions of DHR to the Commission, and strongly _
dlsputes the bases on which it makes this assertion.

The Civil Grand Jury’s assertion is based on the fact that “various [unnamed] sources have told the
Jury” that DHR is not advising individuals of their right to appeal and that those sources provided
the Civil Grand Jury with letters to substantiate their claims. [See the CGJ Report at page 4.]
According to the CGJ Report, the Civil Grand Jury apparently showed those letters to an
unidentified “official” at the Commission, who indicated that the letters contained “inadequate”
information regarding appeal rights. [See the CGJ at page 4.] However, we note that we have no
information regarding the letters to which the Civil Grand Jury is referring, nor did the Civil Grand

- Tury prowde any detail about what additional information the unnamed source believed should .
have been 1nc1uded in those letters. 'As such, we cannot respond on this issue.

' The only other substantlatmn provided by the Civil Grand Jury in support of this assertion is the
two candidate response letters attached to the CGJ Report (we note that one of letters was among
several examples provided to the Civil Grand Jury by DHR that the Civil Grand Jury chose not to
include in its Report). In both examples, the candidates were disqualified from continuing in the
selection process based on their failure to meet the minimum qualifications for a PBT

- examination—a matter that is clearly not subject to appeal before the Commission under Civil
Service Rule 111A. We believe that it would be inappropriate, misleading and inaccurate to advise
candidates that they have appeal rights that they do not in fact have under the Civil Service Rules.

e ' Recommendation II: (1) DHR has already implemented this recommendatlon to the extent that it
has the authonty to do so.

We agree that the Commission’s notifications to appellants can be revised to clarify when their
meeting date is to be set and that they may pick up a copy of DHR’s staff report at the
. Commission’s offices.
~ As to the recommendation that DHR notify appellants of their appeal rights, DHR also agrees and
we will continue to do so when apphcable (please see the response to Finding H above).

However, we do not agree with the Civil Grand Jury recommendation that DHR needs to establish
tighter procedures to ensure that all letters to appellants denying their appeal are sent promptly, as
we are unaware of any instances in which such notifications have been sent out untimely; nor does
the Civil Grand Jury cite any examples to indicate as much. Even if some denial letters were sent
out untimely (again, an assertion with which we do not agree, particularly in the absence of any
additional information), we note that the appellant’s protest and appeal timelines would not be
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impacted, as the appeal deadline only begms to toll upon the post marked date that the notification
letter is mailed.

DHR endeavors to notify candidates of the status of their examinations as timely and as efficiently
as possible, and notes that the City’s JobAps system sends automatic notifications to applicants
informing them of the status of their applications. However, we would be interested in knowing of
any instances when notifications to applicants have been untimely and ask that the Civil Grand
Jury provide us with some specific examples so that we can correct any procedural gaps of which
we are unaware. : '

e  Finding IIl: (1) We agree with the Civil Grand Jury that DHR is in the process of reducing its
reliance on examinations based on training and education evaluations (“T&E”); (2) however, we
disagree with the Civil Grand Jury’s sweeping assertion that it is in meffectwe method for

. evaluating job applicants for all positions.

In recent years, DHR has been replacing T&Es with various written or computer—adrmm stered
‘examination instruments. These testing initiatives have represented a significant change in
direction with respect to a number of examination programs. For example, candidates for many
supervisory and managerial classifications now must participate in examinations that are designed
to measure their skills and abilities to supervise and manage employees. While candidates for
Administrative Analyst, Personnel Analyst and Management Assistant job opportunities were

~ forinerly evaluated via T&Es, they too-are now formally tested to ensure that they possess the basic
skills and competencies for these positions. : :

However, there.is a place for the T&E methodology in hiring. In many situations, they represent an
appropriate and alternative assessment approach for use by HR professionals. For example, a
Behavioral Conisistency assessment is one type of T&E that is considered to be highly valid and,
along with formal tests, an effective predictor of job success. If conducted properly, theré is no
reason not to consider the Behavioral Consistency methodology as a viable hiring option with
respect to many City jobs. ' '

T&Es are also recognized to bc one of the most efficient and- cost-effective methods to generate’
eligible lists. When the applicant population is expected to be low, especially with respect to hard-
~ to-fill positions for which there is less competition, it is not very practical to screen down the '

applicant pool further with a formal examination process. In such cases, it makes more sense to
assess the credentials (i.e., work experience, training and education) of the applicants, place them -
on an eligible list, and allow the post-referral interview process to determine the most qualified
candidate amongst this limited group. Similarly, if the total number of candidates is slightly
higher, but a broad certification rule allows the hiring manager to consider all of those candidates
at the time of referral, again, it may not be-practical to administer a formal examination. Also,
when a given classification requires a license or cerfification (e.g., Registered Nurse), DHR’s
formal testing of the necessary knowledge and abilities to do the job may be duplicative and
vnnecessary.

Recommendation IIT: (1)/(2) DHR agrees with the Civil Grand Jury’s recommendation that City
hiring should rely less on T&Es and that DHR should continue to expand upon:-its use of formal
selection instruments and to build testing programs around them for appropriate classifications.
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(4) However, we disagree that it should do so in all cases for all classifications and positions; and
we certainly do not believe that it would be prudent or possible to implement such a dramatic
change in less than a year as proposed by the Civil Grand Jury:

Over the last few years, DHR has been doing exactly that by unplementmg new formal testing

programs. It also has been encouraging City Departments with delegation authority to move away -

from T&Es. DHR also plans to pursue this strategy of replacing T&Es in the future, again, when

appropriate. However, as indicated above, T&Es at times can serve a very useful purpose, one that
 is entirely consistent with merit system principles. :

Given the ongoing need for governmental organizations to enhance efficiency and productivity,
T&Es can be very effective tools. This is why they are widely used in public sector employment
throughout the country. Given limited resources in a downsized economy, T&Es can produce
eligible lists quickly to satisfy the demands of hiring managers and they can do so inexpensively.
Therefore, when it is not practical to administer formal, assembled examinations, DHR believes
that T&Es should be conmdered as a viable alternative in personnel selection.

e  Finding IV: (1) DHR agrees in part with the C1V11 Grand Jury’s ﬁndmgs and (2) disagrees Wlﬂ'l.
. the remalnder

While DHR agrees with the Civil Grand Jury that PBT announcements do not specifically identify
in advance the departments that may also use the resulting eligible list, we disagree that it results in
denying apphcants the information required to becomie aware of, and apply for a position with the

City.

Perhaps the Civil Gran Jury is unaware that the City’s JobAps system includes a feature that
enables applicants to request notifications for vacancies in specifically desired classifications
throughout the City. Therefore, it is incorrect to say that apphcants do not have access to
information regarding job openings. :

Moreover, the Civil Grand Jury’s concemn that we do not identify in advance all departments who
may wish to use a particular PBT eligible list is based on the premise that there are significant
numbers of applicants for City employment who have strong opinions about where they would like
to work and are therefore very selective as to the City posmons for which they are willing to apply.
Not only is this unlikely, given the Bay Area’s fiscal crisis and high unemployment rates, but it
runs counter to our experience. Applicants for City employment tend to apply for any and all
positions in a class regardless of the department. -

However, we do agree that some applicants may be persuaded to apply for an examination in
which they would not otherwise be interested if they are aware that the eligible list might be used
to fill a position in a department other than the one that is conducting the examination. Therefore,
we agree that certain candidates may benefit from more information about other possible future job
opportunities in other departments at the time of application.

¢  Recommendation IV: (3) This recommendation will be implemented to the extent indicated below
within six (6) months (no later than January 2012). While DHR agrees that it should provide more
. information regarding other departments who could potentially use the same PBT eligible list, we
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disagree that it would be possible to idéntify in advance every City department who will acrually
use the same eligible list. This would be an inefficient and onerous requirement.

Announcements are already very lengthy doeuments, filled with information that is essential for all
applicants. Since the number of departments that could potentially use a PBT eligible list might be
extensive and could change over time, it would not be practical to list each of the potential
departments on the announcement. Adding this information could make an already busy document
even more difficult for applicants to read and understand.

However, in order to make this information available to interested applicants, DHR will add a
clause to the announcement, instructing applicants how to search online for the departments that
might use the eligible list. A link to the searchable web page will also be included in the
announcement language.

- 'We appreciate the focus of the Civil Grand Jury on these matters and believe that continued review of our
civil service and human resource systems to identify the areas most in need of reform is essential.

Sincerely,
O
RS ‘SIN| )

Micki Callshan -
Human Resources Director -

- Attachment (1)

Cc: Mayor Edwin M. Lee
Anita Sanchez, Executive Ditector, Civil Service Commission ,
Linda A. Clardy, Foreperson, 2010-2011 San Francisco Civil Grand Jury
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Ms. Linda A. Clardy, Forepcrson

San Francisce County Civil Grand Jury
400 McAllister Street, Room 008

San Francisco, CA 94102

Civil Service Commission Response to the 2010—2011 C1v11 Grand

SUBJECT:
) Jury Report on Hiring Practices

Déar Judge Feinstein and Ms. Clardy:

- In accordance with Penal Code Section 933 and 933.05, the following is the
response of the Civil Service Commission to.the 2010-2011 Civil Grand Jury Report,

“Hiring Practices of the City and County of San Francisco.” The Civil Service
Commission is responding to Fmdmgs and Recommendations numbers 1 through 5 as

requested.

~ The Civil Service Commission appreciates the Civil Grand Jury’s interest and
review of the City’s hiring practicés and is plcased with the opportumty to respond to

its F1nd1ngs and Recommendations.

| Background -
“In lookmg at the City’s hiring practices, it is important to understand the

distinct roles performed by the Civil Service Commission and the Department of
Human Resources in the City’s personne] management.

' The Civil Service Commission is established by Charter Section 10.100 and is

‘charged with the duty of providing qualified persons for appointment to the service of
the City and County of San Francisco. Civil Service Commission Rules implement the

- merit system Charter provisions and assures that all persons in the classified service -
and persons seeking admission to the classified service receive fair and impartial
treatment. The five-member Civil Service Commission is a policy, rule-making and
appeals board charged to oversee, regulate, and serve as final arbiter of the City and

County of San Francisco civil service merit system.

The Department of Human Resources (DHR) is established by Charter Section
10.102 and is the personnel department for the City and County in accordance with
policies, rules and procedures of the Civil Service Commission governing the merit
system and shall determine appomtments on the bas1s of merit and fitness.

25 VAN NESS AVENUE, SUITE 720 & SAN FRANCISCO, CA 94102-6033 ® (415) 252-3247 @ FAX (415) 252-3260 ° www.sigov.org/civil_service/
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DHR performs personnel operations of the City and County with éuthority to recruit, select, certify
(refer) appoint, train, evaluate, promote career development, classify positions, and other related
' personnel activities to maintain an effective and responsive workforce.

The Civil Service Commission is the pohcy, rulc—makmg and appeals board, whereas the
Department of Human Resources is the personnel operations agency administering the merit
- system. For example, the Commission adopts rules and policies on job announcements, '
examinations, eligible lists, and certification; the Department of Human Resources posts the job
announcements, conducts the examinations, posts and adopts eligible lists and issues the
certification or referral of eligibles to departments in accordance with Commission Rules.

The Civil Serv1cc Commission continues to focus on providing the fIamcwork ofa strong, o
credible merit system resulting in a City and County workforce with an inherent pride in providing
efficient service for the public. The Commission also recognizes and addresses City departments’
need for flexibility in personnel management, whlle at the same time, maintaining the mtegnty of
the C1ty s-merit system.

chg mindful of the distinct difference of the roles of the Civil Service Commission and
the Department of Human Resources in the City’s personnel operations, the Commission’s
responses are in accordance with its role as a policy, rule-making and appeals body.

RESPONSES
Finding Number 1 '
- Under the traditional CBT, an applicant has the right to appeal to the Commission at almost every
point during the examination process. Applicants takmg a PBT can appeal at only three points to
the applicants. '

Response: - The Commission agrees with this finding. The basis and processing of
appeals for CBT (Class Based Testing) and PBT (Position Based Testmg) examinations are
different.

Recommendatlon Number 1

On all job applications there should be a single link or a smgle sheet or paper outhmng in easily
" understandable language under what conditions a job apphcant can appeal to the DHR and
ultlmatcly to the. Comnussmn

Response: - The Commission agrees with this recommendation and will assist the
Department of Human Resources in any efforts to inform applicants of the appeal process. Job
announcements and job applications are issued and received by the Department of Human
Resources/departments. The Commission will discuss and consult with DHR the feasibility of
implementation. The Commission is reviewing its Rules, including the Examination Rules to
identify Rule amendments to clarify, streamline and reflect current practices. This is in progrcss
and proposed Rules changes will be submitted to thc Comm1ss1on throughout the next six months

Finding Number 2
DHR is not always mformmg appellants of their right to appeal decisions of the DHR to thc
Commission.

Resp:onse Thc Commission partially agrees with this ﬁndmg Matters appcalable to
the Commission do not exclusively come from the Dcpartmcnt of Human Resources but also from
the actions and decisions of a department. appomtlng officer; i.e. examination reJ jections,
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: background rejections, furtire employment restrictions. The Deparlment of Human Resources and
department appointing ofﬁcers/de51gnee both must insure that appeal language i is provided of their -
appealable actions.

Recommendatron Number 2

DHR should establish tighter procedures to ensure that all letters sent to appellants denying their
appeal are mailed promptly. Where appropriate they should advise appellants of their right to
appeal the decision to the Commission. As a further backup, the Jury urges the Commission to
include in its letters to appellants setting a date of their hearing a reminder that they are entitled to a
copy of the DHR’s report free of charge.

Response " The Commission agrees with and endorses this recommendation and will
support the Department of Human Resources in its efforts to advise appellants of their appeal
rights. -Beginning this month (July), the Commission has included language in its
acknowledgement letter (initial contact with appellant) to appellants that they will be notified when
- the staff report of their matter is received in the Commission office. Upon receipt of the report,
Commission staff will notify appellants by letter, email and/or telephone call that the report is
available to them. This will ensure timely delivery to the appellants and provide them with
sufficient time to review the report and prepare a response rather than waiting at the time of the
notice of the meeting.

. Finding Number 3
T&E testing relies too heavily on training and experience factors listed on an apphcatron form in
evaluating whether an applicant is eligible for a position. This is an ineffective method for
evaluating job applicants. T&E testing does not verify whether an applicant actually possesses the
trarnmg/educatron and experience claimed on the application form. The DHR has indicated that it
is in the process of reducing its reliance on T&E exammatlons

Response: The Commission agrees with this finding. The Commission i is commrtted to
ensuring that examinations are valid and job-related and supports the Department of Human
‘Resources efforts in reducmg administration of T&E (Training and Experience) examinations. The
Commission will assist its implementation as appropriate and with any areas under its jurisdiction.

Recommendation Number 3 :
‘The City should continue its move away from T&E exarnmatrons and return to a more knowledge-
based examination. This process should be completed by June 30, 2012

Response: The Commission agrees with this recommendation and believes the
Department of Human Resources is taking, within its avarlable resources, the necessary steps in
administering valid and job- related examinations.

Finding Number 4

Besides a job description, PBT job announcements sometimes advise applicants that the eligibility
list from this examination could be used by other City departments for hiring staff. However, the
advisory does not identify those departments. This process can deny applicants the information -
required to become aware of and apply for a position with the City government.
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Response: - The Commission agrees with this finding and believes applicants should be
well informed of all terms and conditions of positions for which they are applying.

Recommendation Number 4 :
Position based job announcement should identify each City department that might use the -
examination eligibility list. This would assist potential applicants in deciding whether or not to
participate in the examination and get on an eligibility list. Otherwme the list should be used solely

by the department des1gnated on the job announcement.

Response: The Commission agrees with this recommendation and will support any
efforts of the Department of Human Resources in implementing it. The Commission will review in
coordination with the Department of Human Resources whether clarification requires Civil Service
Rules or procedural changes. :

Finding Number 5 — '

As the hiririg process in the City becomes increasingly decentralized and the PBT testing becomes
more prevalent, there is growing doubt among some City workers that the Comrmssmn as currently
staffed is able to protect thelr rights.

* Response: The Commlssmn partlally agrees with this finding. The Commlssmn very
seriously takes its role and responsibility to oversee the operation of the City’s merit system and
believes that given its 6-member staff responds to complaints and concerns in a timely manner.
The Commission’s Rule-making authority would be greatly assisted with an additional staffto -
review, recommend and draft Rules, policies arid procedures proposals.

Recommendation Number 5
The Commission should be authorized to hire at least one additional senior personnel analyst

. Response: . The Cornrmssmn agrees with this recommerndation and W1ll work with the’
" Mayor’s Budget Office in exploring funding resources.

‘Again, thank you for your review and the opporturﬁty to respond to your Report. Should
'you have any questions or need additional information, please contact me at (415) 252-3250.

Sincerely,
" CIVIL SERVICE COMMISSION

ANITA SANCHEZ
Executive Officer

c:. 'E. Dennis Normandy, President

Donald A. Casper, Vice President

Morgan R. Gorrono, Commissioner

Mary Y. Jung, Commissioner

Lisa Seitz Gruwell, Commissioner :
/Angela Calvillo, Clerk, Board of Supervisors

Manish Goyal, Mayor’s Budget Office

Jennifer Johnston, Department of Human Resources
_ Office of the Civil Grand Jury



City Hall
Dr. Carlton B. Goodlett Place, Room 244

BOARD of SUPERVISORS San Francisco 94102-4689
Tel. No. 554-5184
Fax No. 554-5163
TDD/TTY No. 544-5227
DATE: June 16, 2011
TO: Members of the Board of Supetvisors

FROM: Angela Calvillo, Clerk of the Board %cté—.@gw%

SUBJECT: 2010-2011 Civil Grand Jury Report

We are in receipt of the San Francisco Civil Grand Jury (CGJ) report released June 16, 2011,
- entitled: Hiting Practices of the City and County of San Francisco. (Attached)

Pursuetnt to Califbrnié Penal Code Sections 933 and 933.05, the Board must:

1. Respond to the report within 90 days of receipt, or no later than September 12, 2011.
2. For each finding: ‘

e agree with the finding or

o disagree with the finding, wholly or parﬁally, and explain why.
3. F or each recommendation:

* agree with the récommendation or

° dlsagree with the recommendation, wholly or partially, and explaln Why

Pursuant to San Francisco Administrative Code Section 2.10, in coordination with the Committee
Chair, the Clerk will schedule a public hearing before the Government Audit and Oversight
Committee to allow the Board the necessary time to review and formally respond to the findings and
recommendations.

The Budget and Legislative Analyst will prepare a resolution, outlining the findings and
recommendations for the Committee’s consideration, to be heard at the same time as the hearing on
- the report. -

Attachment

c:  Honorable Katherine Feinstein, Presiding Judge (w/o attachment)
Linda A. Clatdy, Forepetson, 2010-2011 San Franclsco Civil Grand Jury (w/ o attachment)
Mayor’s Office
Ben Rosenfield, Controller
Chetyl Adams, Deputy City Attorney (w/o attachment)
Rick Caldeira, Deputy Clerk



SUPERIOR COURT OF CALIFORNIA
COUNTY OF SAN FRANCISCO cpaie
| GRAND JURY -

OFFICE
400 MCALLISTER ST., ROOM 008
SAN FRANCISCO, CA 94102
TELEPHONE: (415) 551- 3605

CL:8 WY %1 NP (102
d
3

X
‘ . . -gm
June 14,2011 : : Y ,>g1_13
o . : . S oo
» am

Supervisor David Chiu, President
San Francisco Board of Supervisors
#1 Dr. Carleton B. Goodlett Place

- City Hall, Room 244
San Francisco, CA 94102

Dear Supervisor Chiu;

The 2010-2011 San Francisco Civil Grand Jury will release its report to the public
entitled “Hiring Practices of the City and County of San Francisco® on Thursday,
June 16, 2011. Enclosed is an advance copy of this report. Please note that by order of
the Presiding Judge of the Superior Court, Hon. Katherine Feinstein, this report is to be

kept confidential until the date of release.

California Penal Code section 933.05 requires the responding party or entity ideritiﬁed in .
the report to respond to the Presiding Judge of the Superior Court, within a specified
number of days. You may find the specific day the response is due in the last paragraph

of this letter.

 For each F inding of the Civil Grand Jury, the response must either:

(1) agree with the finding; or :
(2) disagree with it, wholly or partially, and explain why. -

| Further as to each recommendation made by the Civil Grand Jury, the responding party -
must report either:

’ }
(1) that the recommendation has been implemented, with a summa'%ry explanation

of how it was implemented; ' _

(2) the recommendation has not been implemented, but will be implemented in
the future, with a time frame for the implementation; ' _

(3) the recommendation requires further analysis, with an gxplanation of the
scope of that analysis and a time frame for the officer or agency head to be
prepared to discuss it (less than six months from the release of the report); or

H 1\ S 195
R 116716 |



(4) that the recommendation will not be implemented because it is not warranted

or reasonable, with an explanation of why that is. (California Penal Code
sections 933, 933.05)

Please provide your responses to the Findings and Recommendations in this report to the
Presiding Judge of the Superior Court, Hon. Katherine Feinstein, not later than Monday,

September 12, 2011, with an information copy sent to the Grand Jury Office at the above
address.

Very truly yours,

' QJO o d, CLM

Linda A. Clardy, Foreperson
2010-2011 San Francisco County Civil Grand Jury

cc: Members of the Board of Supervisors
Angela Calvillo, Clerk of the Board



10

11

12
13

14

15
16 |

17

18

19

20

21

22

23

25

26
27

28

June |%, 2011

CALIFORNIA SUPERIOR COURT

CITY AND COUNTY OF SAN FRANCISCO

In The Matter of the 201 0-11 )
Civil Grand Jury of the City ) Finding Re: :
And County of San Francisco ) - . ~ Final Grand Jury Report

The 2010—2011 Civil Grénd Jury of the City and County of San Francisco having,
submitted its Final Report entitled, “Hiriﬁg Practices 0f the ‘City and County of San |
Francisco™ a copy of which is attached Vand mérkgd as “Exhibit One”

The Court finds that this Final Report is in compliance with the Pﬁt I, Title 4, of
thé Penal-Code, commen'(;,ing with section 888. The Final Report reflects the ,i‘nlviesti'gati{/e
work, ﬁﬁdings, conclusions -:and:récomméndation_s of the Civil‘ Grand J ury. It does not |

reflect the investigative work, findings, conclusions dr.rccommendations of thé'Superior

Court or any of its members. -

GOOD CAUSE APPEARING THEREFOR, IT IS HEREBY ORDERED tha a

copy of the report is to be placed on file with the clerk of the court and is to remain on

- file with the office of clerk of the court as prbvided in Penal C'ode section 933(b).

IT IS FURTHER ORDERED that the attached report is to be kept confidential

.until said report is released to the public by the Civil Grand Jury of the City and County

~ of San Francisco.

,

KATHERINE FEINSTEIN
PRESIDING JUDGE







HIRING PRACTICES
o OF THE
CITY AND COUNTY OF SAN FRANCISCO

CIVIL GRAND JURY .
CITY AND COUNTY OF SAN FRANCISCO
2010-2011



THE CIVIL GRAND JURY

The Civil Grand Jury is a government oversight panel of volunteers who serve for'one year."
[t makes findings and recommendations resulting from its investigations.

Reports of the Civil Grand Jury do not identify individuals by name.
Disclosure of Information about individuals interviewed by the jury is prohibited.
California Penal Code, section 929

STATE LAW REQUIREMENT
California Penal Code, section 933.05

Fach published report includes a list of those publié-enfities that are required to respond
to the Presiding Judge of the Superior Court within 60 to 90 days as specified. A'copy must
be sent to the Board of Supervisors. All responses are made available to the public.

- For each finding the response must:
1) agree with the finding, or
2) disagree with it, wholly or par‘tially, and explain why.

As to each recommendat|on the responding party must report that: .
1) the recommendation has been implemented, with a summary explanatlon or

2) the recommendation has not been implemented but will be within a set

* timeframe as provnded or
3) the recommendation requires further analysis. The officer or agency head must

“define what additional study is needed. The Grand Jury expects a progress

report within six months; or
4) the recommendation will not be implemented because it is not warranted or

reasonable, with an explanation.

CIVIL SERVICES HIRING PRACTICES



HIRING PRACTICES OF THE CITY AND COUNTY OF SAN FRANCISCO

SUMMARY

In 2005 the Department of Human Resources (DHR) issued a report entitled, “Civil Service
Reform Preserving the Promise of Government” (hereafter “Civil Service Reform Report”.) One
of the principal recommendations of this report was the need to expedite the hlrlng process for
City personnel by, “Decentralizing authonty for personnel decisions from a central agency to
operational agencies, especially for hiring.”

Up to that time, responsibility for conducting and scoring examinations and drawing up
eligibility lists for oermanentpositions in the City government was centralized in the DHR. The
process for hiring a permanent employee could take up to twelve months, basically precluding
the ablhty to extend jOb offers “on the spot.” This put the City at a disadvantage when
attempting to hire highly qualified job candidates for critical positions.

The only available alternative was for the Clty to opt for a provisional appomtment Prowsnonal
hiring provides City departments significant flexibility in flllmg vacant positions. However, the
process also creates distortions within the hiring process. The biggest of these is that a
provisional appointment is limited to a maximum of three years. After that employees must
undergo a competitive examtnation in order to retain their poéitions.

Should a prowsnonal employee fail an exammatlon or not be ranked high enough on the
permanent hiring list, the employee cannot be retained, and the department must forfeit its
mvestment in the employee. This in turn can lead to disruptions in the continuity of City
services. At the same time, job applicants have criticized the process as little more than a
mechamsm to grandfather in” the provisional employees by giving them up to three years of-
on- the—Job experience before havmg to take examinations to qualify for permanent
employment. ‘

Since the issuance of the "CIVI| Service Reform Report”, policies have been lmplemented to give
various City departments the authorlty to conduct examinations and hire staff from the
resultmg eligibility lists. The wholesale adoption of Position-Based Testing (PBT), the sharing of
ellglblhty lists across departments and increased rehance on training and experience factors in
assessing candidates, has accelerated the hiring process while reducing the number of
provisional employees. ‘



These reforms have reportedly shortened the hiring process and according to the DHR have
improved the likelihood that the new employee has the specific skills and experienee required
for the position. However, they have also complicated the Civil Service Commission’s -
(hereafter, the Commission) efforts to ensure that these rnew hiring prdcedures conform to civil

service rules. This report looks at the impact these polices are having on the merit hiring

process and how the Comrission is coping with these changes.

The Civil Grand Jury (hereafter, the Jury) also examined certain issues cohcerning the appeal

process that were brought to its attention by union representatives and Cify employees.

POSITION BASED TESTING

As we have seen, the central thrust of the “Civil Service Reform Report” was to expedite the
hiring process by decentralizing authority for personnel decisions. Within the confines of this.
overall objective, the report urged a greater use of PBT in establishing eligibility lists. PBT is
described as a program that “combines the efficiencies of the provisional hiring process with .

the merit safeguards of the pernﬁanent hiring process.” 2

It was anticipated that this testing program would allow departments to adopt eligible lists
resulting from merit-based examinations within sixty days ef the posting of an examination -
announcement. Based-on figures from Fiscal Year 2009-2010, the sixty day goal has very nearly

been met.3
Greater effieiency i$ achieved primarily in two ways;

» by utilizing existing job analysis for developing the job announcement information, and
* limiting the right of applicants to appeal to the Civil Service Commission.

According to the plan outlined in the “Civil Service Reform Report”, after thorough tr‘ainihg in
conducting and scoring Position Based Tests, certain City departrﬁents would be responsible for .
conducting PBT with consultation and concurrence from the Human Resources department.

ol 2006‘the Commission adopted Rule 111A authorizing the use of PBT. Since then, it has
proliferated to the point where it now accounts for over 60% of the tests administered by the
City. Department of Human Resources has “created a list of over 550 pre-approved classes in
which the new PBT selection process is used”4, and PBTs are now used by 17 city departments.



As a result, the Human Resources department reports that the PBT selection method has
greatly expedited the hlrlng process and lmproved the likelihood that the person hired has the
specific skills requxred by a department

One’ facet of PBT captured the Jury’s attentlon A hiring list developed by one department is
mcreasmgly being used by other departments to fill vacancies for a snmllarJob classification
without announcing the information on the City’s job postmg website. Originally, PBT exams
‘were intended to test for highly specialized classes unique to a particular department. When
used for that purpose there is little need for other departments to use the resulting eligibility
list. '

As we have seen, PBT exams now comprise the majority of tests conducted bythe City,
including citywide job classifications. As a result, the sharing of eligibility lists among City
“departments has become increasingly common.

To illustrate the implications of this practiee, the General Services Agency (GSA) recently pdsted

a PBT announcement for an automotive machinist position. Based on current policy, the

announcement did display an advisory that, “The current position is located at the General

Services Agency, Fleet Management. The eligible list resultmg from this examlnatlon may be
“used; for future positions in this class in other City departments,”

However, these advisories do not identify the other departments that migllt use the eligibility
list. Should another City department have an opening for an automotive machinist, it can select
from the eligibility list resulting from the GSA’s examination, thereby avoiding the need to
conduct its own examination. Under these circumstances, an applicant who has interest in the
position of automotive machinist, but not interested in working at GSA, would be effectively
‘precluded from hearing about and applying for a similar position that mlght open up at another
City department

THE APPEAL PROCESS

The Department of Human Resources maintains that the Position Based Testing selection
process “has been successful in terms of candidate acceptance, as we see very few appeals to
the CSC.” 5 This could be partially due to the fact that PBT i imposes limitations on an applicant’s
right to appeal a DHR decision regardmg testing or the selection process to the Commission.

Under the traditiona.‘l-Class Based Testing(CBT), an applicant has the right to appeal to the
Commission at almost every point during the examination process. On the other hand, an
applicant taking a PBT can only appeal at three points in the process. For example, with CBT,
when the DHR determines that an applicant does not meet a position’s minimum requirements,



the applicant can appeal to the Commission. But PBT applicants cannot appeal the decision to
the Commission, thereby ending their ability to participate in the examination. )

A similar situation exists when an applicant disagrees with their examination score. Statistics
show that the number of PBT related appeals received by the Commission is very small. There
were none in FY 2009-2010 as compared to 51 new appeals in the case of CBTs."s

During the course of its investigation, the Jury became aware of other issues related to the
appeal process that are not PBT-specific. One involves the requirement that, where
‘appropriate, a letter from the Department of Human Resources denying an appellant’s petition

must advise the appellant of their right to appeal the decision.

The DHR asserts that, where permitted under existing rules, it is department policy to advise all
appellants of their right to appeal DHR decisions to the Commission. It further insists that it
provides extensive training on merit system practices and procedures to DHR personnel staff.

Hdwever, various sources have told the Jury that this policy is not always being followed by the
 DHR and provided letters to substantiate their claims. When some of these letters were shown
to an official at the Commission, the Jury was informed that the letters contained inadequate

information regarding appeal rights. (See Appendix A)

Once an épplicanf makes a formal appeal to the Commission of a Department of Human
Resources decision, there is a requirement that the appellant be provided with a copy of the
‘DHR’s response.  Union representatives have described instances when the DHR did not

proactively provide a copy of their report to the appellant as're_qUIred.

When queried by the Jury, the Commission acknowledged that there. have been instances when

the DHR confirmed that it had, in fact, provided the required report to the appellant but could
-not provide the Commission with any written evidence of its compliancé. Moreover, when the

Commission sends a letter to an appellant sétting a date for their hearing they do not inform

the appellant Cf their right to receive a copy of the DHR response free of c‘harge. -

TRAINING & EXPERIENCE TESTING

In discussions with union members, the Jury’s attention was drawn to “Training and Experience - '
‘Testing” (T&E). In this selection process, a hiring manager basically reljes upon information
‘provided by an applicant in arriving at an examination score. Based upon information prbvided

on an applicaﬁo_n form, a numerical value is assigned to such factors as training, level of
education or years of experiénce to reach a total score for that applicant.



Itis the Jury’s understanding that with this current process no eﬁ‘ort is made to verify the
accuracy of the information provrded by the applicant, for example through a written
examination. As a result, this process creates a situation conducive to exaggerated clalms if not
outright lying, on'an applicant’s application form. The lury was given an example of an

applicant claiming to have a received a bachelor’s degree from a communlty college. Two-year o

community colleges issue only assocrate degrees.

T&E testing does have ‘one advantage The hiring staff can examine a large number of -
applicants in a short period of time. This process also results in a large number of apphcants
with identical test scores, thereby affording a department hiring manager consnderable
flexibility in selecting staff. On the negative side, because a large number of applicants can
achieve an identical score, there is very little effecttve ranking of candidates. '

Moreover, there is no actual ”testmg as commonly understood, to determine whether an
applicant possesses the skills requnred for the position. It is basically left up to the department
to determine whether the person hired has the necessary skills. If the person hired does not
have the requirements, the department must enther train or dlscharge the person.

Union representatrves expressed considerable dlssatlsfactlon with these aspects of T&E testing.
They consider it to be a wasteful and inefficient process for hiring staff and felt it was a poor
"substitute for the traditional testing methods use to determine whether an applicant is fit for
‘the position. According to the DHR they are “moving away” from the Training and Expenence
testing process.

CIVIL SERVICE COMMISSION — COPING WITH DECENTRALIZATION

‘San Francisco’s charter tasks the Commission with overall supervision of all facets of the civil
service merit system. The Commission must ensure that the hifing, separation and promotion

of all but 2% of the city’s roughly 26,000 budgeted. posrt|ons conform to civil service rules. “The |
Commission also hears and adjudicates appeals of decisions by the DHR and has the authonty k
to |nvest|gate and conduct public heanngs about merlt system matters.” 7

The decision to decentralize the examinatioh and selection processes, including PBT, to the
departmental level, as well as the current practrce of sharing ehglblllty lists among
departments, has expanded over5|ght responsibility for both the DHR and the Commission.

For example, currently 17 city departments use PBT for hiring staff.s Instead of having to
provide oversight over its own centralized testing unit, the DHR must now train and manage 17



departments’ human resources personnel, and the Commission must monitor the hiring unitsin -

each of the 17 departments for compliance to civil service rules.

As the civil service reform prOJECt launched in 2005 contmues to evolve 506 will the burden on
the Commission to keep abreast of the changes. Concurrently, staffing levels of both the DHR

- and the Commission have been reduced as a result of budget cuts. Accordingto the

- Commission, their audit functions are currently limited to specific complaints and random \
audits of job postlngs for conformity to merit testing practlces They felt there was a particular
need for one additional senior personnel analyst in order to more effectively fulfill its role.9

Union representatives agreed that the Commission is now woefully Understaffed‘and

consequently is unable to adequately ensure a fairvhiring process.



FINDINGS & RECOMMENDATIONS

Finding | , : v C

Under the traditional CBT, an applicant has the right to appeai’to the Cdmmission at almost
every point during the examination process. Applicants taking a PBT can-appeal at only three
'pomts in the process. These dlfferences can be confusmg to apphcants

Recommendatio.n | .
On all job applications there should be a single link or smgle sheet of paper outlining in easily
understandable language under what conditions a job appllcant can appeal to the DHR and

ultlmately to the Commission.

Finding 1
DHR is not always mformmg appeHants of thelr right to appeal decisions ofthe DHR to the

Commission.

Recommendation | : . » .
DHR should establish tighter procedures to ensure that all letters sent to appellants denying

their appeal are mailed promptly. Where appropriate they should advise'appellants of their
right to appeal the decision to the Commission. As a further backup, the Jury urges the
‘Commission to include in its letters to appellants setting the date of their hearing a reminder -
that they are entitled to a copy of the DHR's report free of charge.

Finding 11l o ‘
T&E testing relies too heavily on traihing and experierice factors listed on an application form in

-evaluating whether an applicant is eligible for a position. This is an ineffective-method for ‘
evaluating job apphcants T&E testing does not verify whether an appllcant actually possesses™
the tralnlng/educatlon and experience claimed on the application form. The DHR has lndlcated ,
thatisin the process of reducmg its reliance on T&E examlnatlons

Re'com'mendation Hi

- The city should continue its move away from T&E examinations and return to a more
knowledge-based examination. This process shoul_d be completed by June 30, 2012



Finding IV~
Besides a job description, PBT job announcements sometimes advise applicants that the

eligibility list from this examination could be used by other City departments for hiring staff.
However, the advisory does not identify those departments. This process can den'y applicants
‘the information required to become aware of and apply for a position with the City

government.

Recommendation IV : .
Position based job announcements should identify each City department that might use the

examination ellglblllty list. 'l'h|s would assist potential applicants in deciding whether or notto -
participate in the examination and get on an eligibility list. Otherwise, the list should be used

~solely by the department designated on the job announcement..

Finding V v ‘
As the hiring process in the City becomes increasingly decentralized and PBT testing becomes

more prevalent there is growing doubt among some City workers that the Commission.as

currently staffed is able to protect their rlghts

Recommendation V , _
‘The Commission should be authorized to hire at least one additional senior personnel analyst.

METHOD OF INVESTIGATION

To ptepare this report, the Committee reviewed various regulations pertalning to the hirmg of
non-exempt embloyees, including the City charter and civil service rules. The Committee

~ conducted extensive interviews with a commissioner and a senior administrator of the Civil
Service Commission, senior staff at thebDepartment of Human ReSOUrces and the Department
of Public Health as'well as union eaders and city employees. These interviews were followed

up with numerous emails seekmg clarification of points made durlng those interviews



GLOSSARY

CBT — Class Based Testing

CGJ — Civil Grand Jury

CSC — Civil Service Commission

.DHR — Department of Human Resources ’
PBT — Position Based Testing
T&E — Training and Experience (Testing)
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For the reason stated hereln, we are unable to gualify youas a SGC‘G"id leve upemso- .
and your appircaum rerrazns nof qualified. :

_This decisicn Is final and no further considsration can be made by this deg

Should you have any further questions regarding His matier, you may coniz
ignao, Sr. Personnel Analyst, at {415) 554-6000. .

Simeeraly, .

=
T ng

Senior Human Resources Manager, 58A
List ID 058457

ez Mick Gellzhar, Human Resources Direclor, DHR
John Kraws, Regrutinent & Assessment Sewvices Director, BHE-
Lauz Bancer, Recuitment Manager, BAS, DHR
&nfiz Sanchez, Execufive Officer, CRC
Angelifa ignas. Senlor Parsonns! Analyst, GSA
Anna Biasbas, Senior Personnel Anajyst, DHR

hr,..cna-si Employmant Informsation for Positian Based Tesfing Bxaminations for the City 2nd County of San Francisse, which specifies
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Eigine Lee/DPHISFGOY To
01727111 65:35 PM : o

Sabject Re: 1167 Bxecuiive Assistént io the AdmirisTals

Halio Ms. &

The minimim qua‘iiﬁmfg’sﬁa for the class 1161 Ex&a?ﬁvé Assictant o e Ad iSirator sinloymznt -
gppaziuzfr‘b; require fhat e capgidals possgssa Masler's degree from an'soorediied clilege Or untyersiiy.
Bas=d oh my revicw of youl application documehts, | do fot see thal you posssse s Ligstars degres.

bs reconsidered i vou can provide addifional information of explasai
5 1o be reconsdérsd, ple

This decision may i :
within five (5) business days, ¥ you viould ke your applicato ;
additional informaticn or docurmeniation by Frigay, Februaiy 4, 2011

Thank you fof vour interesl ahd ingaity-

Sincerely, -
Elgine Lee

To Elgine lsc@siph.org -
o -
Suhicct Re: 11671 Execulive Assisianiio the Adminisirator

Thauk vou for letting me know about the position and your desision.

T am upset by this email, and feel it just wrong! have extensive szperience in fhe Texecniive -
assistant®, "administrative assistant”, "sffice menager”, and "divector of adrninisation” roles
during miy cazeer, and to say’l have not been copsidered diie to ladk of experisnos/educstion 18
" very inacourate. Tve been in the adininisiative capasity for GVER 20 YEAKRS, and T wanting
:

te speak with you sbout 4his decision.

yn Iscking for this position?

Fxacily what are the specifie guatifications 1 a

12



fee] this may be an age msm‘zmzzzi:;@n 1s¢tzs here, and 'nﬂ bﬂl sve that unlsss [ hear from vou
othermse '

On. Wed; Jan 26, 201 1a£9:52 AM, <Elaine.[ e@sfdnh OIg> wrote:-

Wednesday, Yarmary 26, 2011

Thaxalr you, for aking the fime te arpnb: to the 1161 E recutive Assistant 1 the Administmtor
employinent opportusily atigounicement. For your mibrioation, there wasa high EFTJ ef of
imterest ia this position éand we feceived 2 nummber of applica: ations. '

As part of the soreening process for th‘ia Class 1161 Executive Assistant to the Administrator
* posttion, application reviews were conducted to evaluate candidates’ experience and education
as related to theresponsibilities 6f the position. Based on this review, only those capdidates

who are deemed most qualified will confidue in thé selection process. We regret t6 inform you
‘ it Bre ¥

that you will ot be 1gvited {o procesd in this exam_atwn process.

The City and County of San Francisco is caﬁﬁﬁanusly offering examinations for ifie same ot
similar j6b classifications. To find ont about these and other employn_e_ﬁ opportuities with
the City and Comty of San Francisco, piease visit their webs:t&, at www.sfgov.org

We wish yod the ‘oest in your career endeavors.

Sincercly,
FElaine Lee
Human Resources Servi BIVICES
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ion Rules for the City and County of Szn Francisco speci
Comrnission websitgGSC Rules Copies af specific

e found on the Civil S;:r_\."lr:fa
1 South Van Ness, 4th Flgor, San Francisco, C4.84103.

Civil Sexvice Cormniss
procesures, includidg applicant appeal rights. They can
rules.can &lsq be obtained at

)  RESPONSE MATRIX
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FINDINGS

* RECOMMENDATIONS

 RESPONSE REQUIRED

Finding | :
Under the traditional CBT, an

applicant has the right to appeal to -

the Commission at almost every
point-during the examination
process. Applicantstaking a PBT
can appeal at only three points in
the process. These differences can
be confusing to applicants.

Recommendation |

On-all job applications there should
be a single link or single sheet of
paper outlining in plain English under
what conditions a job applicant can
appeal to the DHR and ultimately to
the Commission.

Department of Human
Resources

Civil Service Commission

Finding Il ‘

DHR is not always informing
appellants of their right to appeal
decisions of the DHR to the
Commission.

Recommendation |
DHR should establish tighter -
procedures to ensure that all letters

| sent to appellants denying their

appeal are mailed promptly. Where

.appropriate they should advise

appellants of their right to appeal the
decision to.the Commission. Asa - -
further backup, the Jury urges the

Commission to include in its letters to .

appellants setting the date of their
hearing a reminder that they are
entitled to a copy of the DHR’s report
free of charge.

Department of Human -

Resources

Civil Service Commission

Finding lll

| T&E testing relies too-heavily on
training and experience factors .
listed on an application form in -

evaluating whether an applicant is -

eligible for a position. This is an
ineffective method for evaluating
job applicants. T&E testing does
not verify whether an applicant
actually possesses the
training/education and experience
claimed on the application form.
The DHR has indicated that is in the
process of reducing its reliance on
T&E examinations.

Recommendation Ili

The city should continue its move
away from T&E examinations and
return to a more knowledge-based
examination.

Department of Human

1 Resources:

Civil Service Commission
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Finding IV ' -
Besides a job description, PBT job
announcements sometimes advise
applicants that the eligibility list
from this examination.could be
used by other City departments for’

hiring staff. However, the advisory .

does not identify those
departments. This process can
deny applicants the information
required to become aware of and
apply for a position with the City

Recommendation IV
Position based job announcements
should identify each City department

“that might use the examinatien

eligibility list. This would assist
potential applicants in deciding
whether or not to participate in the
examination and get on an eligibility
list. Otherwise, the list should be
used solely by the department
designated on the job
announcement.

Department of Human
Resources

Civil Service Commission -

government.

Finding V

As the hiring process in the City
“hecomes increasingly decentralized
and PBT testing becomes more
preValent, there is growing doubt
among some City workers that the
Commission as currently staffed is
able to protect their rights.

' Recommendation V

The Commission should be
authorized to hire at least one
additional senior personnel analyst.

Civil Service Commission
Mayor

The Board of Supervisors
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