CITY OF OAKLAND CIVIL SERVICE BOARD MEETING AGENDA (DRAFT)

Date: June 16, 2016
OPEN SESSION 5:30 p.m.
City Hall, One Frank H. Ogawa Plaza, Hearing Room 1

BOARD MEMBERS: Chair, Andrea Gourdine; Vice Chair, David Jones; Alex Drexel; Lauren
Baranco; Yvonne Hudson-Harmon; Christopher Johnson; Jeffrey Levin

STAFF TO THE BOARD: Anil Comelo, HRM Director/Secretary to the Board
Michelle Meyers, Deputy City Attorney
Kip Walsh, Human Resources Manager/Staff to the Board
Sean Flaherty, HR Technician/Staff to the Board

OPEN SESSION AGENDA
ROLL CALL

1) OPEN FORUM
2) CONSENT CALENDAR: ACTION

a) Approval of Employee Requests for Leave of Absence
e Fire Communications Dispatcher, N. Ayacaxli (OFD-2016-
LAO04)
e Firefighter), A. Beck (ITD-2016-LA05)

b) Ratification of Provisional Appointments
e Information Systems Manager | (ITD-2016-PA01)

c) Approval of Revised Classification Specifications
e Police Program and Audit Supervisor (formerly Police
Program and Performance Auditor)

3) OLD BUSINESS:

a) Approval of Meeting Minutes of April 21, 2016 Civil Service Board ACTION
Meeting Minutes

b) Approval of Meeting Minutes of May 19, 2016 Civil Service Board ACTION
Meeting Minutes

c) Determination of Schedule of Outstanding Board Items
a. No New Items to Schedule ACTION

Agendas are available 72 hours in advance of the next meeting and may be viewed at the City Clerk’s Office, #1 Frank H. Ogawa Plaza, 1* Floor. Materials are also
available on the City’s website at: http://www?2.0aklandnet.com/Government/o/HumanResources/s/CivilServiceBoard.
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d) Informational Report on the Status of Temporary Assignments for INFORMATION
Temporary Contract Service Employees (TCSEs) and Exempt Limited
Duration Employees (ELDEs) Including a Report of the Names, Hire
Dates, and Departments of all ELDEs and TCSEs in Accordance with the
Memorandum of Understanding Between the City and Local 21

e) Discussion of Revisions to the Personnel Manual of the Port of Oakland ACTION
for Review of Alignment with the Personnel Manual of the Civil Service
Board and Compliance with Ordinance No. 13120 CMS Governing the
Relationship of the Port’s Personnel Management Program with the City
of Oakland Civil Service

CLOSED SESSION AGENDA
ROLL CALL

The Civil Service Board will convene in closed session and will report out any final decisions in open
session before adjourning the meeting pursuant to California Government Code section 54957:

4. PERSONNEL MATTERS FOR PUBLIC EMPLOYEES

a. Review of the Hearing Officer’s Findings in the Appeal of Examination Results
for Civil Service Board Case No. OFD-2015-AP01

b. Review of the Hearing Officer’s Findings in the Appeal of Probationary
Removal/Demotion for Civil Service Board Case No. OPR-2014-AP01

Pursuant to California Government Code Section 54957 — the Civil Service Board may hold closed
sessions during a regular or special meeting to consider the appointment, employment, evaluation of
performance, discipline, or dismissal of a public employee. An appellant must notify the Civil Service
Board in writing if she/he wishes to have a personnel matter heard in open session.

OPEN SESSION AGENDA

5. REPORT OF ACTIONS TAKEN IN CLOSED SESSION

6. ADJOURNMENT

Agendas are available 72 hours in advance of the next meeting and may be viewed at the City Clerk’s Office, #1 Frank H. Ogawa Plaza, 1* Floor. Materials are also
available on the City’s website at: http://www?2.0aklandnet.com/Government/o/HumanResources/s/CivilServiceBoard.
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NOTE: The Civil Service Board meets on the 3 Thursday of each month. The next meeting is scheduled to be
held on Thursday, July 21, 2016. All materials related to agenda items must be submitted by Thursday, June 14,
2016. For any materials over 100 pages, please also submit an electronic copy of all materials.

Submit items via email or U.S. Mail to:

City of Oakland - Civil Service Board
150 Frank H. Ogawa Plaza, 2" floor
Oakland, CA 94612
civilservice@oaklandnet.com

(J This meeting is wheelchair accessible. To request materials in alternative formats, or to request an ASL interpreter or
assistive listening device, please call the Civil Service Board staff at (510) 238-3112 or TDD (510) 238-3254 at least three
working days before the meeting. Please refrain from wearing scented products to this meeting as a courtesy to attendees with
chemical sensitivities.

Agendas are available 72 hours in advance of the next meeting and may be viewed at the City Clerk’s Office, #1 Frank H. Ogawa Plaza, 1* Floor. Materials are also
available on the City’s website at: http://www?2.0aklandnet.com/Government/o/HumanResources/s/CivilServiceBoard.
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CTY OF KLAND MEMORANDUM

DATE: June 16, 2016
TO: The Honorable Civil Service Board
FROM: Kip Walsh, HR Manager, Recruitment & Classification / Staff to the Board

THROUGH: Anil Comelo, Director HRM / Secretary to the Board

SUBJECT: Request Authorization for Employee Requests for Leave of Absence

DHRM is in receipt of two (2) Unpaid Leave of Absence requests pursuant to Personnel Manual Section 8.07
Miscellaneous Leaves of Absence.

CSR 8.07 ¢ 3 Urgent or important personal business

Ayacaxli, Fire Communications oy Gppy 50167 A04 CSR 8.07 ¢ 3 Personal
Nelida Dispatcher .
Business
Beck, Austin Firefighter ITD  OFD-2016-LAO5 CSR 8.07 ¢ 3 Personal
Business

RECOMMENDATION:
Staff recommends that the Civil Service Board approve the requested Leaves of Absence.

02a Consent LOAs Page 1 of 3
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Leave Type:

[ SLV-Sick Leave (no pay)

U n pa id Leave [““' FDN - Family Death (no pay)

[R“ ANP - Miscellaneous (no pay)
MNP - Military Leave (no pay)
CITY OF OAKLAND . Of Absence L

Employee's Name Nelida Ayacaxli

Employee'sID 20132 Today's Date 5/20/16 -

Department/Division Oakland Fire

Employee Job Title Fire Communications Dispatcher
[%! | Request:

[ Days [ Hours From 6/6/2016 To 10/7/16 =%

No. of Days or Hours Select Days or Hours

TR

Y
¥

-t
~o
Unpaid Leave Taken This Year?  [~iYes [X/No [fyes, what type of leave i -
(Write appropriate code) :}é ,
, Comparison of Differant Leave Types AN XY
Leave Type . Maximum Keep Accured Accrue Keep:Health . Other o
Duration Seniority? Seniority? Benefits?
FCL 4 mos* Yes No Depends* “Comb, of paid & ujnpaid leave
FDN SE 5 days “Yes No Yes Family death leave (paid) exha‘usted
MNP 1 yéar * “Yes Yes For 5-mos* For military training and service
SLV J:year ' Yes - No ' No* Sick leave (paid) exhausted
ANP 1 year Yes No No#* Miscellaneous leave (no pay)
P 1 year _No No No*. Maternlty Leave
* Additional Information

Employees on ANP, MNP, SLV or Maternity leave may continue to participate in a City group health plan under COBRA at their
own cost.

Family Care Extended Leave allows employees to use a combination of paid and unpaid leave. Employees using paid leave
keep their health benefits, while employees on unpaid leave for this category are entitled to extend their coverage under
COBRA at their own cost. If the leave is unpaid maternity, an employee may take up to a maximum of 5 months leave

5/20/2016

Civil Service Board Approval Date

City Manager Approval Date

Note: Civil Service Board approval is required for leave of 5 days or more for classified employees. City Manager approval is
required for leave of 5 days or more for exempt employees.

Distrubution: Original to DHRM Admin., Copy to HRIS Operations, Dept., and Employee

02a Consent LOAs Page 2 of 3
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Print Form

i3

¥

*]“'r 'Sé[\‘/ ! Sick Leave (no pay)
U npaid Leave [~ FON-Family Death ('l%“%%),‘f ‘ﬁ ANPiMispgllaneous (no pay)

] s MNP - Military Leave (no pay) [~ Maternity Leave (no pay)
CITY OF OAKLAND Of Absence , I
. (»!3«)6
Employee's Name Austin Employee'siD Beck Today's Date
Department/Division Fire Employee Job Title Firefighter
% | Request: [~ Days [~ Hours Erom 5/19/2016 To 6/8/2016
No. of Days or Hours Select Days or Hours

Unpaid Leave Taken This Year?  [§¢ Yes [~ No [fyes, what type of leave APN

(Write appropriate code)
Comparison of Differant Leave Types
Leave Type |Maximum Keep Accured Accrue Keep Health  Other
Duration Seniority? Seniority? Benefits?
FCL 4 mos* Yes No Depends* Comb. of paid & ujnpald leave
FDN 5 days Yes No Yes Family death leave (paid) exhausted
MNP 1 year Yes Yes For 5 mos* For military training and service
SRY 1year Yes No No* Sick leave {paid) exhausted
ANP 1 year Yes No No* Miscellaneous leave (no pay)
P 1 year No No No* Maternity Leave

* Additional Information

Employees on ANP, MNP, SLV or Maternity leave may continue to participate in a City group health plan under COBRA at their
own cost,

Family Care Extended Leave allows employees to use a combination of paid and unpaid leave. Employees using paid leave
keep their health benefits, while employees on unpaid leave for this category are entitled to extend their coverage under
COBRA at their own cost. If the leave is unpaid maternity, an employee may take up to a maximum of 5 months leave.

1514,

mployee's Siginature Date Civil Service Board Approval Date
s\ (3% TLe
Department Head Approval City Manager Approval
Vooware. deo§ PP Date ty Date

PN, |
Note: Civil Service Board approval is required for leave of 5 days or more for classified employees. City Manager approval is
required for Ie}ave of 5 days or more for exempt employees,

H
i
Distrubution: Originiﬂto DHRM Admin., Copy to HRIS Operations, Dept., and Employee

! 02a Consent LOAs Page 3 of 3
1
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MEMORANDUM
CITY OF OAKLAND
DATE: June 16, 2016
TO: The Honorable Civil Service Board FROM: Angelina De Maria

Assistant Human Resource Analyst
THROUGH: Anil Comelo, DHRM Director
Secretary to the Board

THROUGH: Kip Walsh, Recruitment & Classification Manager

SUBJECT: Request for Provisional Appointment in Classification of Information Systems Manager | to be
ratified at Civil Service Board Meeting of June 16, 2016 (ITD-2016-PA01)

Attached is a request from the Information Technology Department to make a provisional appointment to a Information
Systems Manager | vacancy. The basis for this request is detailed in the attached Provisional Appointment Form as
supporting documentation.

Under general direction in the Information Technology Department (ITD), the Information Systems Manager | position
plans, prioritizes, assigns, reviews and coordinates the work of Information Systems support staff responsible for the
planning, installation, testing, configuration, administration and maintenance of information systems hardware and
software; supervises technical support operations to ensure work quality and adherence to established policies and
procedures while meeting quality and customer service standards; provides project management and consultation to all
City departments by evaluating user and business requirements to provide technology solutions that meet goals and
objectives; establishes processes and methods for providing information systems services, identifying resource needs,
reviewing needs with appropriate management staff and allocating resources accordingly; develops, maintains and
enforces information systems management standards and procedures for data integrity, security, and/or data recovery;
assists with the development of organizational goals and objectives in alignment with budget and staffing resources;
selects, trains, and supervises assigned staff; and performs related duties as assigned.

The minimum qualifications for Information Systems Manager | are:

A Bachelor's degree from an accredited college or university in computer science, business administration, information
management or a related field and five years of hands-on professional experience in systems administration including two
years of lead or supervisory experience.

OR
Seven years of progressively responsible work experience with information systems administration/management
including two years of lead or supervisory experience.

The selected candidate’s combined education and experience meets the minimum qualifications of Information Systems
Manager |. He/she is in possession of college level coursework in Communications and has an extensive background in
Telecommunications and Information Systems Administration.

Recruitment and Classification is currently in the process of administering a Civil Service Examination to permanently fill
this vacancy within 120 days. The job announcement opened May 23, 2016 and closed on June 6, 2016.

The Department of Human Resources Management recommends that the Civil Service Board ratify the provisional

appointment to this Information Systems Manager | in the Information Technology Department beginning on May 23,
2016 and ending on or before September 20, 2016.

02b Provisional Appointments Page 1 of 2
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OAKLAND CIVIL SERVICE BOARD
PROVISIONAL APPOINTMENT REQUEST

SCHEDULED MEETING DATE FOR CONSIDERATION: June 16, 2016

AREA REQUESTED

POSITION: Information Systems Manager |
DEPARTMENT: Information Technology Department
APPOINTMENT DURATION: 120 days maximum

STATUS OF RECRUITMENT AND EXAMINATION PROCESS

DATE ELIGIBLE LIST EXPIRED OR WAS EXHAUSTED:

DATE PERSONNEL REQUISITION RECEIVED: 04/28/2016

CURRENT STATUS OF EXAMINATION: The job announcement opened May 23, 2016 and closed on June 6,
2016. After all applicants have been assessed, exam development will begin. Upon completion, HRM will move
forward with the examination and selection process.

JUSTIFICATION:

Reason Needed: The Information Systems Manager | position is directly responsible for planning,
prioritizing, assigning and reviewing the work of Electronics Technicians assigned to the Radio Shop.
Additionally, the Information Systems Manager | position provides project management and consultation
to all City Departments by evaluating user and business requirements to provide technology solutions that
meet goals and objectives; establishes processes and methods for providing information systems services
and identifying resource needs.

This provisional appointment is needed to fill one (1) current vacancy in the Information Technology
Department. The requisition requesting a provisional appointment was approved and the appointee’s first
day of work was May 23, 2016. A provisional appointment will allow the work to be performed while an
eligibility list is being developed.

Other Alternatives Explored and Eliminated:

N/A.

IMPACT IF REQUESTS ARE NOT APPROVED (i.e., services, fiscal, other):

A provisional appointment at this time will assure continuous support of high priority projects related to Public
Safety (i.e. portable radios deployment, mobile radios deployment, and EBRCSA migration).

Attachments:
Employment Application: Yes
Personnel Requisition: Yes
Resume: Yes
Recruitment and Classification Staff Recommendation, including following pertinent information:
- Summary of Application Qualifications: v/
- Current Residency Status: Non-Oakland Resident
- Current Employment Status: Contract employee

02b Provisional Appointments Page 2 of 2
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MEMORANDUM

CITY oF OAKLAND

DATE: June 16, 2016

TO: The Honorable Civil Service Board FROM: Jaime Pritchett
Principal Human Resource Analyst

THROUGH: Kip Walsh, Human Resources Manager, Recruitment & Classification

THROUGH: Anil Comelo, Director of Human Resources Management
Secretary to the Board

SUBJECT: Approval of Classification Specification for Police Program and Performance
Audit Supervisor (formerly Police Program and Performance Auditor)

Based upon a classification review at the request of the Oakland Police Department, staff has
proposed the revision of the Police Program and Performance Audit Supervisor (formerly
Police Program and Performance Auditor) classification specification. It was established in
January 2004 and has not been revised since creation.

Further, staff is proposing a revised title to reflect the formal supervision that is required of the
position; the new title will be “Police Program and Performance Audit Supervisor.”

A variety of modifications have been proposed to the classification:

= In the Definition section, new statements have been added to expand on the current
duties.

= The classification is formally converting from advanced-journey level to a first-line
supervisor as reflected in the Distinguishing Characteristics section. The reporting
structure has changed over time and should properly reflect assigned supervisory
responsibilities.

= New task statements have been added under Examples of Duties to ensure that the duties
most accurately reflect “typical” duties performed by all incumbents.

= References to supervision, training, performance management, and staff development
have been added throughout the classification specification, including the Knowledge and
Abilities section.

= Under Knowledge and Abilities, new statements have been added to ensure that the
proper skills and knowledge areas are represented.

= In the Experience section of the Minimum Qualifications, the existing four (4) years of
experience will now reflect the inclusion of one year of experience in a lead or
supervisory role.

= The background investigation language has been revised to ensure that the language is
used consistently under “Other Requirements.”

= Format changes have been implemented to align the description with the current
classification specification template

There are two filled positions and no vacancies exist. Future recruitment and selection processes
will utilize the revised classification specification.

The International Federation of Professional and Technical Engineers (IFPTE, Local 21) was
notified of the proposed revisions to the classification specification. City staff and union

02c Consent Specs Page 1 of 6
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CIVIL SERVICE BOARD
Subject: Police Program and Performance Audit Supervisor Classification Specification
Date: June 16, 2016 Page 2

representatives met on May 19, 2016, to discuss the proposed changes. Following that meeting,
email and telephone exchanges took place to better describe the union’s concerns. The language
was finalized on June 3, 2016, with all parties agreeing to the final revised language. There are
no objections to the proposed revisions.

Additionally, no determination has been rendered yet regarding the “common class” status of the
Police Program and Performance Audit Supervisor classification. The “Common Class” Project
is currently underway, and more information will be available at a later date.

Staff recommends that the Civil Service Board approve the classification specification for Police
Program and Performance Audit Supervisor as amended.

Attachments:  Revised classification specification for Police Program and Performance Audit Supervisor

02c Consent Specs Page 2 of 6
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POLICE PROGRAM AND PERFORMANCE
CITY OF OAKLAND AUDITOR SUPERVISOR

Class Code: AP291 FTE Civil Service Classified

DEFINITION

Under direction in the Oakland Police Department, ireumbents-conducts impartial and objective
performance audits; analyzes complex police and police-related management practices and
operations either individually or as a member of an audit team;_oversees the—eenduct—of
performance audits of Police Department operations and systems; makes policy recommendations
for consideration; conducts management reviews; conducts surveys to collect and interpret data;
develops and implements procedures for performance audits; prepares formal reports of audit
findings and recommendations to increase/improve policy efficiency, effectiveness, compliance,
etc.; works closely with staff and management of audited units to obtain accurate and complete
information and to promote their understanding and acceptance of audit findings and
recommendations; develops and conducts staff training programs applicable to particular areas of
expertise; reviews audits completed by other units/entities; assigns work, trains, and supervises
assigned staff; and performs other related duties as required.

DISTINGUISHING CHARACTERISTICS

This is a first line supervisory classification responsible for overseeing ineumbents—in—this
professional-peosition-assigned staff in addition to conducting objective reviews and analysis of
programmatic functions. In order to preserve objectivity in the audit function, incumbents shall
be assigned to manage the police department’s internal audit function or the use of the police
department’s Performance Reporting Information Matrix Environment (PRIME) program.
Additionally, incumbents provide recommendations, which may enable departments to better
reach their established performance measures and objectives. Incumbents mustpoessess-exeeHent
verbal-and—written—communication—skills—in—orderto-are responsible for clearly and concisely
conveying information regarding actual versus predicted performance outcomes and
recommendations that will enable the department to achieve its performance objectives.
Incumbents are expected to exercise considerable discretion and autonomy in the performance of
the assigned duties and work with a minimum of supervision in a wide variety of sensitive
situations. This classification is distinguished from the lower level Police Performance Auditor
in_that incumbents plan and complete the most complex audits in addition to supervising

assigned staff.

Incumbents receive general direction from management staff and supervise may—providelead
direction-to-professional, paraprofessional or clerical support staff as assigned.

EXAMPLES OF DUTIES — Duties may include, but are not limited to the following:

Conduct impartial and objective audits of performance measures submitted to the City Council
by the Oakland Police Department; evaluate actual versus predicted outcomes; recommend
functional and operational changes needed in order to meet or exceed performance measures.

02c Consent Specs Page 3 of 6
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Define the objectives and scope of an audit or subsection thereof; analyze policy compliance
criteria and design audit matrices and instruments.

Collect the necessary data through interviews, observations, and other appropriate research
methods; analyze and evaluate data.

Conduct operational and functional audits of programs and projects; perform preliminary surveys
and fieldwork; and analyze efficiency and effectiveness measures.

Develop, update and implement standards and procedures for conducting performance audits.

Prepare comprehensive verbal and written reports; recommend short and long-term actions
necessary to achieve objectives and goals; and evaluate departmental controls.

Prepare various charts, flow diagrams and graphic presentations for oral and written reports.

Develop and maintain positive and collaborative relationships with departmental representatives,
City Manager and City Council members and their staffs.

Maintain written documentation of all findings; assist departmental staff in implementing
recommendations.

Conduct statistical analyses of all OPD personnel to determine outliers for risk assessments;
normalize performance activities by arrested statistics to demonstrate increases and decreases in
risk; identify personnel that meet predetermined numerical thresholds and single event
thresholds.

Track the progress of all personnel in the Performance Reporting Information Matrix
Environment (PRIME) program and monitor compliance with all tasks associated with personnel
assessments.

Coordinate the development and enhancement of software systems associated with PRIME and
Beta test all design changes, changes in calculations, and corrections to the system.

Conduct system audits to identify import failures, server connection disruptions, and significant
decreases in data daily.

Supervise, train, and evaluate assigned staff; schedule and conduct staff training; Provide
direction—and—oversightto—assigned staff; assistin—the—development—of and administer staff
performance evaluations.

Drive an automotive vehicle as necessary in order to conduct audits and attend meetings.

QUALIFICATHONSKNOWLEDGE AND ABILITIES
Knowledge of:

= Management principles, program planning, quantitative and qualitative analysis, and
budgeting and management control systems; data analytics.

= Principles, practices, methods and equipment of law enforcement.

= Principles and practices of public administration, accounting and auditing, including
Generally Accepted Government Auditing Standards (GAGAS).

= Basic principles of information management.

= Performance measurement systems.

= Organizational structures and the relationship between staff, tasks and budget,
particularly as it applies to local government entities.

= Effective public administration strategies and procedures.

02c Consent Specs Page 4 of 6
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= Principles and techniques of persuasive oral and written reports and the effective
presentation of recommendations.

= Principles and practices of performance auditing.

| = _Principles and practices of supervision and performance management.

= Public relations techniques.

= Project planning and project management principles.

= Basie-Ppersonal computer applications including word processing, ane-spreadsheet, and
business intelligence software applications; basic accounting and budgeting applications.

Ability to:

= Evaluate and apply management principles, program planning, quantitative and
qualitative analysis, budgeting and management control systems.

= Constructively establish rapport with police commanders and managers whose unit(s) are
the subject of an audit and maintain credibility throughout the audit process.

= Conduct impartial, objective performance audits; reduce complex issues to their most
basic form; formulate reasonable and achievable recommendations with available
resources.

= Interpret and apply administrative/operational policies, practices and procedures; analyze
and resolve problems.

= Be discrete and work in highly confidential environment.

=  Work independently and establish priorities.

‘ = Select, motivate and evaluate staff and provide for their training and professional

development.

= Communicate effectively and persuasively in both oral and written form; prepare reports,
correspondence and written materials; make verbal presentations to both large and small
groups.

= Establish and maintain professional working relationships with staff, elected officials,
representatives of other organizations and the general public.

| MINIMUM QUAL IFICATIONSEBUCATHON-AND-EXPERIENCE

Any combination of education and experience that is equivalent to the following minimum
| qualifications is acceptable:.

Education:

A Bachelor's degree from an accredited college or university in Business Administration,
Public Policy, Public Administration or a related field. A Masters Degree is highly desirable.

Experience:

Four years of progressively responsible relevant experience in public or business
administration analyzing programs and projects and preparing written recommendations and
reports on efficiency and effectiveness measures, including one year of experience in a lead
or supervisory role.

LICENSE OR CERTIFICATE

Successful incumbents in this job are expected to operate automotive vehicles in the performance
of the assigned duties. Due to the nature of the assignment and the hours worked, public
transportation may not be a cost-effective or efficient method for traveling to the various
locations required. Individuals who are appointed to this position will be required to maintain a

02c Consent Specs Page 5 of 6
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valid California Driver's License throughout the tenure of employment OR demonstrate the
ability to travel to various locations in a timely manner as required in the performance of duties.
OTHER REQUIREMENTSBACKGROUNDBIINVESTHGAHON

Must pass a thorough Fhe-suceesstul-completion-of-a-comprehensive-background investigation-is

DEPT. OF HUMAN RESOURCES MANAGEMENT USE ONLY

Established: 01/22/2004 CSB Resolution #: 44422 Salary Ordinance #:
Exempted: Y [IN[] Exemption Resolution #:

Revision Date: ! CSB Resolution #:

Re-titled Date: ! CSB Resolution #: Salary Ordinance #:
(Previous title(s): )

Analyst initials R :

Date- Approved/ Exempt:-1/22/2004

02c Consent Specs Page 6 of 6
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CITY OF OAKLAND CIVIL SERVICE BOARD MEETING MINUTES

Date: April 21, 2016
OPEN SESSION 5:30 p.m.
City Hall, One Frank H. Ogawa Plaza, Hearing Room 1

BOARD MEMBERS PRESENT: Andrea Gourdine, Chairperson
Alex Drexel
Yvonne Hudson-Harmon
Christopher Johnson
Jeffrey Levin (Arrived at 5:45pm)

BOARD MEMBERS ABSENT: David Jones, Vice Chair
Lauren Baranco

STAFF PRESENT: Anil Comelo / Secretary to the Board
Kip Walsh, HR Manager / Staff to the Board
Sean Flaherty HR Technician / Staff to the Board
Michelle Meyers, Deputy City Attorney

OPEN SESSION:

Chairperson Gourdine called the meeting to order at 5:30 p.m.
1) OPEN FORUM - no speakers

2) CONSENT CALENDAR:

a) Approval of Employee Requests for Leave of Absence
e Senior Emergency Services Coordinator, A. Chimonyo (OFD-2016-LA02)
e Recreation Center Director, M. Sanchez (OPR-2016-LA01)

b) Ratification of Provisional Appointments

Assistant Engineer Il, Office (PBD-2016-PA01)
Grants Coordinator (OPD-2016-PA0Q1)

Home Management Counselor 111 (HCD-2016-PA04)
Police Records Specialist (OPD-2016-PA03)

c) Approval of Revised Classification Specifications
e Benefits Analyst
e Human Resources Analyst

e Airport Duty Manager (formerly Airport Operations Supervisor, Airside) Port of
Oakland

Agendas are available 72 hours in advance of the next meeting and may be viewed at the City Clerk’s Office, #1 Frank H. Ogawa Plaza, 1* Floor. Materials are also
available on the City’s website at: http://www?2.0aklandnet.com/Government/o/HumanResources/s/CivilServiceBoard.

03a CSB MINUTES April 21 2016 Page 1 of 3
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44807 Upon a motion by Board Member Johnson, seconded by Board Member Drexel, the
items on the Consent Calendar were approved.

Votes: Board Member Ayes: 4 — Gourdine, Drexel, Hudson-Harmon, Johnson
Board Member Noes: None
Board Member Abstentions: None
Board Members Absent: 3 — Baranco, Jones, Levin

3) OLD BUSINESS:

a) Approval of Meeting Minutes of March 17, 2016 Civil Service Board Meeting Minutes

44808 Upon a motion by Board Member Drexel, seconded by Board Member Hudson-
Harmon, the minutes for the March 17, 2016 Civil Service Board meeting were
approved by a majority of the members present.

Votes: Board Member Ayes: 3 — Gourdine, Drexel, Hudson-Harmon
Board Member Noes: None
Board Member Abstentions: 1 — Johnson
Board Members Absent: 3 — Baranco, Jones, Levin

b) Determination of Schedule of Outstanding Board Items

The Appeal of Classification Study Results (Police Records Specialist) previously
scheduled for April 21, 2016 was moved to the agenda for the May 19, 2016 meeting, at
the request of the appellant.

¢) Informational Report on the Status of Temporary Assignments for Temporary Contract
Service Employees (TCSEs) and Exempt Limited Duration Employees (ELDES)
Including a Report of the Names, Hire Dates, and Departments of all ELDEs and TCSEs
in Accordance with the Memorandum of Understanding Between the City and Local 21

The report was received and filed.

d) Discussion of Revisions to the Personnel Manual of the Port of Oakland for Review of
Alignment with the Personnel Manual of the Civil Service Board and Compliance with
Ordinance No. 13120 CMS Governing the Relationship of the Port’s Personnel
Management Program with the City of Oakland Civil Service

Kip Walsh, HR Manager, reported that representatives from the City and the Port,
including representatives from the City’s and the Port’s Attorney offices, had met and
discussed minor refinements to the Introduction section, Rule 8, and Rule 9. Staff expect
to be ready to present the final draft document to the Board at its meeting in May.

Agendas are available 72 hours in advance of the next meeting and may be viewed at the City Clerk’s Office, #1 Frank H. Ogawa Plaza, 1* Floor. Materials are also
available on the City’s website at: http://www?2.0aklandnet.com/Government/o/HumanResources/s/CivilServiceBoard.
03a CSB MINUTES April 21 2016 Page 2 of 3
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4) NEW BUSINESS:
a) Quarterly Classification Report per Section 3.04(f) of the Personnel Manual of the Civil
Service Board (“Civil Service Rules”) Providing the status of All Classification Studies
and Classification Specification Revisions Currently Under Review

Note: Board Member Jeffrey Levin arrived at 5:45 p.m.

Jaime Pritchett, Principal HR Analyst presented the report, which was received and
filed.

ADJOURNMENT: The meeting was adjourned at 5:55 p.m.

NOTE: The Civil Service Board meets on the 3 Thursday of each month. The next meeting is scheduled to be
held on Thursday, May 19, 2016. All materials related to agenda items must be submitted by Thursday May 12,
2016. For any materials over 100 pages, please also submit an electronic copy of all materials.

Submit items via email or U.S. Mail to:

City of Oakland - Civil Service Board
150 Frank H. Ogawa Plaza, 2" floor
Oakland, CA 94612
civilservice@oaklandnet.com

(J This meeting is wheelchair accessible. To request materials in alternative formats, or to request an ASL interpreter or
assistive listening device, please call the Civil Service Board staff at (510) 238-3112 or TDD (510) 238-3254 at least three
working days before the meeting. Please refrain from wearing scented products to this meeting as a courtesy to attendees with
chemical sensitivities.

Agendas are available 72 hours in advance of the next meeting and may be viewed at the City Clerk’s Office, #1 Frank H. Ogawa Plaza, 1* Floor. Materials are also
available on the City’s website at: http://www?2.0aklandnet.com/Government/o/HumanResources/s/CivilServiceBoard.
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CIVIL SERVICE BOARD JUNE 16 2016

CITY OF OAKLAND CIVIL SERVICE BOARD MEETING MINUTES

Date: May 19, 2016
OPEN SESSION 5:30 p.m.
City Hall, One Frank H. Ogawa Plaza, Hearing Room 1

BOARD MEMBERS: Chair, Andrea Gourdine; Vice Chair, David Jones; Alex Drexel; Lauren
Baranco; Yvonne Hudson-Harmon; Christopher Johnson; Jeffrey Levin

STAFF TO THE BOARD: Anil Comelo, HRM Director/Secretary to the Board
Michelle Meyers, Deputy City Attorney
Kip Walsh, Human Resources Manager/Staff to the Board
Sean Flaherty, HR Technician/Staff to the Board

OPEN SESSION
ROLL CALL
1) OPEN FORUM

Speaker Bruce Nielsen
Re: Administrative Instruction 145 (Equal Access to City Services) and its applicability to hiring
practices.

2) CONSENT CALENDAR:

a) Approval of Employee Requests for Leave of Absence
e Senior Emergency Services Coordinator, A. Chimonyo (OFD-2016-LA03)
e Project Manager I11 (Interim), M. Lai (ITD-2016-LA01)

b) Ratification of Provisional Appointments
e Engineer of Fire (4)
e Housing Development Coordinator |
e Police Services Technician
e Engineering Technician, Senior (Office)

c) Approval of Revised Classification Specifications
o Firefighter Trainee
e Firefighter Paramedic Trainee
e Street Sweeper Operator
e Veterinarian

44809 A motion was made by Board Member Johnson and seconded by Vice Chair Jones to
approve the items on the Consent Calendar, excluding the Provisional Appointment for

Agendas are available 72 hours in advance of the next meeting and may be viewed at the City Clerk’s Office, #1 Frank H. Ogawa Plaza, 1* Floor. Materials are also
available on the City’s website at: http://www?2.0aklandnet.com/Government/o/HumanResources/s/CivilServiceBoard.
03b CSB Minutes May 19 2016 Page 1 of 3
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Civil Service Board Meeting Agenda May 19, 2016 Page 2

classification specification Housing Coordinator I, which was to be discussed further before
being put to a vote.

Votes:  Board Member Ayes: 5 — Baranco, Gourdine, Johnson, Jones, Levin
Board Member Noes: None
Board Member Abstentions: None
Board Members Absent: 2 — Drexel, Hudson-Harmon

44810 A motion was made by Chairperson Gourdine and seconded by Vice Chair Jones to
approve the Provisional Appointment for classification specification Housing Coordinator |
which was discussed further before being put to a vote.

Votes:  Board Member Ayes: 5 — Baranco, Gourdine, Johnson, Jones, Levin
Board Member Noes: None
Board Member Abstentions: None
Board Members Absent: 2 — Drexel, Hudson-Harmon

3) OLD BUSINESS:

a) Approval of Meeting Minutes of April 21, 2016 Civil Service Board Meeting Minutes
The Board continued the item until the next Civil Service Board Meeting.

b) Determination of Schedule of Outstanding Board Items

Scheduled to the June 16, 2016 Civil Service Board Meeting:
e Review and determination of Hearing Officer’s findings in the Appeal of
Examination for Captain of Fire: OFD-2015-AP01
e Review and determination of Hearing Officer’s findings in the Appeal of
Probationary Release for Gardener Crew Leader: OPR-2014-AP01

c) Informational Report on the Status of Temporary Assignments for Temporary
Contract Service Employees (TCSEs) and Exempt Limited Duration Employees
(ELDES) Including a Report of the Names, Hire Dates, and Departments of all
ELDEs and TCSEs in Accordance with the Memorandum of Understanding Between
the City and Local 21

The report was received and filed.

d) Discussion of Revisions to the Personnel Manual of the Port of Oakland for Review
of Alignment with the Personnel Manual of the Civil Service Board and Compliance
with Ordinance No. 13120 CMS Governing the Relationship of the Port’s Personnel
Management Program with the City of Oakland Civil Service

44811 A motion was made by Board Member Levin seconded by Chairperson Gourdine and by
Vice Chair Jones requesting a copy of the final draft Personnel Manual of the Port of
Oakland to be submitted for review before the Civil Service Board takes any action.

Agendas are available 72 hours in advance of the next meeting and may be viewed at the City Clerk’s Office, #1 Frank H. Ogawa Plaza, 1* Floor. Materials are also
available on the City’s website at: http://www?2.0aklandnet.com/Government/o/HumanResources/s/CivilServiceBoard.
03b CSB Minutes May 19 2016 Page 2 of 3
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Votes:  Board Member Ayes: 5 — Baranco, Gourdine, Johnson, Jones, Levin
Board Member Noes: None
Board Member Abstentions: None
Board Members Absent: 2 — Drexel, Hudson-Harmon

4) NEW BUSINESS:

a) 3.04 (e) Appeal of Classification Study Results (A. James)

e Employee currently classified as Police Records Specialist, appealing denial of
request to be reclassified.

44812 A motion was made by Member Johnson and seconded by Vice Chair Jones to deny the
appeal of classification study results for Police Records Specialist, Aki James, and uphold
the findings of Human Resources.

Votes: Board Member Ayes: 3 — Gourdine, Jones, Johnson
Board Member Noes: 2 — Baranco, Levin
Board Member Abstentions: None
Board Members Absent: 2 — Drexel, Hudson-Harmon

The motion passed.

ADJOURNMENT: The meeting adjourned at 8:00 p.m.

NOTE: The Civil Service Board meets on the 3" Thursday of each month. The next meeting is scheduled to be
held on Thursday, June 16, 2016. All materials related to agenda items must be submitted by Thursday, June 9,
2016. For any materials over 100 pages, please also submit an electronic copy of all materials.

Submit items via email or U.S. Mail to:

City of Oakland - Civil Service Board
150 Frank H. Ogawa Plaza, 2™ floor
Oakland, CA 94612
civilservice@oaklandnet.com

LB'This meeting is wheelchair accessible. To request materials in alternative formats, or to request an ASL interpreter or
assistive listening device, please call the Civil Service Board staff at (510) 238-3112 or TDD (510) 238-3254 at least three
working days before the meeting. Please refrain from wearing scented products to this meeting as a courtesy to attendees with
chemical sensitivities.

Agendas are available 72 hours in advance of the next meeting and may be viewed at the City Clerk’s Office, #1 Frank H. Ogawa Plaza, 1* Floor. Materials are also
available on the City’s website at: http://www?2.0aklandnet.com/Government/o/HumanResources/s/CivilServiceBoard.
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1. FOR SCHEDULING

CIVIL SERVICE BOARD
APPEALS & HEARINGS CALENDAR

PENDING LIST - June 16, 2016

Case Number | Classification Dept. Action Pending Da'te Notes
Received
OFD-2015 Captain of Fi 419 Appea of Scheduled f
~201o- aptain or Fire Examination Results cheaulea for
APO1 (Gascie) OFD July 16, 2015 | 616116 CSB
6.05 Appeal of
OPR-2014- Gardener Crew Parks & Probationary Dec 18, 2014 Scheduled for
APO1 Leader (Gold) Recreation Removal/Demotion 6/16/16 CSB
2. REFERRED TO OUTSIDE HEARING OFFICER
Case Number | Classification Dept. Action Pending ReDf(;;al Notes
Waiting for Union
Urban response as to
. hether it will
EWD-2015- Economic 10.03 Appeal of Wi
APOL Analyst I11 EWD/ONI Discipline Aug 20, 2015 wﬁhQraw. _
Hearings did not
(Ralston) :
go forward in
March.
3. UNDER REVIEW
. . . Date
Case Number | Classification Dept. Action Pending . Notes
Received
Maritime
Port-2015-AP02 Service Port 1.0'93 . Appeal Qf April 2,2015 | Referred to Port
. Disciplinary Action
Coordinator
OPD-2015- Complaint 6.05 Appeal of Working with
APO3 Investigator 11 OPD Probationary Oct 26, 2015 Union on
(Uribe) Removal/Demotion scheduling
i i s 6.05 Appeal of Referred to City
OFEP%O116 FEE;%S:; ' Fire Probationary Jan. 25, 2016 Attorney; No
Removal/Demotion Update
o 6.05 Appeal of Referred to City
OFD-2016- Firefighter . . ]
APO2 (Hung) Fire Probationary Jan. 21, 2016 Attorney; No

Removal/Demotion

Update




CIVIL SERVICE BOARD
APPEALS & HEARINGS CALENDAR

PENDING LIST - June 16, 2016

4. CLOSED
— . . Date
Case Number | Classification Dept. Action Pending . Notes
Received
OPD-2016- Police Records 3.04 (e) Appeal
APOL Specialist OPD Regarding Changes | Jan. 13, 2016 CLOSED

(James)

in Classification




CIVIL SERVICE BOARD JUNE 16 2016

STAFF REPORT

CITY oF OAKLAND

DATE: June 16, 2016
TO: THE HONORABLE CIVIL SERVICE BOARD
FROM: Kip Walsh, HR Manager, Recruitment & Classification
THROUGH: Anil Comelo, Secretary to the Board

SUBJECT: TEMPORARY EMPLOYEES - Informational Report on the Status of
Temporary Assignments for Temporary Contract Service Employees
(TCSEs) and Exempt Limited Duration Employees (ELDES) Including a
Report of the Names, Hire Dates, and Departments of All ELDEs and
TCSEs in Accordance with the Memorandum of Understanding Between the
City And Local 21

SUMMARY

Staff has prepared this report to provide the Civil Service Board with an update on
compliance with the Civil Service Rules related to temporary employees since the last report
of May 19, 2016. This report focuses on temporary employees in the categories of Exempt
Limited Duration Employees (ELDEs) and Temporary Contract Service Employees
(TCSEs), who are currently employed in the City of Oakland.

As of May 27, 2016 there are a total of ninety three (93) employees in the TCSE (41),
Annuitant (29), and ELDE (23) categories. One (1) assignment was closed and seven (7) new
assignments were added.

Reports showing all of the temporary assignments discussed in this report are included in a
list (Attachment A) and a chart of trends (Attachment B) attached to this narrative report to
provide a snapshot of the overall changes month to month.

BACKGROUND

The use of temporary employees is allowed under Civil Service Rule 5 (Certification and
Appointment) in recognition that standard Civil Service employment practices can be
cumbersome when a time-sensitive assignment arises or existing resources do not fit a
specific need. Pursuant to the Civil Service Rules, Section 5.06 governing temporary
assignments, ELDE assignments may not exceed one year and TCSE assignments may not be
“ongoing or repetitive.”

STATUS OF NONCOMPLIANT ASSIGNMENTS

Six (6) temporary assignments are for ongoing part time work for which an appropriate part
time classification had not existed and Human Resources Management (HRM) created part
time classifications through a Salary Ordinance Amendment, but the six (6) remaining
assignments have not been converted. The conversions had been discussed with staff in the
departments at several points throughout the process, but obstacles remain.

03e TCSE-ELDE Report June 16 2016 Page 1 of 5
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HONORABLE CIVIL SERVICE BOARD
Subject: Temporary Employees

Date: May 19, 2016 Page 2

e For the two assignments in the City Administrator’s Animal Services Department, the
non-compliant assignments are part-time veterinarians. The department has recently
asked HRM to re-evaluate the salary rate for the Veterinarian classification because
the pay for the veterinarians currently working as TCSEs has out-paced the
Veterinarian salary rate. HRM will conduct a salary study and make
recommendations at a later time.

e Similar concerns have been raised regarding the two assignments in the Fire
Department and changes in administrations and personnel staffing have resulted in
new analysis of the positions and the appropriate assignment of them. HRM is
therefore working with the department to identify an approach to addressing the
department’s concerns.

While HRM staff again review the assignments in Animal Services and the Fire Department,
it may take several months to identify solutions and implement them. Staff will continue to
provide the Board with updates of progress on these outstanding items.

The ELDE and TCSE in Human Services showing as out of compliance are for assignments
that ending at the end of this month.
RECOMMENDATION

Staff recommends that the Civil Service Board accept the monthly report on temporary
assignments for Temporary Contract Service Employees (TCSEs) and Exempt Limited
Duration Employees (ELDEsS).

For questions regarding this report, please contact Kip Walsh Human Resources Manager,
Recruitment & Classification at (510) 238-7334.

Attachments:
A. TCSE/ELDE Report: For Payroll Reporting Period ending May 27, 2016
B. TCSE/ELDE Compliance Trend Chart: As of May 27, 2016

03e TCSE-ELDE Report June 16 2016 Page 2 of 5
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JUNE 2016 MONTHLY REPORT OF TCSE/ELDE ASSIGNMENTS

CIVIL SERVICE BOARD JUNE 16 2016

|CLOSED THIS PERIOD (1)
HOUSING
‘NEW THIS PERIOD (7)

LAST NAME

Showing up as Non-Compliant on report while
Conde Ahmed 89919 - Admin: Housing & Community Development 27-Apr-15|ELDE transitioning into a Provisional Appointment. | CLOSED

FIRST NAME |ORG

City Auditor Jenifer Hallock 07111 - City Auditor Unit 25-Apr-16| TCSE Temporary operational support NEW

INFORMATION TECHNOLOGY | Dalia Macias 46461 - Project Coordination 9-May-16|ELDE Temporary operational support for Radio Shop [ NEW
Until recruitment to fill currently vacant position

POLICE Gatke James 102120 - Property and Evidence 11-Apr-16| TCSE is completed NEW
Per MOU Agreement; Annuitant supporting

POLICE Jesse Gonzales 106610 - Background & Recruiting 23-Apr-16| Annuitant [OPD backgrounding. NEW
Retired Dispatcher providing coverage pending

POLICE Holsman Jo Anne 103310 - Communications Unit 26-Apr-16| TCSE permanent appointments. NEW

WORKFORCE DEVELOPMENT _|Joseph Saxe 85521 - Public Art 2-May-16|TCSE Temporary ing Public At |NEW
ELDE pending recruitment for Project

WORKFORCE DEVELOPMENT _ [Kristy Schaffler 85311 - Workforce Development 28-Mar-16|ELDE Manager Ill and permanent appointment NEW

[COMPLIANT (80)
Assisting with Measure FF (Mimimum Wage)

CITY ADMINISTRATOR Berens Matthew 02611 - Contract Compliance Unit 8-Jun-15|ELDE compliance COMPLIANT
Assisting with Measure FF (Mimimum Wage)

CITY ADMINISTRATOR Dotson Troy 02621 - Employment Services Unit 17-Aug-15|ELDE compliance COMPLIANT
Part time veterinarian; pending compensation

CITY ADMINISTRATOR Hollenbeck Joy 02491 - Oakland Animal Services 14-Sep-15[TCSE review. COMPLIANT

CITY ADMINISTRATOR Moses Stephen 02331 - Employee Relations 11-Apr-16 | ELDE Temporary support of labor relations backlog | COMPLIANT
Part time veterinarian; pending compensation

CITY ADMINISTRATOR Rozycki Ari 02491 - Oakland Animal Services 18-Feb-15|TCSE review. COMPLIANT

CITY ADMINISTRATOR Zuercher Eric 02491 - Oakland Animal Services 26-Oct-15|ELDE Temporary operational support COMPLIANT
Temporary assignment supporting the

CITY ADMINISTRATOR San Miguel Ronald 02611 - Contract Compliance Unit 1-Jun-15|ELDE Disparity Study COMPLIANT

CITY ADMINISTRATOR Sylvester Barbara 02311 - Equal Opportunity Programs 25-Jan-16| TCSE Temporary support of high volume work. COMPLIANT

CITY AUDITOR Carnes Mark 07111 - City Auditor Unit 7-Dec-15|TCSE Temporary support of high volume work. COMPLIANT

CITY AUDITOR Pringle Kimberly 07111 - City Auditor Unit 16-Feb-16|TCSE Temporary support of high volume work. COMPLIANT
Providing support to Councilmember on highly

CITY COUNCIL (DISTRICT 1) Chafe Zoe 00111 - District One Unit 22-Dec-15|TCSE specialized project. COMPLIANT

ECON & WORKFORCE Rodriguez Sophia 85221 - Project Implementation: Staffing 28-Mar-16| TCSE Project intern/support - temporary COMPLIANT

FINANCE Collins Maya 08222 - General Ledger 21-Dec-15|ELDE Supporting Oracle upgrade project. COMPLIANT

FIRE Kaplan Joshua 20711 - Emergency Services Program Unit 12-Mar-16 | TCSE CORE PT instructor; PT class in development [ COMPLIANT
Temporary Assignment supporting the City's

HOUSING Piper Susan 89919 - Admin: Housing & Community Development 16-Mar-15(TCSE Mandatory Seismic Retrofit Program COMPLIANT
Temporary analyst support to address

HUMAN RESOURCES Rogosin Peter 05211 - Employment and Classification Unit 4-Apr-16 [ELDE recruitment backlog. COMPLIANT
Food Service Worker PT - pending formal

HUMAN SERVICES Adcock Willie Mae 78231 - HS Classroom & Seasonal 11-Apr-16| TCSE update of Oracle with new PT class COMPLIANT
Temporary role of Program Analyst 11 until list

HUMAN SERVICES Bryant Shawn 78231 - Head Start Program 24-Oct-15/TCSE can be generated. COMPLIANT
City of Oakand and Housing Consortium of the

HUMAN SERVICES Hoover-Alexander _|Kathryn 78411 - Community Housing Services 8-Sep-15|TCSE East Bay COMPLIANT
Food Service Worker PT - pending formal

HUMAN SERVICES Jones Sr., Arlington 78231 - HS Classroom & Seasonal 29-Feb-16| TCSE update of Oracle with new PT class COMPLIANT
Administrative and Summer Parks Program

HUMAN SERVICES Murillo Alberto 78311 - Policy & Planning 18-Apr-16| TCSE temporary support COMPLIANT

HUMAN SERVICES Norris Tabia 78251 - Youth Services 21-Sep-15|TCSE Pending approval of PT classification. COMPLIANT

HUMAN SERVICES Okoh Raelene 78231 - HS Classroom & Seasonal 17-Mar-16| TCSE Head Start program temporary support COMPLIANT
Transport and deliver summer food to service

HUMAN SERVICES Pragasa Romulo 78241 - Year Round Lunch Program Unit 30-Jun-15|TCSE sites. COMPLIANT
Temporary assignment due to short term

HUMAN SERVICES Rice Erica 78311 - Policy & Planning 4-Jan-16|ELDE funding for program support. COMPLIANT

HUMAN SERVICES Smith Anita 78231 - HS Classroom & Seasonal 19-Jan-16| TCSE Providing training for CLASS requirements.  [COMPLIANT
Food Service Worker PT - pending formal

HUMAN SERVICES Smith Tarub 78231 - HS Classroom & Seasonal 29-Feb-16|TCSE update of Oracle with new PT class COMPLIANT
Temporary assignment to Blight Abatement

HUMAN SERVICES Solomon Kennedy 78311 - Policy & Planning 17-Feb-15|ELDE outreach project. COMPLIANT
Pending HR/dept determination of appropriate

HUMAN SERVICES Steward Myisha 78411 - Community Housing Services 30-Nov-15|TCSE class for COMPLIANT

HUMAN SERVICES Susie Ashley 78231 - HS Classroom & Seasonal 9-Apr-16( TCSE Head Start program temporary support COMPLIANT
attendance tracking and monitoring system to

HUMAN SERVICES Walcott Diana 78231 - HS Classroom & Seasonal 21-Sep-15|ELDE maintain OHS and CSPP contract COMPLIANT
Temporary support for completion of the

INFORMATION TECHNOLOGY _ |Astrera Erwin 46261 - Server Maintenance and Support 3-Aug-15|ELDE Microsoft 365 Project. COMPLIANT

INFORMATION TECHNOLOGY _ |Moulton Sr. Kofi 46461 - Project Coordination 29-Jul-15|TCSE Temporary operational support COMPLIANT
Temporary role as Project Manager Il until list

INFORMATION TECHNOLOGY | Salisbury Janet 46411 - Administration 12-Oct-15|TCSE can be generated. COMPLIANT

INFORMATION TECHNOLOGY | Treglown Donna 46321 - Systems & Database Administration 10-Feb-16| TCSE Temporary operational support COMPLIANT
Administrative support serving as Assistant to

MAYOR Hegler Terrell 01111 - Mayor - Administration Unit 15-Apr-16|ELDE the Deputy Chief of Staff COMPLIANT
Administrative support serving as Special

MAYOR O'Doherty Keara 01111 - Mayor - Administration Unit 15-Apr-16|ELDE Assistant/Office Manager COMPLIANT
Temporary assignment supporting City Clerk's

PLANNING & BUILDING Anderson Elizabeth 84412 - Admin: Building Inspection 5-Jan-15|TCSE records management program. COMPLIANT

PLANNING & BUILDING Block LaVonce 84421 - Engineering: Permit Center 16-Mar-15(TCSE Serving as temporary support | COMPLIANT
Temporary support of planning compliance

PLANNING & BUILDING Chaney-Williamson |Sylvia 84229 - Zoning 29-Feb-16| Annuitant |backlog COMPLIANT

PLANNING & BUILDING Dumford Kevin 8454 - Inspections:Commercial Building 17-Aug-15|ELDE Pending recruitment COMPLIANT
Assist with development of Proactive Rental

PLANNING & BUILDING Guy Ethan 84454 - Inspections: Neighborhood Preservation 17-Aug-15|ELDE Inspection Policy program COMPLIANT

PLANNING & BUILDING Silva Rodriguez Adoracion 84412 - Admin: Building Inspection 27-Apr-15|TCSE Serving as temporary administrative support | COMPLIANT

PLANNING & BUILDING Smart Gloria 84421 - Engineering: Permit Center 16-Mar-15(TCSE Serving as temporary support | COMPLIANT
Per MOU Agreement; Annuitant supporting

POLICE Byer Judy 106610 - Background & Recruiting 12-Mar-16|Annuitant [OPD backgrounding. COMPLIANT
Per MOU Agreement; Annuitant supporting

POLICE Donovan Daniel 101120 - Internal Affairs 2-Jan-13| Annuitant |OPD Internal Affairs. COMPLIANT
Per MOU Agreement; Annuitant supporting

POLICE St. Claire Michelle 101120 - Internal Affairs 30-Jan-16|TCSE OPD Internal Affairs. COMPLIANT

As of: May 27, 2016
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DEPT LAST NAME FIRST NAME |ORG JOB DATE [TYPE NOTES STATUS
Until recruitment to fill two currently vacant

POLICE Causapin Nicole 102322 - Targeted Inforcement Task Force 27-Oct-15|TCSE PET positions is COMPLIANT
Per MOU Agreement; Annuitant supporting

POLICE Lau Peter 106610 - Background & Recruiting 10-Oct-15|Annuitant |OPD backgrounding. COMPLIANT
Until recruitment to fill two currently vacant

POLICE Lloyd Jessica 102322 - Targeted Inforcement Task Force 24-Aug-15|TCSE PET positions is COMPLIANT
Retired Dispatcher providing coverage pending

POLICE Green Doretha 103310 - Communications Unit 2-Feb-15| Annuitant |permanent appointments. COMPLIANT
Retired Dispatcher providing coverage pending

POLICE Grieve Irma 103310 - Communications Unit 13-Feb-15|Annuitant COMPLIANT
Retired Dispatcher providing coverage pending

POLICE Hill Barbara 103310 - Communications Unit 2-Feb-15| Annuitant |permanent appointments. COMPLIANT
Retired Dispatcher providing coverage pending

POLICE Knight Drew 103310 - Communications Unit 22-Apr-15|TCSE COMPLIANT
Retired Dispatcher providing coverage pending

POLICE Smith Phyliss 103310 - Communications Unit 20-Jul-15{TCSE permanent appointments. COMPLIANT
Per MOU Agreement; Annuitant supporting

POLICE Chey Tae 106610 - Background & Recruiting 23-Sep-13|Annuitant [OPD backgrounding. COMPLIANT
Per MOU Agreement; Annuitant supporting

POLICE Christmas Ernest 106610 - Background & Recruiting 23-Sep-13| Annuitant |OPD backgrounding. COMPLIANT
Per MOU Agreement; Annuitant supporting

POLICE Fisher James 106610 - Background & Recruiting 12-Oct-13|Annuitant |OPD backgrounding. COMPLIANT
Per MOU Agreement; Annuitant supporting

POLICE Flynn Dana 106610 - Background & Recruiting 12-Oct-13|Annuitant |OPD backgrounding. COMPLIANT
Per MOU Agreement; Annuitant supporting

POLICE Hassna Jeffrey 106610 - Background & Recruiting 23-Sep-13|Annuitant [OPD backgrounding. COMPLIANT
Per MOU Agreement; Annuitant supporting

POLICE Hicks Mark 106610 - Background & Recruiting 23-Sep-13| Annuitant |OPD backgrounding. COMPLIANT
Per MOU Agreement; Annuitant supporting

POLICE Johnson Carmen 106610 - Background & Recruiting 18-Jan-14|Annuitant [OPD backgrounding. COMPLIANT
Per MOU Agreement; Annuitant supporting

POLICE Johnson Steven 106610 - Background & Recruiting 18-Jan-14|Annuitant |OPD backgrounding. COMPLIANT
Per MOU Agreement; Annuitant supporting

POLICE Juarez Edward 106610 - Background & Recruiting 28-Feb-15|Annuitant |OPD backgrounding. COMPLIANT
Per MOU Agreement; Annuitant supporting

POLICE Leaks Delores 106610 - Background & Recruiting 23-Sep-13| Annuitant |OPD backgrounding. COMPLIANT
Per MOU Agreement; Annuitant supporting

POLICE Lighten Ronald 106610 - Background & Recruiting 23-Sep-13|Annuitant [OPD backgrounding. COMPLIANT
Per MOU Agreement; Annuitant supporting

POLICE Mestas Alfred 106610 - Background & Recruiting 23-Sep-13|Annuitant [OPD backgrounding. COMPLIANT
Per MOU Agreement; Annuitant supporting

POLICE Nguyen Hung 106610 - Background & Recruiting 30-Jan-16| Annuitant |OPD backgrounding. COMPLIANT
Per MOU Agreement; Annuitant supporting

POLICE Parker Norma 106610 - Background & Recruiting 17-Mar-14[Annuitant [OPD backgrounding. COMPLIANT
Per MOU Agreement; Annuitant supporting

POLICE Pressnell Edward 106610 - Background & Recruiting 23-Sep-13|Annuitant [OPD backgrounding. COMPLIANT
Per MOU Agreement; Annuitant supporting

POLICE Quintero Joseph 106610 - Background & Recruiting 12-Oct-13|Annuitant |OPD backgrounding. COMPLIANT
Per MOU Agreement; Annuitant supporting

POLICE Taylor Mayumi 106610 - Background & Recruiting 23-Sep-13| Annuitant |OPD backgrounding. COMPLIANT
Per MOU Agreement; Annuitant supporting

POLICE Thurston Steven 106610 - Background & Recruiting 30-Jan-16|Annuitant |OPD backgrounding. COMPLIANT
Per MOU Agreement; Annuitant supporting

POLICE Vaughn John 106610 - Background & Recruiting 23-Sep-13| Annuitant |OPD backgrounding. COMPLIANT
Per MOU Agreement; Annuitant supporting

POLICE Yelder Ronald 106610 - Background & Recruiting 30-Jan-16|Annuitant |OPD backgrounding. COMPLIANT
Support to oversee administration of grant
programs for outreach and evaluation of car

PUBLIC WORKS Barz Sara 30275 - IPPD Plans and Programming 3-Aug-15|ELDE sharing program COMPLIANT
Support to oversee administration of grant
programs for outreach and evaluation of car

PUBLIC WORKS Blackston Christina 30274 - IPPD Plans and Programming 2-Aug-15|ELDE sharing program COMPLIANT

PUBLIC WORKS Fine Sarah 30275 - IPPD Plans and Programming 16-Feb-16 |ELDE Temporary operational support COMPLIANT
Temporary assigment to cover incumbent who

WORKFORCE DEVELOPMENT _|Lang Janice 85221 - Project Implementation: Staffing 30-Aug-15|TCSE is on FMLA COMPLIANT
ELDE pending recruitment for Manager,

WORKFORCE DEVELOPMENT |Zaremba Kristen 85521 - Cultural Arts/PA 14-Sep-15|ELDE Cultural Arts and permanent appointment COMPLIANT

‘NON-COMPLIANT (6)
Part time veterinarian; pending compensation

CITY ADMINISTRATOR Kisamov Bela 02491 - Oakland Animal Services 27-Aug-14|TCSE review. NON-COMPLIANT
Part time veterinarian; pending compensation
review.

CITY ADMINISTRATOR Singer Carl 02491 - Oakland Animal Services 3-Feb-01|TCSE NON-COMPLIANT
Department has concerns about the pay rate.
Pending further review by HRM Class/Comp

FIRE Hutchens Gail 20711 - Emergency Services Program Unit 15-Mar-06 [ TCSE NON-COMPLIANT
USAR Cache Mgr - highly specialized

FIRE Kelly Michael 20815-U.S.AR 24-Jan-05| Annuitant NON-COMPLIANT
Temporary assignment to backfill for employee

HUMAN SERVICES Dupree Kathryn 78235 - HS Central Office Administration 16-Jun-14|Annuitant |leave. NON-COMPLIANT
Temporary assignment pending recruitment for

HUMAN SERVICES Ruhland Lisa 78235 - HS Central Office Administration 5-Mar-15|ELDE permanent position. NON-COMPLIANT

As of: May 27, 2016
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TCSE-ELDE Report ATTACHMENT B
June 16, 2016 Civil Service Board Meeting

TCSE/ELDE Rules Compliance
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Data as of May 27, 2016
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PORT OF OAKLAN D M E M 0

To: The Honorable City of Oakland Civil Service Board
Through: Anil Comelo, Director, Human Resources Management and
Secretary to the Board
From; Christopher Boucher, Director of Human Resources CJ&/—
Date: June 6, 2016
RE: Proposed Amended Changes to Port Personnel Rules and Procedures

At the direction of the Civil Service Board, the Port of Oakland’s Human Resources and
Port Attorney’s Office staff conferred with the City Attorney’s Office with regards to the
proposed changes to the Port Personnel Rules and Procedures (“Personnel Rules”).
Upon its review, the City Attorney’s Office proposed several changes in the areas of:
Introduction, Sick Leave, Parental Leave, and Layoffs. This memorandum is intended to
provide a summary of these recommended changes from the City Attorney’s Office.

) Amendments to Introduction

The proposed amendments to the Introduction section of the Personnel Rules is to
further clarify and harmonize the relationship of the Port Department under the City
of Oakland Charter, Article VII, Section 700, ef. seq., which provides that, “...
subject to certain exceptions, all permanent places of employment in and under the
Board’ shall be included within the personnel system of the City subject to the
provisions of Article IX.”

i) Amendments to Rule 8.02(h) — Verification of lliness — Abuse of Sick Leave

The proposed amendments are intended to track and comply with the statutory
provisions under Oakland City Council Resolution No. 85423, Section 9(C)? which
stated that an employer who “reasonably suspects” an abuse of sick leave may
require a physician's note or medical documentation to ensure that "an employee's
subsequent use of paid sick leave is consistent with the Oakland Municipal Code
section 5.92.030."

!'City of Oakland Charter, Article V11, Section 714. The “Board” as defined under this section refers to the Board of
Port Commissioners.

? Section 9(c) of the Oakland City Council Resolution 85423, titled, "Employer Verification of Employee's Use of Paid
Sick Leave," specified that an employer who reasonably suspects an abuse of paid sick leave may require a physician’s
note or medical documentation for subsequent use of paid sick leave consistent with Oakland Municipal Code section

5.92.030.
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Page 2

lll) Amendments to Rule 8.03 — Parental Leave

The proposed amendments are intended to correct a typographical error contained
in the previous draft to ensure that the term “parental leave” is consistently shown
to replace the previous term of “maternity leave.” The use of the term “parental
leave” is intended to be consistent with existing legally-protected leaves, including

disability leave laws, the Pregnancy Disability Leave”, and the California Family
Rights Act®.

IV} Amendments to Rules 9.01 — Layoffs and Rule 9.02 — Layoff Procedures

The proposed amendments are intended to clarify the existing City/Port procedures
pertaining to layoffs involving common classifications, which would require the
initiating principle to exhaust seniority-based bumping within either the City or the
Port (the “initiating principle”) before the an incumbent affected by the layoff can
use his/her seniority to bump a less senior City/Port employee.

A summary table showing the proposed amendments in track changes format are
attached for reference (Attachment # 1). The Port appreciates the Civil Service Board’s
continued guidance and looks forward to discussing this matter with the Civil Service
Board at its June 16, 2016 meeting.

cc.  Michelle Meyers, Deputy City Attorney
Daniel Connolly, Deputy Port Attorney
Kip Walsh, Human Resources Manager, City of Oakland
Michael Mitchell, Acting Human Resources Manager, Port of Oakland

? California Government Code § 12945,
* California Government Code § 129452.
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Attachment # 1

Rule Section / Previous Port Proposed Amendments City Attorney’s Proposed Amendments to
Title Previous Port Proposed Amendments
Introduction Consistent with Section 900 (“Personnel Policy™) of | Pursuant to the City of Qakland Charter (“Charter™,

the City of Oakland Charter (“Charter”), there is in the
City of Oakland a comprehensive personnel system
based on merit; and pursuant to Charter Section 706
(21), the Board of Port Commissioners employs and
appoints officers, employees and agents of the Port
Department and prescribes and fixes their duties,
authority and compensation; therefore, consistent with
such authority, the operational functions described in
these Personnel Rules are hereby delegated by the
City Administrator to the Executive Director of the
Port of Oakland (“Port™) to facilitate the efficient and
economical performance of those functions. Pursuant
to the City Charter, the Municipal Code and the City
of Oakland Personnel Manual of the Civil Service
Board, the City Administrator shall be responsible for
the administration of the City’s comprehensive
personnel system.

Article VI, Section 700, et. seq.. authorizes and
establishes the Port Department and vests exclusive
control and management of the Port Department with the
Board of Port Commissioners (“Board™). As provided in
Section 714, and subject to certain exceptions. all
permanent places of employvment in and under the Board
shall be included within the personnel svstem of the City
subject to the provisions of Article DL

Consistent with Section 900 (“Personnel Policy™) of
Article IX of the City-of Oaldand-Charter-(“Charter’),
there is in the City of Oakland a comprehensive personnel
system based on merit; and pursuant to Charter Section
706 (21), the Board of Port Commissioners employs and
appoints officers, employees and agents of the Port
Department and prescribes and fixes their duties, authority
and compensation; therefore, consistent with such
authority, the operational functions described in these
Personnel Rules are hereby delegated by the City
Administrator to the Executive Director of the

Port of Oakland (“Port™) to facilitate the efficient and
economical performance of those functions. Pursuant to
the City Charter, the Municipal Code and the City of
Oakland Personnel Manual of the Civil Service Board, the
City Administrator shall be responsible for the
administration of the City’s comprehensive personnel
system.
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Attachment # 1

Rule Section / Previous Port Proposed Amendments City Attorney’s Proposed Amendments to
Title Previous Port Proposed Amendments
Rule 8.02(h) — | A department head may require of any employee A department head, or his or her designee, who reasonably

Verification of
Hllness — Abuse
of Sick Leave

under her/his jurisdiction, who has been on sick leave
for one or more working days, a doctor’s certificate or
other authoritative verification certifying that the
illness was bona fide. He/she also may require that the
employee be examined by the City selected
occupational Physietan-physician for the purpose of
determining whether he/she is, in fact, well-encushfit
for duty and able to return to her/his regular duties-;
Hhe-the employee concerned shall be considered on
sielcan appropriate leave status until the City selected

occupational Physietan-physician releases her/him for
duty.

Obvieus-aAbuses of the sick leave privilege will result
in saspension-ofthese privilegesforapered-ofsix

1nclud1ng dlscharge from emplovment

suspects an abuse of paid sick leave, may require of any
employee under her/his jurisdiction, who has been on sick
leave for one or more working days, a doctor’s certificate
or other authoritative verification for the employee’s
subsequent use of paid sick leave, certifying that the
illness was bona fide. He/she also may require that the
employee be examined by the City selected occupational
physician for the purpose of determining whether he/she
is, in fact, fit for duty and able to return to her/his regular
duties; the employee concerned shall be considered on an
appropriate leave status until the City selected
occupational physician releases her/him for duty.

Abuses of the sick leave privilege will result in discipline
up to and including discharge from employment.

Rule 8.03 —
Parental Leave

An-appotrting-pewer[he Executive Director of his/her

designee may grant a-maternity leave, with or without
pay to any employee under her/his jurisdictionssubjeet
to- as is consistent the following regulations:

The Executive Director of his/her designee may grant
materpity-parental leave, with or without pay to any
employee under her/his jurisdiction as is consistent the
CFRA, the Pregnancy Disability Leave Law, these rules
and the employee’s Port/Union MOU, if applicable.
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Attachment # 1

Rule Section / Previous Port Proposed Amendments City Attorney’s Proposed Amendments to
Title  Previous Port Proposed Amendments
Law these rulesa,nd the emplovee s Port/Union
MOU., if applicable.
Rules 9.01 - Whenever there shall be need for a layoff, the staff Whenever there .shall be need for a léyoff, the staff shall
Layoffs shall be reduced in accordance with the procedure set | be reduced in accordance with the procedure set forth in

forth in section 9.82-03 of these rules.

Port-initiated Leyeffs-layoffs shall be on a Citywide
basis within each class subject to a reduction in force;
provided, however, that an incumbent who was
selectively certified to a position in accordance with
Section 5.03 may not be displaced by another
employee lacking the skills required for the selective
certification to the position. Among Port employees
possessing the requisite skills for selective
certification the provisions of section 9.62-03 shall
apply. The criteria applied in determining the
particular Port employee(s) to be moved or laid off
and the order of layoff shall be those criteria as

specified in section 9.02. fAmended 54220 CSB]
Employees-Port emplovees who are laid off shall have

section 9.03 of these rules._In the event of a layoff
involving a common class, the controlling principle shail
require, for the purposes of a Port-initiated lavoff, that a
Port incumbent first exhaust seniority-based bumping
within the Port before the incumbent can use his/her
seniority to bump a less senior City employee, Likewise,
for a City-initiated layoff in a common class. the City
incumbent must first exhaust senioritv-based bumping
within the City before the incumbent can use his/her
seniority to bump a less senior Port employee.

Consistent with the controlling principle articulated above,
Port-initiated layoffs shall be on a Citywide basis within
each common class subject to a reduction in force;
provided, however, that an incumbent who was selectively
certified to a position in accordance with Section 5.03 may
not be displaced by another employee lacking the skills

03e Port Personnel Rules ltem Page 5 of 78




CIVIL SERVICE BOARD JUNE 16 2016

Attachment # 1

Rule Section /
Title

Previous Port Proposed Amendments

City Attorney’s Proposed Amendments to
Previous Port Proposed Amendments

their names placed on the appropriate reinstatement
list ranked by seniority from highest to lowest.
Empleyees-Port employees on the reinstatement list
shall be entitled to reappointment to positions in the
same classes where such positions are to be refilled
during the period of their eligibility on the
reinstatement list, or to similar classes for which no
reinstatement list exist, regardless of which appointing
authority has the vacancy to be filled. fAmended

SHZ20L1-CSBY

required for the selective certification to the position.
Among Port employees possessing the requisite skills for
selective certification the provisions of section 9.03 shall
apply. The criteria applied in determining the particular
Port employee(s) to be moved or laid off and the order of
layoff shall be those criteria as specified in section 9.02.

Port employees who are laid off shall have their names
placed on the appropriate reinstatement list ranked by
seniority from highest to lowest. Port employees on the
reinstatement list shall be entitled to reappointment to
positions in the same classes where such positions are to
be refilled during the period of their eligibility on the
reinstatement list, or to similar classes for which no
reinstatement list exist, regardless of which appointing
authority has the vacancy to be filled.

Rule 9.02 —
Layoff

|| Procedures

Whenever it becomes necessary to reduce a-Port staff
under the provisions of section 9.01 of these rules, no
permanent Port employee in the affected class shall be
laid off while there are employees without status in the
same class. Employees without status in such class
shall be separated in the following order: (1)
temporary; (2) probationary. Pursuant to City Charter
section 9.02(e), “no...contract for service shall result
in the loss of employment or salary by any person
having permanent status in the competitive service.”
Any alleged violation(s) of the Charter section shall be
adjudicated through the grievance process of the
affected Memorandum of Understanding. fAmended

5122011 CSB]

Whenever it becomes necessary to reduce Port staff under
the provisions of section 9.01 of these rules, no permanent
Port employee in the affected class shall be laid off while
there are employees without status in the same class.
Employees without status in such class shall be separated
in the following order: (1) temporary; (2) probationary.
Pursuant to City Charter section 9.02(¢), “no...contract for
service shall result in the loss of employment or salary by
any person having permanent status in the competitive
service.” Any alleged violation(s) of the Charter section
shall be adjudicated through the grievance process of the
affected Memorandum of Understanding.

If further staff reductions are required after temporary and
probationary Port employees in the affected class are
separated, then the least senior permanent Port employee
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Attachment # 1

Rule Section / Previous Port Proposed Amendments City Attorney’s Proposed Amendments to
Title Previous Port Proposed Amendments

If further staff reductions are required after temporary | shall be laid off.
and probationary Port employees in the affected class :
are separated, then the least senior permanent Port In conducting a layoff, the Executive Director of his/her
employee shall be laid off. [Added-5/12/2011-CSB} designee shall create a seniority list of the Port employees
in the affected classes, compiled on a Port-wide basis, in
accordance with the method described in subsections (a)

I
co1 and (b) below.

DireetorExecutive Director of his/her designee shall If an affected class is a common class with the City, the
create a seniority list of the Port employees in the Executive Director or his/her designee shall forward to the
affected classes, compiled on a CityPort-wide basis, in | Personnel Director a seniority list for such class. If the
accordance with the method described in subsections | Port incumbent in the position to be eliminated is more

(a) and (b) below. fAmended SA22GH-CSB] senior than another incumbent in the same class at the
Port. then the least senior Port incumbent shall be moved
to a position in the same class in another City department,
provided that he/she has more seniority than the least
senior City incumbent in such other City departments, and

if 50, the least senior City incumbent citywide shall be laid

off. If not, the least senior Port incumbent shall be laid
off.

o) ORI, Ll e ieenan o
v v,

an 2

to-all emploves laced-by is 2 common | Conversely. in"'éh'e event of a City-initiated lavoffin a
class with the City. the E

xecutive Director or hig/her common class, if a City incumbent in a position to be

designee shall forward to the Personnel Director a eliminated is more senior than another incumbent in the
seniority list for such class. fAdded SA220H1-CSB} same class at the City. then the least senior City

incumbent shall be moved to a position in the same class
If the affected class has been deemed a City/Port at the Port department provided he/she has more seniority
common class, then once this process has been than an incumbent in the same clags at the Port. and if so.
exhausted within the City, if the least senior the least senior Port incumbent shall be laid off. If not, the
incumbent at the City has more seniority than an least senior City incumbent shall be laid off,

incumbent at the Port Department, that City
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Attachment # 1

Rule Section /
Title

Previous Port Proposed Amendments

City Attorney’s Proposed Amendments to

incumbent shall move to the Port Department and the
least senior incumbent at the Port Department shall be
laid off. Conversely, once this process has been
exhausted within the Port Department, if the least
senior incumbent at the Port Department has more
seniority than an incumbent at the City, that Port
Department incumbent shall move to the City and the
least senior incumbent at the City shall be laid off.

fAdded 5/12/2011-CSBY

An affected Port employee shall be notified in writing
by certified mail or by direct submission at least ten
(10) working days prior to the date of layoff, and the
notice shall contain the reason for the layoff or
movement to another position. Affected departments
shall be provided with copies of the notices sent to

laid off Port employees. fAsmended 5/42/2011-CSB]

Previous Port Proposed Amendments

An affected Port employee shall be notified in writing by
certified mail or by direct submission at least ten (10)
working days prior to the date of layoff, and the notice
shall contain the reason for the layoff or movement to
another position. Affected departments shall be provided
with copies of the notices sent to laid off Port employees.
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June 8, 2016 (Port)

ORT OF OAKLLAND
(Estabhshed by Port Ordinance No.

)
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13Rules and

Port Personnel Ma

Ploceduxes - DRAF

INTRODUCTION

emp{eyeesPursuant to the Cltv of Oakland Charter { “Charter”) Amcle VII Sectlon 700,
et. seq.. authorizes and establishes the Port Department and vests exclusive control and
management of the Port Department with the Board of Port Commissioners (“Board™).
As provided in Section 714, and subject to certain exceptions, all permanent places of
employment in and under the Board shall be included within the personnel system of the
City of Qakland (“City™) subject to the provisions of Article IX.

Consistent with Article IX, Section 900 (*Personnel Policy™) of the City-efQakland
Charter-(*“Charter’), there is in the City of Oakland a: comprehensive personnel system
based on merit: and pursuant to Charter Section 706 (21). the Board of Port
Commissioners employs and appoints officers,’ emplovees and agents of the Port
Department and prescribes and fixes their duties, authontv and compensation; therefore,
consistent with such authority, the operational functions'c escrlbed in these Personnel
Rules are hereby delegated by the City Administrator to the Executive Director of the
Port of Oakland (“Port™) to facilitate the efficient and econofnlcal performance of those
functions. Pursuant to the City Charter, the Municipal Code and the City of Oakland

Personnel Manual of the Civil Service Board, the City Administrator shall be responsibie
for the administration of the City’s comprehensive personnel system.

These Personnel Rule and Procedures (hereinafter “Rules™). as adopted byef the Board
N generally describe the employment
relationship between the Pottof Oakland acting by and through its Board of Port
Commissioners, and its clasmﬁ':'d emplovees The Qakland Mumcmal Code, Sectlon

Subject fo the approval of the C1v11 Service Board, the Board of Port Commissioners
is authorized to establish personnel rules and procedures to provide for the

administration of such rules for emplovees of the Port Department, Any such rules
and procedures shall be consistent with and subordinate to: {1) the City Charter, {2}

this chapter, and (3) rules adopted by the Civil S8ervice Board (Personnel Manual)
{collectively, “City Civil Service Rules”). In the event of any conflict between the
Port personnel rules and procedures and the Citv Civil Service Rules, the City Civil
[Service] Rules shall conirol.

These Personnel Rules and Procedures apply to all Port of Qakland (*“Port”) employees in
the competitive civil service, except where otherwise indicated in these Rules, or where
an applicable Memorandum of Understanding (“MOU?”) specifically conflicts with a
Rule, in which case the MOU provision shall govern. The competitive civil service
consists of all employees who are not in positions exempted by action of the Civil
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Service Board or exempted bﬁeet%eﬁpursuam o Article VII, Section 714 and/or Article

These Rules were estabhshed to conform with and be complementary to the City Charter.
In cases of conflict between a Rule and the City Charter, the Charter shall prevail.

No person shall be discriminated against in any aspect of employment, including but not
limited to, recruitment, examination, hiring, promotion andor discipline, on the basis of
race, color, religion/religious creed, marital status, national origin/ancestry, sex, gender,
gender identity, gender expression, pregnancy, sexual orientation, physical or mental
disability, medical condition, genetic information, AIDS/HIV status, military or veteran
status, age, citizenship or on any other status protected by federe’i]’ “state or local law.

The €ity’sPort’s labor relations policies are governed by the- Meyers Milias-Brown Act
(MMBA), Government Code section 3500 et seq. The City- 2dBy Ordinance No.
1688 (*An Ordinance Establishing Rules and Regulations for the Admlmstrat:on of Port
of Qakland Emplover-Employee Relatlons%eseluﬁeﬁsevh}eh—speekf}qhe&é}us—leea{”
“EERQO™), the Port adopted rules;-rights aﬂdebhua&ens—iegarét&g%abewe}a&eﬂ&—{}ﬁéer
the-City~s and regulations governing Employer-Employee Relations- Re—se}uﬁens—(EERRa
Under the Port’s EERO, and the MMBA, the GityPort recognizes certain employee
organizations as the exclusive representative of certain Port employees for purposes of
labor relations. For represented empléy'ees the GityPort meets and confers with
employee labor representatives regarding wages, hours and others terms and conditions
of employment— and p1 ov1des advance notlce of certain matters as specified by the

over-En 2 esolutiois: EERO. Whenever any amendments to these
Ru}es fall w1thm the scope of bargammg urider the MMBA EERREERO or other
applicable laws, they shall be subject to meet.and confer.
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RULE 1 - DEFINITIONS

Section 1.01 — Glossary of Terms.

The words and terms described in this section, to the extent that they are used in these
Rules and elsewhere in documents relating to Civil Service processes, unless the context
otherwise requires, shall have the following meanings:

(a) Absence — an absence occurs when there is an incumbent, and that individual
is expected to be off the job for a period of 120 days or less.

(b)  Actual Time in Class — paid service in a class plus unpald leaves of absence of
thirty (30) consecutive days or less. Unpaid leaves.of abserice of greater than
thn‘ty (30) consecutive days shall not be counted. ual time in class unless

purpose of Section

al time in class.

%déed—@é#l%/—%@—l—l—@SB}

(c) Allocation — the official determination of the class in which a po:
competitive civil service shall be deemed to exist and the assi gnment of such
position to the appropriate class in the competitive civil service.

(d) Applicant — a person who’*ha filed an application for examination,

(e) Appointing Authority — for positions.in the Port department, any Port official
or group of Port officials havlng autho':"" by legislation or Charter; or the
Bylaws of the Board of Port Commlssmne r having lawfully delegated
authority, to make appointments 1o or cause @ ¢

speetfiedthe Port department—%s&ma—e%—eﬁieeeﬁhe—@&y—gevme&t«

® Appointment — the designation of a* _:rson by due-autheritythe Appointing
Authority to become an employee i lIl a position, and her/his induction into

employment in such position.

(¢) - Board of Port Commissioners — A body composed of seven members
appointed by the City Council upon nomination by the Mayor that whiek-is
vested with the exclusive control and management of the Port Department
(Charter, Article VI, and-Section 701),

(h Civil Service Board — A body constituted and appointed as provided in Article
V1 of the Charter and responsible for the general supervision of the City’s
personnel system (Charter, Article IX, Section 901).

(i) Candidate - a person participating in a selection process.

6)(i)__ Certification — the Personnel-Bireetor’s transmittal_by the Port’s Executive
Director or his/her designee to a hiring department of names of available
candidates for employment from a list of eligibles in the manner prescribed in
these Rules.

3(k)_ Charter — the Charter of the City of Oakland.
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da() Class or Class of Positions — a position or group of positions for which a
common descriptive job title may be used, as defined by similar education,
experience, knowledge, duties, qualifications and compensation schedule.

(). Class Title ~ the designation given to a class, to each position allocated to
such class and to the incumbent occupying any such position. Its meaning is
set forth in the corresponding class specification.

te(n)_Classification Plan — an orderly arrangement of titles and descriptions of
separate and distinct classes in the competitive civil service.

t(0)_Clear and Convincing Evidence — proof that is so clear, explicit and
unequivocal as to leave no substantial doubt in a reasonable mind.

o). Compensation — the salary and wages earned by or paid to any employee in
remuneration for services in any position, but does not include allowances for
expenses authorized and incurred as incid'ent‘ to employment.

gy Compensation Plan — a series of schedules of salaries and wages established
for the several classes of positions i the classification plan, and the method of
administration; otherwise referred to as the Port of Cakland Budget and

Staffing Plan,
tep(r) Competitive Civil Service — all positions - “now ex1st1ng or hereafter created

under any-of the
Cits-Charter,Port Department and approved by the. Civil Service Board, but
not including those positions specifically exempted from the competitive civil
service by-seetionpursuant to Article VI, Section 714 and/or Article X,
Section 902 _of the: CharteI or otherwise exempted by the Civil Service Board.

&r)(s) Compet1t1Ve Exammatlon an examination, either assembled or unassembled,
in which one (1) or more candidates are in competition, either with each other
or against a standard established by the PersennelPort’s Director of Human
Resources as the minimum acceptable which candidates must possess in
order to competently perform the duties of a position.

£5)(t)__ Conclusion of Appointment — the involuntary separation of a non-permanent
and non-probationary employee for any reason authorized by these rules other
than discharge, removal or layoff.

(u) _Day —a day shall be a calendar day unless otherwise specified. A working day
shall be any day that the SiPort is regularly open for business.

fw){v) _Demotion — a change of an employee in the SisPort service from a position
of one (1) class to a position of another class for which a lower schedule of
pay is prescribed.

&3(w) Discharge — separation from employment as a disciplinary measure or for
failure to maintain requirements of minimum qualifications,

£aa(xy Domestic Partner — a person who has registered for a Certification of
Domestic Partnership and who is in a committed relationship with a CityPort
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employee, in which two (2) cohabiting, unrelated people over the age of 18,
share common responsibility for the necessities of life and have resided
together for at least six (6) months prior to registering for a Certificate of

Domestic Partnership.
&o(y)_Eligible — a person whose name is recorded on an eligible list or reinstatement
list.

&3(z) Eligible List — any of the lists of names of persons who have been found
p
qualified through suitable examination for employment in a specific class of
position in the competitive civil service arranged in rank order.

¢)(aa) Employee — a person legally occupying a position iﬁ} he éﬁyPort service in
accordance with applicable rules and procedures of the CityPott and shall

include efficers-as-providedthose Port positions refereﬂb?ed in er-designated

pursuantto-section-400-of the Charter-Article VII, Sections:706 and 714 and
in Article IX, Section 902(c).

{aa)(bb)  Examination — all the tests of fitness, taken together, that are app
determine the ehglblhty of applicants for positions of any class in the
competitive civil service.

1. Assembled Exannnatlon an examination in which applicants are
called together in one.(1).or more designated places to compete in
tests according to procedurcs established and controlled by the
PersennelPort’s D1rect0r unian Resourees.

ii.  Unassembled Exammatlon an exammatlon in which applicants are
subject only to general controls as to the manner in which required
material is submitted to the.examining staff for review and rating,
and usually not involving the calling of applicants together.

(cc '?ff Executwe Director: a classification that whieh-is exempt from the City’s
Personnel System ( Charter Article VII, Section 714) and thatwhiek is employed and
amaomted by the Roard-of Port Commissioners (Charter, Article VII, Section

706(2 11‘ 1o efficiently and economically carry out such Board’s functions.

bby { dd) Fmal Earned Rating — the final percentage attained by a candidate
in an examiﬁé;tion -as computed in accordance with section 4.10.

feel Lf:_e)_ :ayoff the separation of an employee from her/his position in a
class without fault on her/his part because of lack of work or funds. fAmended

SAZRCSBY

e (£ New Position — a position created through the authorized
addition of a position not previously existing.

fee) (gg) _ Part-time Employee — a person occupying a position GityPort
service under one (1) of the following conditions:
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| i Classified — employee working in a classified position on a
permanent basis, working less than the normal hours of the normal work
’ week for thatthe Port department.

He i Exempt —~ employee working in an exempt position on a
part-time basis.

f iz (hh) _Permanent Employee — an employee who has satisfactorily completed a
probation period and whose regular appointment has been approved by the appointing
authority.

#w (1) Position —an individual employment in a particularfclass

¥ i Limited Duration - a position created for a specific purpose
or due to an urgent need of limited duratlon.

¥is i Exempt - a position not included in the Cdﬁ;petitive civil
service by reason of the Charter or exemption by the Civil Service Board.

.....

leqmred or Whlch is intended to require, the services of an
incumbent without mterruptlon for a period of more than 120
calendar days. o

wiH:IY, Temporary a posmon in the competmve civil service which has
required, or is intended to réquire; the services of an incumbent for a
period not to exceed 120 calendar days except as otherwise
prov1ded 1‘_"‘" these Rules.”

[ = (i) Promotlon ~the change of an employee in the competitive civil
service from a position of one (1) class to a position of another class, for which a
higher maximum base rate of pay is provided in the compensation plan and which
involves increased or more ¢omplex duties.

| % (kk) Promotional List—a list of names of persons arranged in order of
ratings/scores, as provided by these Rules, who have been found qualified for
promotion to a higher position or positions,

| xk: (1) Reassignment — The voluntary or involuntary assignment of any
employee from one position to another position in the same or similar class under the
jurisdiction of a single appointing authority.

| x#- (mm) Reassignment to Accommodate a Disability — reasonable accommodation
of an employee with a disability through assignment to a vacant, funded position
pursuant to section 5.10 of these Rules.

| o2t (nn) _ Reclassification — the reassignment or change in allocation of an
individual position on the basis of significant changes in the kind or difficulty of
duties and responsibilities of such position.

Xivs (00)  Redesignation — the designation of the incumbent in a position
without affecting her/his status in the position in the event of a title change.
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% (pp) _ Re-employment — the re-employment of a permanent employee who has
resigned in good standing to a position in the same or similar class from which he/she
resigned, within an allowable time period as provided by section 5.11 of these Rules.

sv——(qq) _ Reinstatement — the process of returning a person to her/his class
from a reinstatement list after that person was laid off from her/his class. {Added

SHZR20H-CSBY

(1r) Reinstatement List — an eligible list of names of persons, atranged
in the order as provided by Rule 9, who have been laid off from a position in the
competitive civil service, and who are entitled to have their names certified to
appointing authorities under the provisions of Rule 9. fAmended 5H42/201-CSB1

i (s8) Release — separation due to failure to complete probation.

i3 () Resignation — the vglﬁﬁtafgf“-'separation of an employee
from employment. .
3% (uu)  Restricted Examination —an examln ation hr_mted to specific full-time or

part-time €ityPort employees who meet the mini um-qualifications of the class to be
examined.

¥t (vv) _ Selection Process — the process of evaluating applicants for the
competitive civil service. The selection process includes recruitment, application,

screening, examination, certification, interview, appomtment and the probationary
process. '

it (Ww).: Separano'\ — the cessation of a person’s employment from CityPort
service, including but not hmlted to resignation, medical separation, retirement,
conclusion of appomtment, *feme&l&ireiease_x and discharge.

NXith xx) _ Seri :f a group in the classification plan, being a
collection of classes in oné: occupatlonal group having similar duties but usually at
different pay schedules.

X (vy)  Shall and Mav “shall” is mandatory and “may” is permissive.

XXV (zz) _ Suspension — the temporary separation of an employee from
her/his position with loss of pay and as a disciplinary measure. [Amended-5422011
CaBY

36V {aaa) Temporary Vacancy —a vacancy where there is an incumbent, but
that individual is expected to be off for more than 120 days.

¥V {bbb) Test — one part of an examination.

v -(cce) Transfer — the transfer of a classified employee from a position
under the jurisdiction of one appointing authority to a position under another
appointing authority. Transfers are with the consent of the employee and the approval
of the PersennelPort’s Director of Human Resources and the consent of the
appointing authorities concerned, provided the positions are in the same or similar
class.
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AR (ddd) Weight - the numerical value given to each part of an examination
designating the relative worth and used in computing a final score or rating.

K (eee) Y-rated Salary — when an employee is reallocated to a
classification with a lower base rate of pay, the salary of an employee is fixed at the
rate the employee was earning at the time of the reallocation until the salary rate for
the position to which the employee is reallocated reaches or exceeds the level of
salary that the employee is receiving,
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RULE 2 - ORGANIZATION, RULES AND PROCEDURES
Section 2.01 — Duties of City-Administrator and-Personnel-the Port’s Executive Director.

The Gity-Administrater-Port’s Executive Director shall be responsible for the
management of Port administration-of the Port’s-personnel systes-in accordance with
Charter sections 706(21) and -901-, Qakland Municipal Code Section 2.08.050, these
rules and applicable Port Ordinances, the Bylaws of the Board of Port Commissioners,
Resolutions and Administrative policies. The City-Administratorshall-appeinta
PersennelPort’s Executive Director-whe shall have the following duties;subjeet and, at
his/her discretion, may delegate them to the directionPort’s Dlrector of the-Llity
AdministratorHuman Resources:

(a) Direct the efficient operation of
personnel;

(b) Prepare and maintain the Port Personnel MaﬁaalRules and Proc_ ures, with
proposed modifications thereto subject to the approval of the CIVIT: erv1ce Board;

(¢) Prepare, maintain and, subject to_Civil Service Board approval, amef;;_d the
position classification plan, including detailed classification descriptions;

(d) Administer the selection process for positions inat the ecmpetitive-eivil
servieePort of Qakland and maintain eligible lists of qualified candidates;

rd-Duties of the Civil Service Board. The functions and
as follows:

Section 2.02 — - i)
duties of the Civil Serv1ce Boa_,

(a) Enforce, through gener 4l.supervisio of the personnel system, the provisions of
these rules;

(b) Review and approve amendments to the Personnel MantalRules and Procedures
of the Port proposed by the City Administrator, Executive Director or the Board
of Port Commissioners, except those that arc administrative in nature, subject to
and in accordance with OMC 2.08;

(¢} Study, investigate and research into such arcas and matters as the City
Administrator, or the Council through the City Administrator, et the Board of Port
Commissioners, or the Executive Director through the Board of Port
Commissioners, may request, or as it may deem advisable;

(d) Make reports and recommendations in writing thercon and formulate policy
recommendations or recommended changes to the Personnel MapuaiRules and
Procedures of the Port for the better realization of the objectives of the persomnel
system as set forth in the Charter,

(e) Approve exemption of positions from the competitive civil service;
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(f) Perform the appellate duties and functions set forth in these Rules;

] (g) The Civil Service Board, or its designated representative, may, upon its own
initiative, make such inquiries and investigations as it may deem to be warranted
regarding the administration and effect of the provisions of the City Charter as
related to matters of personnel management, and of the rules adopted in
accordance therewith, and make such recommendations therewith, and make such
recommendations to the appropriate authorities as in its judgment may be
warranted; and

(h) Perform such other duties and functions as the City Administrator or Executive
Director may from time to time request.

serve-without compensetion- Membersshall be—appemted—fer—a—temi—ef -four{4)-years;
&a}étenns—%e—eemmene&up@ﬁ—th@—date—etlappem{mem—ﬁm—appefmment—t&ﬁ}l—a—vaeaﬂey

%ﬂl—%&HNh@ﬁ@V&l—a—lﬁﬁﬁbﬁFdies—F&ﬁgﬁS ems—feﬁ}eved—er—whene#ei—an -appeintee
ﬁ-ﬁls t&b%@ﬁﬁﬂﬂed—bfthe Geuﬁ&ﬂ—%memb&f—ﬁaﬂy b&femeved p&fsuant—te—seet{@&é@-}

j uch-mes Hg&ﬂh@mﬁﬁated i‘%gﬂlal me%&gs—-Me—eﬂngs
ea}led—by{he—M-ayef—ef—G}tyAdimms&a%ei—&ﬁd mee%iﬁgs—seheduie-é—ferm&mﬂe—er plﬂee

Aém&mshatm%h&Bemd—e@Pe&@emmm&ene&s—aﬁd—the pless—at—least forty-eight-(48)
hours-before-the-meeting-is-scheduled-to-conveneOMC2.08:030]

S@Sﬁ@ﬁ—p&ﬁ-&iﬁ:&t—t@—ﬂ&e-B{-BWﬁ-%Eaﬂd the-Gity sSunshine-Urdinanee-and lawdul notice
ofclosed-sesston-shall-be-siven:

& preeteardHroc s—1heSection 2.03 — Civil Service Board
P1ocedures The C1V11 Serv1ce Boald shaH in consultation with the City Administrator
and with the approval of the Council, establish procedures for the conduct of its meetings
’ and hearings. Assuming at least a quorum of the Board is present, a majority vote of

those members present is required for the adoption of any procedural or appellate motion.
| A quorum shall consist of four (4) members of the Board. The Civil Service Board shall

10
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make its repotts, findings and recommendations in writing unless otherwise requested.
All reports, findings and recommendations shall be submitted to the City Administrator.
The City Administrator shall forward such reports, findings and recommendations to the
Council, the Executive Director, or the Board of Port Commissioners, as appropriate.
OME2.08-6307

Section 2.6704 — General Appeal Procedure. Except as provided elsewhere in these

Rules, appeals shall be filed with the Secretary to the Civil Service Board. The appeal
shall be scheduled for the next regularly scheduled meeting of the Civil Service Board
and may be continued by the Civil Service Board. At the meeting, the appointing

Seetion2-098ection 2.05 — Staffing for Civil Service Board. The City Administrator
shall provide the Civil Service Board with. :assmtance from _City employees under het/his
Jurisdiction.

Section 21006 — Port Department. The Board of Port Commissioners is hereby
authorized to establish personnel rules and procedures consistent with Ordinanee-8979
andOaldand Munieipal- Code Section2.08.058 and the Charter and Oakland Municipal
Code Section 2.08.050 and to provide for the admlnlstr atlon of such rules for employees

11
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RULE 3 - CLASSIFICATION OF POSITIONS

Section 3.01 — Competitive Civil Service. All positions in the CitsPort shall be in the
competitive civil service except those positions designated in seetionArticle VII, Section
714 and Article IX, Section 902 of the City Charter or otherwise exempted by the Civil
Service Board. All positions in the competitive civil service shall be under the
jutisdiction of the Civil Service Board. No appointment to positions within the
competitive civil service shall be made except in accordance with thesethe Port
Personnel Rules and Procedures.

Section 3.02 - Definition of Classification Plan.

(a) Classification of Positions: All positions in the compethe civil service shall be
grouped into classes, and each class shall include those positions sufficiently
similar in respect to their duties, functions, and responszbilities so that similar
positions may be assigned similar titles and embraced within the. same class
specifications, so that similar requlrements as to training, experience, knowledge,
skill, and ability, and same rates of pay are applicable..The purpose of such
classification is to provide uniform standards; uniform pay scales and an orderly
means of regulating the status of incumbents, The classification plan fixes titles of
positions to their proper classes so that all positions with the same titles may be in
the same class. The classification plan shall identify _]ob senes and feeder classes,

where apphcable

Port Department, mcludmg class specifications, shaH be prepared, maintained
and, subject: to Civil Service Board approval, amended by the PersonnelPort’s
Executive D1rect01 or hls/her designee.

(c) Purpose and Effect of Class SDGCIﬁcations Each class specification describes the
main characteristics and quahﬁcatlon requirements of positions in the class and
gives examples of spec1ﬁc duties which employees holding such positions may
properly be required to perform. Class specifications provide a basis for
determining the relationship among classes, including the series to which a
classification belongs, where applicable. The class specification is descriptive and
explanatory, but not restrictive. The listing of particular examples of duties does
not preclude the assignment of other tasks of related kind or character or skills.

(d) Performance of Higher [evel Duties: When an employee is assigned to perform
duties of a higher class for training purposes, the PersonnelPert’s Executive
Director_or his/her designee must be informed and such training is subject to
her/his approval as to the individual working out of classification. The basis for
approval shall be that benefit accrues to both the employee and the SiyPort as a
result of this training. Such training shall not be of more than six (6) months’
duration.

(e) Application of Specifications to Positions: In determining the class to which a
position should be allocated, the specification of each class shall be considered in

12
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its entirety and in relation to the specification of other classes in the classification
plan; and the position shall be related to other positions of its kind in the CityPort
service.

(f) Statement of Minimum Qualifications: The statement of qualifications in a class
specification is intended to be used in determining the admissibility of applicants
to compefitive examinations, and as an aid in the preparation of such
examinations. The minimum qualifications may also be used in determining the
relationship between positions in one class and positions in other classes. The
PersonnelPort’s Executive Director_or his/her_designee, after consultation with
the appointing autheritiesauthority, shall determine desired combinations of
training and experience as minimum qualifications for the respective classes and,
subject to Civil Service Board approval, these minimum qualifications shall
become part of the class specification.

Section 3.03 - Title of Positions. The class title of g position shall be used to designate
such position in all budgets, payrolls, the Port’s: Siaffing Plan, and other official records
in connection with all personnel transactions: No'et shall be appointed, employed
or paid under any title or position other than that to Whl Uhe/she was appointed, except
in cases of acting pay.

Section 3.04 - Administration and Maintenance of the Clasmﬁbation Plan.

(a) Responsibilities of the Personnel Director and the Civil Service Board: The Civil
Service Board shall oversee and the Personnel Director_shall administer and
maintain the cIaSSIﬁcatmn plan.

{(b) Creation of New Cla351ﬁcat1ons New classifications in the competitive Civil
Service shall be bject to meet and confer fo the extent reqmred by law and shall
become effective upon ppmval by the Civil Service Board: as is consistent with
City Charter Sectlon 7 6( 21) and Oakland Municipal Code Section 2.08.050-and
City-Charter (213 and ratification by the Board of Port

- Commissioners. In recomm.‘.. dihg the establishment of a new classification, the
PersennelExecutive Director or his/her designee shall submit to the Civil Service
Board a class title and spemﬁcatzon for such classification. The date of the Civil
Service Board’s and the Board of Port Commissioners” action shall be included
on new class specifications.

(c) Amendments to Class Specifications: Amendments to existing class specifications
that fall within the mandatory scope of bargaining shall be subject to meet and
confer. In the event that the affected union agrees with the proposed amendments,
the amended class specification shall be effective upon approval efby the
PersonnelExecutive Director or his/her designee, subject to the following: first
ratification subjecttoand placed ratification-on a consent calendar at the next
regularly scheduled meetings of the BeardCivil Service Board; second, adoption
on a consent calendar at the next regularly scheduled meeting of -and-the Board of
Port Comniissioners.

13
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In the event that the CityPort and affected union do not come to agreement on the
proposed amendments, the amendments shall be calendared for approval at the
next regularly scheduled meeting of the Civil Service Board. The union and the
Executive Director or his/her designee shall have the opportunity to be heard by
the Civil Service Board at such meeting before the proposed amendment is

effectivediwill-also-be-subiectte It will also be subject to adoption and
retificationadopted-by the Board of Port Commissioners,

The date of the Civil Service Board’s and the Board of Port Commissioners’
action shall be included on amended class specifications.

(d) Classification Studies: The Pest’s Executive Director or:his/her designce and/or
the Personnel Director may initiate and conduct classification studies of any Port
positions in the competitive civil service when he/she déems such study
necessary, and shall recommend a change in claSSIﬁcatlon Where the facts warrant
such action.

Am-appeinting-authesity-mey-submitto-the Personnel Director- reqaests—fe
classification-studies-efpositions-within-her/hisjurisdietion: o

An employee who contends that he/she is working outside of her/hjé classification
or who contends that her/his position has been improperly classified may submit
to the PersennelPort’s-Executive Director or his/her designee a request for a
classification study. The PersennelPost's Executive Director or his/her designee
shall rev1ew such requestsrequest and take further action as he/she deems

3. 04(e) of these Rules.

(e) Appeal to Civil Service Board regarding Changes in Classification: In the event
the Persennel Port’s-Executive Director:or his/her designee has made a decision
regarding a change to an employee’s classification or regarding an employee’s
request. for review of her/his classification, and the affected employee does not

_agree with this decision, the employee or affected union shall have an opportunity

+ 10 be heard by the Civil Service Board before the Rersennel Executive Director’s
deCISlon becomes effective. The employee shall file an appeal with the Secretary
to the Civil Service: Board within fifteen (15) working days of notice of the
Rergemnel Exec,llt;ye Director’s decision. A letter sent to the affected employee’s
address of tecord via regular and certified mail, or hand delivered to the affected
employee, Shall constitute notification. At the hearing, the appointing authority,
employee and/or affected union shall have an opportunity to present their
positions, either orally or in writing. The PersennelExecutive Director or her/his
designee shall also have an opportunity to be heard by the Civil Service Board.
The Civil Service Board shall issue a final and binding decision regarding the
classification issue in dispute.

() Quarterly Updates: For both employee and employer initiated classification
studies, the Pe—rsem%eﬁieﬁls—Executive Director or his/her designee shall provide

and the affected employee. For any cla331ﬁcat10n studies pending for more re than
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one (1) year, the update shall be accompanied by an explanation for the delay. An
employee may request an update on her/his employee request for classification
study at any time.

Section 3.05 — Treatment of Incumbents as a Result of Reclassification of Positions. In
the event of a classification study, incumbents may be upgraded, downgraded or
unchanged. Should an incumbent be upgraded or downgraded, the following shall occur:

(a) Upgrading of Position: When a position is reclassified to a class of higher grade,
the incumbent may be assigned to the class of higher grade without examination
providing he/she has performed the duties of the class for one year prior to the
inception of the classification study. The-departmentheadThe Exccutive Director
or his/her designee must attest to the fact that the employee has performed these
duties for a period of one year. No classification study shall be performed if the
incumbent has served less than one year in the position.

When a class study is initiated by an employee, an-appeinting-authoritythe Ports
Executive Director or his/her designee or the City’s Personnel Director_ and leads
to placement in a higher grade classification, for purpbses of determining
seniority, the effective date of reclassification sha be the date on which the
completed Position Description Questionnaire form is received by Persennelthe
Port’s Human Resources Department.

When a class study involving multiple positions is init ated by an-appointing
authoritythe Pert’s-Executive Director or his’her designee or the Personnel
Director_and leads to placement in a higher grade classification for any
incumbent, for purposes of determining seniority, the effective date of
reclas&ﬁcatmn shall be the date on which the earliest completed Position
Description Questionna orm 1s recewed by Bersennelthe Port’s Human
Resources Denartment =

(b) Downgrading of Posmon When a posrcmn is 1eclassﬁied to a class of lower
grade the incumbent may b
in salary at the time of the downgradmg The salary shall be “Y-rated” until such
time as it becomes equivalent to the salary paid the classification. The employee
shall be placed on the laid-off list of her/his former class and shall have priority
re-employment rights to the classification from which he/she was downgraded for
a period of two (2) years from the date of the Civil Service Board’s action
changing the classification.

(¢) Redesignation: When a position is retitled to a class of the same grade, the
incumbent shall be redesignated to the new classification without loss in status.

(d) Notification: When a position is reclassified to a class of a lower or higher grade,
the incumbent, her/his appointing authority, and the affected union (when
applicable), shall be notified in writing at least two (2} calendar weeks in advance
of the reallocation. A letter sent to the affected employee’s address of record via
regular and certified mail, or hand delivered to the affected employee, shall
constitute notification.
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Section 3.06 — Conditions for Accepting an Exempt Classification into the Competitive
Civil Service. In the event that classifications; which were previously exempted from the
competitive civil service; are to be included in the competitive civil service, the following
procedure shall be followed:

(a) The PersonnetPort’s-Executive Director or his/her designee shall review the
classification to determine that its organizational structure, job design, and
compensation meet the standards established for other City classifications at the
Port consistent with the City’s Personnel System . If these standards are met, the
classification shall be placed in the competitive civil service in the same manner
as any new classification,

(b) In the event a position in such a classification has an incumbent, and the
incumbent meets the minimum requirements for the classification, has lawfully
served for at least one year in the position performing the same or similar duties,
and has standard or above performance ratings, the PersonnelPort’s-Executive
Director or his/her designee shall grant the incumbent permanent status in the
competitive civil service— and shall notify the incumbent of such decision.

(c) Should a position be occupied by an incumbent whose service is less than one
year and/or does not possess the minimum qualifications, such employee shall be
declared a provisional employee and may continueé in that status for a period not
to exceed 120 days from date of such declaration. The position shall then be
treated as being vacant and open to competitive examination. Upon appointment
of a candidate from an eligible list, the classification shall be deemed classified.
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RULE 4 - APPLICATIONS, RECRUITMENT, EXAMINATIONS, SELECTION,
AND ELIGIBLE LISTS

Section 4.01 — Recruitment. The GitPort shall utilize the broadest feasible recruitment
methods for attracting QOakland residents and other qualified and diverse applicants.
Recruitments may be open, promotional or may be restricted to GityPort employees,
depending on the City2sPort’s needs. The CityPort will give reasonable notice to all of its
employees concerning the City2sPort’s employment opportunities. Announcements of
recruitments for positions shall be posted on the Port’s website and on the City’s
Personnel website weekly and supplied to all department heads; who. Shall post and/or
distribute such notices,.

Section 4.02 — Applicants for Selection Process. All applicants for positions in the
competitive civil service will be required to participate in a:competitive selection process,
which shall be based on merit and fitness as ascertained by practical com
examination and by records of achievement. The GityPort will make Ci
application forms available to all prospective applicants. In compliance wi
LaborGeverament Code Section 432.9(a), and unless mandated by law, such application
shall not ask an applicant for employment to disclose, orally or in writing, information
concerning the conviction history of the applicant until the Port has determined that the
applicant meets the minimum qualifications‘as stated in the notice issued for the position.
Once submitted to the CityPort, apphcanon h'alfnot”be returned. Applicants must
Submrt apphoatrons on or before the filing: deadlme stated in the job announcement An

Port

materials may be grounds for immediate drsq ahﬁcatron in the application process, and
may result in dismissal from employment.

Section 4.03 — Names of Applicants Withheld. Names of applicants shall not be made
public prior: fo! exai fination, except by permission of the PersennelPorts-Executive
Drrectorf ot his/her de gi;rnee

4 — Baekgroundr-Cheeks As part of the selection process, applicants shall,
upon request ‘be required to supply references, and may be required to submit to a
thorough background check by the CityPort. Applicants may be required to submit to
testing for illegal drug use, “where permitted by law.

Section 4.05 — Eligibi 1t'y‘ to Compete In Competitive Examination Process. Except as

provided in section 4.06, the competitive examination process shall be open to all
applicants who meet the minimum qualifications; and any standards or requirements of
state or federal law.

Section 4.06 — Basis for Rejection of Applications. The PersonnelPort’s-Eixecutive
Director or his/her designee may refuse to examine and/or certify an applicant who is
found to lack any of the requirements established for the position for which application is
made, for any violation of these Rules, or for the following reasons:

(a) ApplicantsApplicant is not currently employed by €ty the Port:
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i, The applicant’s past employment record is of such a nature that would
indicate unsuitability for public employment including incompetence,
misconduct, or unsatisfactory service;

(b) All applicants:

i. The applicant has practiced, or attempted to practice, any deception or
fraud in her/his application, or in demonstrating her/his eligibility or in
securing her/his appointment.

ii. The applicant has been convicted of an offense which excludes the
applicant from eligibility for the position based on applicable law or which
in the judgment of the PessonnelPort’s-Executive Director; or his/her
designee renders the applicant unsuitable for the position. The-Personnel
Director_shall take into consideration the following:

(1) Whether or not the conwctlon is job related to the position the
applicant is seeking,

(2) The nature of the job he/she is applymg for and the seriousness
of the crime committed. :

(3) The time elapsed since convi(ition and the applicant’s
demonstrated behavior pattern durmg that time.

iii. The applicant has made a false statement or has omitted material facts on
the application.

iv. The apphc'a;nt 1s-a current user of illegal drugs as defined by state law.

If the applicant’s name is pIaced on the eligible list before the PersonnelPort’s Exccutive
Director or his/her desmﬂee becomes aware of any false statements made on the
application, the applicant’s name shall be stricken from the eligible list. If, after the
applicant has been appomted toa position;.such false statement is discovered, it shall be
considered cause for discharge::

Section 4.07 — Announcement of Selection Process to Fill Vacancy. Notice of a selection
process for employment shall be given at least ten (10) working days in advance of the
last date for filing applications. The announcement of the selection process shall list the
minimum education, experience, and license requirements for application, and any other
information as is necessary to adequately inform prospective applicants about the
selection process. The minimum rating and/or score for which eligibility for the position
may be achieved will be established by the PersennelPort’s-Executive Director or his/her
designee-, in keeping with the provisions of section 4.10 of these Rules.

Section 4.08 — Type and Scope of Competitive Examination. Examinations may be
assembled or unassembled, in part or in their entirety.

All examinations shall be designed for the purpose of determining the qualifications of
applicants for positions, and shall be practical and shall fairly test the fitness of the
persons examined, and shall take into consideration elements or requirements of
education, experience, knowledge and skill, aptitude, character, personality, physical
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fitness and any other element or requirements pertinent to the job and the specifications,
l as determined by the PersennelPort’s-Executive Directors_or his/her designee.

Section 4.09 — Administration of Examinations. Each examination shall be conducted by

| the Persennel Port’s Fixecutive Director or by-his/herthis designee. Due diligence shall be
used to ensure fairness, prevent collusion and/or fraud in the examination process, and to
comply with these Rules.

Dates for any examinations may be postponed or canceled by the PersonnelPort’s
Executive Director: or his/her designee . The Personnel-Port’s-Executive Director or
his/her designee may order a new recruitment and examination process in the event that
the examination generates an insufficient number of eligible candidates to certify the
number of candidates specified under the certification rule..

¢

Sectlon 4. 10 Ratlngs of Results of Examinations. The PeFSGYH}eIrPGPE—S—EXGCUtLVG

and/or scoring the results of examinations and i termmlng the relative standings of the

candidates.

Candidates shall be required to attain a score of not han 70% on each part of the
examination. In all examinations the 70% used, representing the minimum passing score,
need not be the arithmetic 70% of the total possible score, but.may be an adjusted score
based on a consideration of the dlfﬂcuity of the test, the quality of the competition, and
the needs of the competitive civil service. Any such adjusted score shall be established
before the identification of the candidates® examination papers.

The final earned rating: re of each person competing in any examination shall
be determined by the weighted av;erage of the earned ratings and/or scores on all parts of
the examination, accordmg to the; veights for each part established by the

| Persemel?eﬁ%s—_ExeoutN n:ector or hzs/her designee ; the weights of each portlon of

WOTE Hthe Pel ments—The applicants must submit
satlsfactory wrltten proof of remdency as determlned by the Persennel-Port’s-Executive

Director or his/her designee .

Section 4.12 — Veterans® Preference in Examinations. A qualifying veteran who competes
in an examination for a position in the competitive civil service shall be given an
additional five (5) points on her/his final examination score, provided that he/she initially
scores a passing grade on the examination, For the purposes of this Rule, a “veteran”
means any person who has served full time for 181 days or more in the armed forces in
time of war; or in time of peace in a campaign or expedition or service in which a medal
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has been authorized by the government of the United States, who has been discharged or
released under conditions other than dishonorable, but does not include any person who
served only in auxiliary or reserve components of the armed forces.

Section 4.13 — Disabled Veterans® Preference in Examinations. “Disabled Veteran”
means a veteran who was disabled as a result of such service. Proof of such disability
shall be deemed conclusive if it is of record in the United States Veterans Administration.
Such veterans who become eligible for certification from eligible lists by attaining the
passing mark established for the examination shall be allowed additional credits
amounting to 7.5 points on open examinations. Dates of mlhtary selwce shall be defined
as those established in section 4.12 of these Rules.

Sectlon 4,14 — Veterans’ Preference Entztlement Exhausted Upon Acqumn,q Permanent

exhausted upon one (1) permanent appointment from an el1g1ble list and the completion
of the required probationary period. The application of any other vete1ans credlts on any
other examination shall be automatically cancelled.

Section 4.15 — Seniority Credit for Permanent Employees. Seniority credit shall be given
on the final examination score for permanent employees who compete in examinations so
long as the employee’s overall rating i$'at-least “fully effective” or equivalent in the most
recent performance appraisal leading up to'the date of the examination. In addition, an
employee shall have maintained a record clear of: -any disciplinary action (excludmg
reprimands) for a period of one year prior to the date of examination. To receive this
credit, employees must be in permanent status_ at the time of application and examination,
on an approved leave of absence, or on a reinstatement list. Credit shall be calculated as
of the date of the job announcement as follows

(a) An employee who has completed ten (10) or more full years of Poit and/or City
service and who successfully competes in an examination shall receive up to an
add1t10nal five &) pomts added to her/his final examination score,

(b) An. employee wh ) has completed fewer than ten (10) years of Port and/or City
service shall receive an additional number of points, less than the five (5) points
cited in sub-section (a) above and prorated in accordance with her/his number of
completed years of Port and/or City service, added to her/his final score.

Current SityPort employees who qualify for an examination shall be permitted to take
such examination during working hours, if the examination is scheduled during working
hours and the employee provides three (3) working days notice to her/his immediate
supervisor, If the announcement of examination does not permit three (3) working days
notice, the employee shall notice her/his supervisor within 24 hours of being notified of
the examination.

Section 4.16 — Eligibility for Promotional Fxamination, At the discretion of the
PersennelPert’s-Executive Director or his/her designees , promotional examinations may
be administered to candidates who meet the minimum qualifications or occupy
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appropriate classifications designated by the classification plan. Only employees who are
eligible to receive credit pursuant to 4.15 may compete in a promotional examination.

Section 4.17 — Eligibility for Restricted Examination. The PersonnelPeort’s-Executive
Director or his/her designee may order an examination limited to specific full-time and
part time City-employeesPort employees who meet the minimum qualifications of the
class to be examined.

Section 4.18 — Notice and Review of Results of Examinations. All persons competing in
any examination shall be given notice of their final score/rating and rank, or their failure
to attain a place upon the eligible list.

A candidate who is a cutrent Port or City emploveewhe-is-a-eurrent City-empleyee may,

upon request, inspect her/his own examination papers and the grading the1 cof during the

established the eligible list. Can
%e—lﬂspeet—the}ke%amma&eﬂ—papefs.
Section 4.19 — Appeal of Examination Results. Ap

examination or any of its parts to the Civil Service Boai
only upon a clear and convincing showing that:

may.appeal the results of an
uch appeal may be sustained

{(8) A mechanical and/or electronic error or error not involving judgment or
discretion was made in grading, scoring, or computing; or

(b) An examination rating and/or score was the result of fraud or bias on the part of
an examiner or'rat‘

) days after the establishment of the eligible list resultlng
from the examination. The Per ’s Executive Director or his/her
designee’-s decision on the appea ‘may be appealed to the Civil Service Board within
thirty (30) days. In the event the Péfséﬂﬁel—PGMExecutwe Director or his/her designee
does not act upon the appeal within thirty (30) days, the appellant shall have an additional
thirty (30) days to appeal the matter directly to the Civil Service Board. The decision of
the Civil Service Board shall be final. No person previously appointed shall be displaced
as a result of any correction ordered by the PersennelPert’s Executive Director or his/her
designee or the Civil Service Board.

designee -no later than thirty

Section 4.20 — The Establishment of Eligible Lists. The PersonnelPort’s-Executive
Director_or his/her designee shall provide for an eligible list, from which vacancies shall
be filled, for a period of probation before employment is permanent, and for promotion
on the basis of merit, experience and record. {Char—See-900)

Each eligible list shall consist of the names of all persons who have shown by
examination that they possess the qualifications which entitle them to be considered for
appointment or promotion to any position in the class for which such list is established.
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Eligible lists shall be made public after the list has been established by the Personnel
Port’s-Executive Director or his/her designee .

From the reports of the scoring and/or rating of the examination process, the
PersonnelPert’s-Executive Director or his/her designee shall prepare or cause to be
prepared an eligible list showing the names of candidates who have obtained ratings
and/or scores equal to or greater than the minimum required in each stage of the
examination process, whose final earned rating is 70 or more, and who have been
accepted as meeting all other requirements for eligibility, arranged in order of their
relative ratings or scores. The Personnel-Port’s-Executive Director or his/her designee
may determine the total number of persons who shall constitute the list of eligibles.

Eligible lists shall become effective upon approval by the PersonnelRort’s Fxecutive
Director or his/her designee . There shall be two (2) kinds of cligible lists resulting from
examinations: (1) Open eligible lists, which result from open examinations and which
shall expire one year from that date of approval; and- (2) restrieted+ or promotional lists,
which result from closed restricted or promotional examinations and which shall expire
two (2) years from that date. The PersonnelPort’s Executive Director or his/her desionee
shall have the authority to extend the duration of an ellg1ble list or to cancel such list
prior to expiration. However, no list shall be extended for a period exceeding four @
years from date of initial approval When there is more ‘than one eligible list for a
particular class, the two (2) lists may be combined and the 1 names of eligibles may be
entered on the combined list at the discretion of the Persennel-Posi’s Fxecutive Director
or his/her designee . A name occurring on a combined list shall be removed on the date
on which the original list would expire. In the event that there are insufficient names to
certify to the appointing authority or no eligible list exists, the Personnel-Bert’s Fxecutive
Director or his/her designee may designate alternative listsinelading, to include a
transfer or eligible list for comparable classes.

Section 4.21. Declined Offer of Appointment. An eligible who is notified that he/she is
being offered an appomtment is required to respond to the Appeinting
Aa%heﬂtyExecutlve Director or his/her designee within five (5) working days of the date
of notification. The Appem%mg-ﬁfutheﬂty}ixecutlve Director may extend the time
response period. An ehglble ‘who has failed to respond within the time limits shall be
considered to have dechned the offer of appointment.

After being offered ‘an appomtment an eligible may decline appointment without losing
her/his eligibility fot fiture appointment by providing in writing reasonable grounds for
declining an offer within the time periods set forth above.

Section 4.22 — Removal of Names from Eligible Lists. Names of eligibles will be
removed from any eligible list for any causes as set forth in section 4.06, and may be
removed for any of the following:

(a) The eligible has been appointed through certification from any such list to fill a
vacancy in any department, except as provided by section 5.06;
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(b) The cligible has declined a formal offer of appointment and has failed to respond
to the appointing-sutherityExecutive Director or his/her designee in accordance
with section 4.21 of these Rules;

(c) The eligible has waived a hiring interview three (3) times for a permanent
position in any given class;

{d) The eligible has failed to respond to her/his communication regarding availability
for employment; or

(e) The eligible does not possess or has failed to maintain the uahﬁcatlons required
by law and the terms of the position announcement.

Section 4,23 — Restoration of Names to Eligible Lists. Names'removed from any eligible
lists may be restored to the list, for just cause, upon a req;_lést made’i  writing to the
Persennel Port’s Executive Director- or his/her designee . The decision of the Persennel
Bireetor s Port’s-Executive Director or his/her desmnee—dee}s*eﬁ may 1

Civil Service Board.
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RULE § - CERTIFICATION AND APPOINTMENT

Section 5.01 — Power of Appointment and Types of Appointments. All appointments to
Port positions in the competitive civil service shall be made by the respeetive-appointing
autheritiesExecutive Director or his/her designee under and in conformity with the
provisions of the City Charter and these Rules and the Bylaws of the Board of Port
Commissioners, by appointment from an eligible list, reinstatement, re- employment,
transfer, reassignment, or temporary appointment (see guidelines in appendix A).

There are three (3) types of vacancies in the CityPort service to be filled by
appomtments permanent vacancies, temporary vacancies, and absences. Permanent
vacancies shall be filled by: appointment from an eligible list, reinstatement, re-
employment, transfer or reassignment. Temporary appointments shall be made in
accordance with section 5,06 of these Rules.

Except as specifically provided in these Rules or in’ apphcable MOUS, temporary
appointments shall be at will and shall not attain: permanent status.

Section 5.02 — Procedure for Certification to F 111 Vaca:n(:les in the Competitive Civil
Service. Whenever a vacancy is to be filled other than by transfer, reassignment
(including reassignment to accommodate a disability), demotlon or re-employment, the
appointingautherityPort’s Executive Director or his/her deSI,qnee shall request the
certification of names to the class of position for which the vacancy exists. Upon receipt
of this request, the PerseanetPort’s Director of Human Resources_shall certify eligibles
for the appropriate class in the followmg order: (1) reinstatement list; (2) promotional or
restricted list; (3) open list.

or his/her designee shall c:ertlfy the names in 1ank order on the list, in accordance with
section 9.03 of these rules.’ oE :

Except in the case of a remstatement hst the PersennelPert’s-Executive Director or
his/her designee shall certify, whenever possible, the top four (4) ranks on the cligible
list for the vacancy, with an addxtmnal two (2) ranks for each additional vacancy. The
appointing authority shall interview all available and willing certified eligibles. If the
appointing authority does not select for appointment any of the certified eligibles, he/she
may request additional ranks as set forth above.

As provided in section 4.20, if no appropriate eligible list exists, then the Persennel Port’s
Director_of ITuman Resources may certify from such other eligible lists, as he/she deems
most appropriate.

Section 5.03 — Selective Certification. The PersonnelPort’s Executive Director or his/her
designee_shall certify the highest ranking eligibles willing to accept employment.
However, the appeinting-autherity-er PersennelExecutive Director or his/her desionee
may require additional and special qualifications and experience for the position. The
appeinting-autherityThe Executive Director or hig/her designee must provide a statement
of valid reasons for such additional and special qualifications and experience;subjectto
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approval-by-the Personnel Director- Upen-approval-by-the Persennel Pirectes;; notice of
these special qualifications shall be a term of the job announcement. The
PersennelExecutive Director or his/her designee shall certify the highest ranking
cligibles who possess the necessary qualifications for selective certification in accordance
with section 5.02 of these Rules. The Rersennel Bireetor’s decision to conduct a selective
certification recruitment may be appealed to the_Civil Service Board within 10 working
days of the posting of the job announcement.

Section 5.04 — Limit on Certifications. No person shall be certified from an eligible list
more than four (4) times for the same or a similar position, except at the request of an
appointing authority, provided that certification for a temporary appointment shall not be
counted as one of such certifications.

Section 5.05 — Certification to Position in Lowet Class. Any person on an eligible list
may, with the approval of the Persennel Post’s Executive Director or his/her designee , be
certified to a class of position lower than that for: v@ﬁich he/she was examined provided
such position is one having similar duties and. 1esp
no eligible list exists for the lower class. Acceptance
removal from the original eligible list. ‘

e of such position shall not result in

Section 5.06 — Temporary Anpointme

(a) Provisional Appointments: A-Pepai
PersennelThe Executive Directoror h1s/her demg__e subJ ect to the ratification of
the Civil Service Board and the Board:of Port Commissioners, may make
provisional appointments, in the absence of an ehglble list, for any position in
which a vacancy may occut. No such prowsmnal appomtment shall continue
after regular appointment from an eli glb_efhst nor, in any event, shall such
appomtments continue for more than 120 calendar days. Provisional appomtees

t be | laced in permanent employment without successfully competing in a

leave or vacation relief, or a temporary increase in the workload, appointments of
a limited duration may be made from an appropriate eligible list for the duration
of such work. The acceptance or rejection by an eligible of this type of
appointment shall not affect her/his standing on the eligible list.

The request and certification shall specifically state the date beyond which such
appointment shall not extend, insofar as is known; and on such date, the
employment of the person shall cease, unless sooner terminated. Appointments of
over a year are construed as being of a permanent nature, and as such, the rules
affecting permanent appointments will apply.
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(c) Temporary Contract Service Employees: The Personnel-Port’s Executive

(d) Exempt Limited Duration Employees: The

Director_or his/her designee may appoint an employee to the temporary contract
service employee classification for a maximum of 960 hours per fiscal year for
one of two (2) types of assignments. Emp]oyees may be assigned to a division or
a project on a regular basis up to the maximum 960 hours; or, assignments may
be on an occasional or short-term (less than 30 days) basis. These assignments
usually require specialized skills such as performance arts, short-term project
management and transcription services. This classification may not be used for
ongoing ot repetitive use. Temporary contract service employees may not be
placed in permanent employment without successfully competlng in an
examination process. :

Dort’s Bxecutive Director
or his/her designee may appoint an employee to the exempt limited duration
employee classification to meet the €ity*sPort’s need to fill positions with: (1)
limited funding cycles of one year or less; (2) special projects that. are longer than
6 months in duration, yet still short-term; o, (3) positions where the dutIes and
responsibilities have not been fully defined. Exempt limited duratiori
appointments may not exceed one year,

Regular appointment employees who accept exempt limited duration
appointments will continue to receive the same fringe benefits they received in
their regular appointment. Exempt lnmte_@ duration employees do not acctue
seniority. Exempt limited duration employees. may not be placed in permanent
employment without successfully competlng in’ a selection process.

(e) Temporary Agency Assignments: The Pefseﬂﬂel-—ileft% Executive Director or

his/her designee may contract with temporary agencies to provide temporary
services in the event of an emergency, a special project or under unusual
mrcumstances when help is needed immediately and for short duration. If

‘__;E-::temporaly petsonnel are required for more than 30 days, it is preferable to make a

‘provisional or limited duration appointment. Temporary agency assignments may

| -"not exceed 120 days Temporary agency employees are not SityPort employees

)

and are not ehglble fOr retirement, health or other fringe benefits.

Grant Funded Lzmlted Duration Appointments: The PersennelRert’s-Executive
Director or hls/her designee may appoint grant funded limited duration
employees to'meet the Gity2sPort’s need to fill classified positions that are
funded by grants lasting up to three (3) years. Grant funded limited duration
appointments shall come from an appropriate eligible list, and shall not exceed
three (3) years. The acceptance or rejection by an eligible of this type of
appointment shall not affect her/his standing on the eligible list.

Upon completion of a probationary period, grant funded limited duration
appointments shall attain permanent status with the following exception: in the
event of a layoff or the conclusion of the grant, a grant funded limited duration
employee shall have no right of appointment to any classified position.
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Section 5.07 — Reassignment of Employees, An-appeintingauthorityThe Executive
Director or his/her designee may at any time assign any employee under het/his

jurisdiction from one position to another position under her/his jurisdiction in the same
class. The appeinting autherityExecutive Director or his/-her designee may also-with-the
approval-of the Persennel Direetor; rcassign an employee in a position in the competitive
civil service to a position of a similar class under his/herfhis jurisdiction for which the
maximum base rate of pay is the same.

Section 5.08 — Transfer of Employees. The transfer of a classified Port employee from a
position under the jurisdiction of ene-appeinting-autheritythe Executive Director or
his/her designee to a position under the jurisdiction of another appointing authority may
be made with the consent of the employee and the approval of the Personnel Director
and the consent of the appointing authorities concerned,_ provided the positions are in the
same or similar class, -

Section 5.09 — Transfer List. Any permanent classﬁied Part Port employee may request a
transfer from-one-department to another indepartment in heér/his current classification,
provided the employee meets the qualifications for. ‘-fheposﬁlon A fransfer list may be
maintained and employees may, upon written application to the PersennelPext’s
Executive Director or his/her designee, have their namés made available to_ department
heads for consideration of appointment to vacancies for wh1 ch they would be eligible as
defined by these Rules. Names of employees may also be piace_ on the transfer list upon
request of the departmenthead-concernedExecutive Director or his/her designee, with
notice to the employee. Vacancies may, with the consent of the department
headExecutive Directoror: hls}'h r designee, be filled from the transfer list.

Section 5.10 — ReaSSIgnment to;Accommodate a Disability. When an employee who has
a disability is unable to pe orm_the essent1al functlons of her/his job, with or without
reasonable accommodation, -t iyExecutive Director or his/her
designee, shall, where require __by law, reasrﬂgn the employee to a vacant, funded
position for which the employec: s.the minimum qualifications, and is able to
perform the essential functions of the’job, with or without reasonable accommodation.
Such reassignments shall have priority over any individuals on existing eligible lists.

Section 5.11 — Re-employment After Resignation. Any permanent employee who has
resigned from service in good standing shall, upon her/his written request, be considered
for re-employment to a position in the same or similar class in the competitive civil
service, within two (2) years of the date of such separation. A longer period of time from
separation date to re-employment may be approved by the PersennelPert’s-Executive

Director and-appeinting autherityor his/her designee , for highly qualified former
employees and for positions where recruitment is difficult.

Such re-employment shall be made without additional examination; and must have the
approval of the appeinting-autherity-and-the Personnel Port’s-Executive Director or
his/her designee . Re-employment as herein defined, may take precedence over eligible

lists; but in no way shall it be made mandatory for any-appeintingaathoritythe Executive
Director or his/her designee to re-employ former employees. Appointment shall

2
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otherwise be made in the manner as for original employment as defined in other sections
of these Rules.
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RULE 6 - PROBATIONARY PERIOD

Section 6.01 — Probationary Period. Every person appointed or promoted to a permanent
position in the competitive civil service after certification from an eligible list, shall serve
a period of probation while occupying such position, which shall be considered a part of
the test of fitness. Former employees who are re-employed under the provisions of these
rules shall be required to serve a period of probation of six (6) months from the date of
re-employment.

The probationary period shall be an essential part of the selection process, and shall be
utilized for the most effective adjustment of a new employee and for the removal or
demotion of any probationary employee whose performance not meet the required
standard of performance.

Section 6.02 — Duration of Probationary Period. For entranoe appoint 1ents, the duration
of such probationary period shall be for a period of twelve (12) consect ‘_Ve months of
active sewme—mﬁﬁhe—exeepﬁeﬁ—ef—th&fafﬂee@ehee(}fﬁeeﬁh bationary-period

.. The probationary period for persons appointed ona
promotional basis shall be six (6) months.

An employee accepting a regular entrance appomtment who has served on a limited
duration appointment in the same class i lm iately prior to her/his regular appointment
shall have that period of time counted as part of-her/his probationary period. Rights and
privileges shall accrue from the beginning date of limited. dyration appointment and shall
be considered the original appointment date; 5388

Section 6.03 — Interruption of Probationary Péi‘iod If an employee is laid off during the
probationary period and subsequently reappomted to the same class, he/she shall be given
credit for the portlon of the probationary period previously completed.

If an employeé ! ferred during her/his probationary period from a position under the

he Executlve Dn’ector or his/her demgnee to a

Section 6.04 — Perf mance Ratlng During Probationary Period. Department-headsThe
Executive Dlrector or hls/her designee shall file an approved report of performance at the

probationary pemod For probationary employees who have been required to serve a
twelve-month probationary period, the departmentheadExecutive Director or his/her
designee shall file with the RPersennelPort’s Director of Human Resources a report of
performance for each employee at the end of the third, fifth, eighth, and eleventh months
of employment. This section does not preclude the filing of additional reports at any other
time during the employment of any individual.

Upon a favorable report, the appointment of the employee shall be deemed to be
permanent at the expiration of the probationary period. In the event of an unfavorable

29
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report, the appeinting-autherityExecutive Director or his/her designee shall notify the
Personnel Port’s Director of Human Resources and the employee, at least five (5)
working days in advance, that he/she will be removed from the position no later than the
final date of the probationary period.

Section 6.05 — Removal or Demotion of Employee During The Probationary Period. At
any time during the probationary period (entrance appointment to a classified position —

| one (1) year; pelice-officer—I-8-menths; entrance and restricted entrance appointment to
a higher or equal classification — one (1) year; or a promotional appointment — six (6)
months) an employee may be removed from her/his current position by the appeinting
autherity;Executive Director or his/her designee provided that:

(a) Upon removal by the appeinting-authesityExccutive Director or his/her designee ,
such probationer’s name shall be removed from the eligible list from which he/she
was certified, and he/she shall be considered permanently separated from that

| position without right of appeal to the Clvﬂ Service Board except as set forth in
section 6.06.

I (b) If the employee has served inat the Port or the CIty ifi another position in the
competitive civil service, the employee shall be riotified in writing by the

| BersonnelPort’s Department of Human Resources within five (5) working days of
removal that he/she may be reinstated to the prior classification from which
promotion was made. The employee has five (5) Wofkipg“days from date of
notification to respond in writing, stating her/his wish t6 be so reinstated.

{c) Reinstatement to the former classification will be based on the circumstances of
the removal from the most recent appointment during the probationary period and
the employee s work record as determined by the appeinting-autherityExecutive
Director or hls/her desmnee

(d) If reinstatement is ffected by the appemtmg—au%heﬁt—yExecutive Director or
his/her designee, the empioyee shall be appointed to a vacant position in the
former classification. If none isdimmediately available, it shall be the

i responsibility of the &ppemtmg—e&theﬂtyE‘(ecutwe Director or his/her designee
to provide such a vacancy as exped1t1ously as possnble without violating the rules
of any applicable Me erstandingPort/Union MOU, or thethese
Port Personnel Maﬁea%Rules and Proeedures concerning layoffs and without the
necessity of creating an additional position,

Section 6.06 — Limited Rights of an Employee During Probationary Period. The right of
an employee to appeal to the Civil Service Board because of her/his permanent separation
from her/his position during thehis/her probationary period shall be 1imited to the
following:

| (a) Failure of the appeinting-autherityExecutive Director or his/her designee to
comply with section 6.04 of these Rules;

l {b) Failure of the appeinting-antherityExecutive Director or his/her designee to
comply with section 6.05 of these Rules;
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(c) Discrimination against an employee during such probationary period on the basis
of tace, color, religion/religious creed, marital status, national origin/ancestry,

‘ sex. gender, gender identity, gender expression, pregnancy, sexual orientation,
physical or mental disability, medical condition, genetic information, AIDS/HIV
status, military or veteran status, age, citizenship or on any other status protected
by federal, state or local law.

Section 6.07 — Procedure to Be Used In Appeals and Hearings Under Section 6.06.
Whenever an employee who has been permanently removed from her/his position during
the probationary period desires to appeal under the provisions of,s ctmn 6.06, the
following order of procedure shall govern: E

(a) Order of Procedure in Appeals:

i.  The appeal must be filed in the office of the Port’s-Executive
Director or his/her designee within five (5) working days-from the date
that notice of removal was filed upon the affected emp oye\‘“ A letter sent
to the affected employee’s address of record via regular and ¢értificd mail,
or hand delivered to the affected employee, shall constitute notlﬁcatlon

ii.  The appeal must be submitted in writing, and if the appellant desires to
waive a public hearing;’ h a waiver must be in writing.

cetion of section 6.06 of these rules upon
the facts upon which such appeal is

ili. The appeal shall state the sub-secti
which it is based and a statement '
based. G

iv.  Within seven (7) working da‘j,'/,iSz from the ﬁi’ing of this appeal, the
appeinting-autherityExecutive Director or his/her designee shall submit to
the Civil Service Board in wr1tmg its response.

V. ;At the ﬁrst meetmg of the Civil Service Board after the filing of the appeal

hall be set. The appeal hearing shall be held at the next
1e Civil Service Board, unless continued by the Civil Service

meeting'
., Board.

LA Wﬂtten notice giving the date, time, and place of such hearing to
l “ the appeinting-antherityExecutive Director or his/her designee, to
the appellant or her/his attorney and/or representative, and to the
CityPort Attorney;

2. A copy of the appeal to the appointingautherityExecutive Director
or his/her designee and the GityPort Attorney; a copy of the
answer of the appeinting autherityExecutive Director or his/her
designee to the appellant or her/his attorney or representative.
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vii. Hearings on appeals may be open to the public. However, upon motion of
a directly interested party, the Chairperson of the Civil Service Board may
exclude from the hearing room any witnesses not at the time under
examination; except that a party to the proceeding and/or her/his counsel,

or other persons conducting her/his case cannot be excluded.

viii. The technical rules of evidence shall not apply. However, all testimony
and exhibits offered must be relevant and bear upon the act of removal.
Any testimony or exhibits that do not meet these criteria may be excluded.
The Civil Service Board shall consider the objection of either side to the

introduction of evidence.

ix. Hearings may be continued beyond the period originally scheduled or
recessed until a future date agreeable to the Civil Service Board and the
parties for good reason. Provided, however, that if such request is made by
the appellant or her/his attorney of record and the Civil: Service Board
sustains the appeal, the Civil Service Board may rule that the appellant
shall receive no pay for the period of time during which such contmuance
was granted.

X.  Based on the evidence presented at the hearing, the Civil Service Board
shall render its decision ‘which may be:

a. to sustain the actlon of the appomtmg authority concerned;

b. to sustain the appeal and remstate the appellant in accordance
with subsection xi below

Xi. The words “probationary perlod” as defined in section 6.01 of these
rules shall be construed to mean.a period of probation consistent with
the letter and spirit of these riiles; if an appeal is sustained hereunder,

_the Civil Service Board may determine that there has been an

nterruption in the probationary period from the date of the cause

giving rise to the appeal hereunder, to the date of the decision by the

Civil Service Board, and the probationary period of the appellant may

be extended by the length of such interruption.

(b) Bmden Of Proof: In any appeal under this section, the burden of proof shall be
upon the appeﬂant and the evidence in support of the allegations made in such
appeal must’ be clear and convincing.
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RULE 7 - PERFORMANCE EVALUATIONS

Section 7.01 - Establishment of Performance Evaluation System, A system of
performance evaluation is established to provide a fair, impartial, and objective means for
rating and reporting the service and performance of each employee in the competitive
civil service.

The performance evaluation plan, embodying significant factors and factor degrees for
the various classes of positions, shall have reference to the quality and quantity of work
done, and other characteristics which shall be considered in rating and reporting the
ability, performance and efficiency of the respective employee and the value of the
employee to the EityPort service.

The following rules and the supplemental manual of procedures and factors define the
performance evaluation standards and procedures which shall be used in connection with
eligibility for advancement, layoff, re-employment; ‘promition, demotion, dismissal from
the service, or as a recommendation for reduction in pay within the salary range for the
classification, and in other decisions relating (o t atus femployees. Such plan shall
primarily be a means, whereby individual employees may regularly review their
pelformance with their supervisors, and for ascertaining and encouraging the
improvement in service by the employees, for recognizin uper101 performance, and in
providing effective supervision of employees.

Section 7.02 — Official Copy of Employee Performance Evaluations. The system of
performance evalua‘uons as: approved by the Civil Service Board, shall be maintained in
separate manual form

The Persennel Port’ s:‘ ector of Human Resources shall prov1de each-appointing
autheritythe Executive Dlrector:or his/her designee with copies of the performance
evaluation plan and shall prescribe the forinsto be used. The performance evaluation plan
in the office of the Personnel Port’s Director of Human Resources shall be open for the
inspection of the employees during:business hours.

Section 7.03 — Participants in the Performance Evaluation Procedure. The performance
evaluation for permanent empioyees in the competitive civil service shall be made

annually by a rating supervisor and a reviewing supervisor in each organizational unit or
division-withineach department within the Port, as designated by the appeinting

authority-of each-deparimentExecutive Director or his/her designee,

Each rating supervisor, designated by the departs ;
Director or his/her designee-, shall be the person Who i8 1mmed1&teiy Iesponsﬂ)le for the
work of the employee; that is, the first person in authority who has supervisory
responsibility and who either regularly oversees, reviews and checks the work of the
employee or who is most closely acquainted with her/his daily performance during the
period of time for which the performance evaluation is conducted. The reviewing
supervisor, designated by the department head, shall be the next higher supervisor in line
of authority above the rating supervisor, who has personal knowledge of the work and
performance of the employee in the unit or division to which the employee is assigned.
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Section 7.04 - Assistance by the PersennelPort’s Director: of Human Resources . The
PersonnelPort’s Director of Human Resources_ shall be responsible for distributing
employee performance evaluation forms, instructing the evaluating and reviewing
supervisors regarding the performance evaluation procedure, recording final performance
ratings for individual employees on the appropriate records, and obtaining widespread
understanding among the employees of the objectives and characteristics of the
performance evaluation procedures.

Section 7.05 - Open Records of Performance Evaluations. The performance evaluations
of the respectlve employees in each department shall be open at all tlmes to said

Director of Human Resources-.

The petformance evaluations of employees as maintained by the PetlseﬁﬂeiPort s Director
of Human Resources respecting each department likewise shall be ¢ open to the respective
employees for review of their own file and to the apﬁmﬂaﬁg—aﬂéheﬁtyﬁ,xecuuve Director
and to-the-superior-officers-inthe-departmenthis/her designee, Any employee shall be
entitled to be informed by the Personnel Port’s Director of Human Resources  only as to
the performance evaluations recorded for herself/himself and those employées who work
under her/his supervision.
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RULE 8 - VACATIONS AND LEAVES OF ABSENCE

Section 8.01 - Vacation Leave, Authority For. The following rules shall govern vacations
and leaves of absence, in accordance with the provision of Ordinance No. 8546 C.M.S.,
passed by the City Council May 16, 1972:

| The_ Board is hereby authorized to make rules and regulations governing leaves of
absence and vacations for all employees in the Classified Civil Service whose
leaves of absence and vacations are not otherwise provided for by ordinance or
resolution of Council. Unless otherwise provided for by ordinance or resolution of
Council, those employees not in the Classified Civil Service shall. be: allowed the
rights and privileges granted to the employees in the Classf ed Civil Service.

ach eligible employee
|l employees in the
), shall be

(a) Purpose. The purpose of annual vacation leave is fo. enable
to return to her/his duties mentally and physwalljrefreshe ;
Competitive civil service, other than those excluded‘in section |
entitled to carn annual vacation leave, (C-5-Res—41664—6/6/72)

(b) Exclusions, The provisions of this section do not apply to the follo

i. Employces who-are-covered, by Charter-provisien, are_excluded from the
Competitive Civil Service.

ii. Employees who work o

otary, intermittent, or seasonal basis.

iii. Employees who work on

iv. Employees whose leaves of
for by the terms of any apnlloabie Port/Union MOU provision, Port
ordinance or Port resolution adopted by the CeuneilBoard of Port
Commissioners.

(¢) Specific Inclusions

iti. Port employees: Persons who are employed on an exempt part-time basis’

and who have worked at least 1,730 hours in the preceding calendar year,
and not less than 140 hours in any month during the year.

l #id. Employees who work on a permanent part-time basis in a
classified position and who have worked at least 50 percent or more of
each normal work week during the preceding calendar year. {&5-Fes:

41934 4/24/73)

Vacation and sick leave credits should be determined on a pro-rated basis according to
the time spent in part-time work, in relation to the normal work week for the class.

(d) Times At Which Vacation Leave Shall Be Taken.

i. The times at which an employee shall take her/his vacation leave during
the calendar year shall be determined by her/his department head, with due
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regard for the wishes of the employee, and with particular regard for the
opetational needs of the department. If circumstances are such that a
department head cannot permit an employee within het/his department to
take an annual vacation leave or any part of such leave within a particular
calendar year, the employee shall have the right to take the deferred
vacation during the following calendar year, in addition to her/his then

current vacation.

%empleye-esms%ﬁkwae&ﬁe&le&ve—i&ﬂﬂit&eﬁm{h&ﬁmaeday
atatime:
Port- emp%eyee&musﬂak&v&eaﬁen&e&ve&n-&mt&e%e&s%haﬂ-meweek

L Employees shall be aHoWed to take vacation according to the
following schedules, with the approvai of their department head. The time
of which shall be determined with due :qgald for the employee’s wishes
and particular regard for department needs; Provided, however, that no
employee shall take vacation leave before such leave has been earned.

a. After her/his fifth calendar year of contmuous service, 15 working
days.

b. After her/hls fifteenth calendar year of continuous service, 18 working
days

C. Aﬁef he1/h1s twentleth calendar year of continuous service, 20
working: days

(e) Rate at Which Vacatzon Leave Shall Accrue For Full-Time Employees.

i

ii.

ii1.

iv.

For employees dutlng their ﬁrst four (4) calendar years of service with the

twelfths worklng days per month,

For employees who have completed four (4) calendar years of service with
the City or Port of Oakland, vacation leave shall accrue at the rate of one
and one quarter working days per month.

After completion of fourteen calendar years of service, leave shall accrue
at the rate of one and one-half working days per month; after completion
of nineteen calendar years of service, leave shall accrue at the rate of one
and two-thirds working days per month,

For purposes of computing the rate of accrual of vacation leave, a break in
service of less than two (2) years shall have no effect. A break in service
in excess of two (2) years shall mean that the employee so re-employed
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shall, for purposes of computing vacation leave, be treated as a new
employee.

v. For the purpose of computing length of service in determining eligibility
for vacation at the higher accrual rate, time spent on extended military
leave shall be counted as time spent in the service of the City or Port.

vi. An employee who works under the four-day work week plan shall accrue
vacation leave on the same basis as he/she would accrue vacation leave
under the five-day work week schedule. All vacation time used shall be

charged by the actual hours taken, (@S—Res—42%04—~é/—1—4—/—’,14—)

(f) Deferred Vacation. Each employee whe-is entztled to de
vacation accrual ten-or-mere-working days-vacation g
with-the-approval-ofher/his-department head;-defersu
succeeding calendar year. (GS—R%H#QQ——I%P}%H—Z%

(g) Effect of Leaves of Absence Without Pay Upon Vacation, AnA zort employee
who is granted a leave of absence without pay for a period in excess, of thirty (30)
consecutive days shall not earn vacation credits for the period in excess of thirty
(30) consecutive days, except as otherwise required by law or memerandurmthe -

terms of &néefstaﬂémg—%meﬁdedé%%i%anv applicable Port/Union
MOU.

(h) Computation of Vacation Leave
Military Leave. : o
i, Compensatlon for Unused V:Iacatlon for ?er—mmateéSeparated Port

T un to one vears’

ationTermination or Extended

employee, or her/his estate, sha-lr}%&paid for earned Vacatlon leave
thatwh&eh he/she has accumulated.

éllI be paid in a lump sum for such unused vacatlon time as
he/she has accrued Payment shall be made on the following basis: For
oses of computatlon it shall be assumed that there are 250 working
5'in a year. The employee’s actual annual salary divided by 250
determines the daily workday rate multiplied by the actual number of
working days of vacation due the employec at teeminationseparation shall
be the amount paid to the employee.

a. For the purpose of computing the number of working days of vacation
due an employee upon termination, an employee shall be allowed
credit for one full day if he/she has served one-half or more of the total
number of calendar days in the month in which he/she
terminatesseparates, plus the credit earned before that month; but no
allowance shall be granted for service of less than this amount.
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Limitation-Upen-Benefits—No-employee; ot herthis-estate;-shall be-paid for
untised-vacation-in-exeess-of forty-seven-working-days-

(1) Supplemental Vacation Benefits,

i.

i,

.

iv.

Sick leave credits may be accrued up to a maximum of one hundred and
fifty days for sick leave use.

Employees who accrue and maintain this maximum are eligible to earn
supplemental vacation based on the following scale:

a. Employees who accrue six (6) additional days of sick leave credit over
and above the maximum during a calendar year are eligible htfor one
additional day’s vacation. S

b. Employees who accrue twelve (12) add1t10nal days of sick leave credit
over and above the maximum during a calendar year are eligible for
two (2) additional days of vacation, o

Determination of eligibility for supplemental vacation wﬂl be made at the
end of each calendar year, and any sick leave credits above one hundred
and fifty days will be reduced to zero at that time. Supplemental vacation
shall be taken as a part of the employee’s next scheduled vacation.

Employees who are or become eligible for supplemental vacation on the
basis of accrual of one hundred and twenty days sick leave pursuant to
section 8.01(1) as it was on June 30, 1969, shall continue to be eligible to
earn supplemental vacation at that rate for a-period of three (3) years from
July 1,.1969; effective July 1,:1972, an employee must have accumulated
one hundred and. fifty days sick-deave in order to be eligible for
supplemental vacatlon under secnon 8.01(1) as hereby amended. (C-S-

Section 8.02 - Sick Leave - General. Each l‘ll]l-time Port employee, other than those

whose sick leave is governed by'the_l,Ch'arter or the terms of any applicable Port/Union
MOU provision, Charter;aPert/Unien MOU-shall be entitled to take sick leave, with full

pay, in case of her/his illness or disability, or serious illness within her/his immediate
family, in accordance with the provisions contained in Section 8.02 (a) through 8.02 (k)
of this rule. In addition, Port employees shall be entitled to use accumulated sick leave in
case of urgent personal business, in accordance with the provisions set forth in section
8.02 (1) of this rule.

(a) Purpose of Sick Leave. It is the purpose of this rule to establish provisions, which

will enable the ill employee to remain off her/his job until he/she is well enough
to work, and to avoid subjecting coworkers to illnesses, which might be
contagious. Sick leave, under this rule, is a privilege which the employee can
exercise only in the event of her/his bona fide illness or disability, or serious
illness within her/his immediate family, except that Port employees only may be
allowed additional use of sick leave as outlined in section 8.02 (1) of this rule.
(oS- Res- 41687111172
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(b) Rate At Which Employees Shall Earn Sick Leave.

i. Each employee, upon completion of three (3) months of service with the
CityPort, shall be credited with three (3) working days of sick leave
credits with pay.

ii. When the original sick leave credit has been granted, as provided in
Section (1) above, each employee shall thereafter be credited with one
working day of sick leave credit with full pay for cach month of service.

iii. For the purpose of this rule, a month of service shall mean thirty calendar
days. '

(c) Accumulation Of Sick Leave Credits. Such sick leave with pay, as
provideprovided for in Section (b) above, which is not used shall be cumulative.
Sick leave credits may be accumulated, not to exceed one hundred and fifty
working days. When the maximum of one hundred and fifty working days have
been accumulated and a portion of it is subsequently used, it may be re-
accumulated at the applicable earning, rate provided:in Section (b). (€-8Res-

(d) Disposition of Sick Leave Credits of Ferminated "eparated Employees.
Except as heremafter set forth, if an employee %ermiﬁates epar arates or is

be cancelled prov1ded however, that such empioyee who returns to work with
the Gl%yPort of Oakland within one year of such texminationseparation shall be
again credited w1th the amount of accumulated sick leave he/she had at the time
he/she %emﬂﬁa%edseparated An employee who is re- appomted or reinstated in this

her/his prev101is
(3) months of serv

uninterrupted by a single period of absence in excess of one year,
terminatesseparates ot is terminated for any reason, he/she shall be paid a lump
sum on the basis of 33-1/2% of accumulated sick leave credit. For this purpose, a
day’s pay will be computed in the manner set forth in Section 8.01 (h) (2) of these

rules. (&5 Res:-41374—2041)

(e) Family Hiness - Immediate Family Defined.

i, Each Port employee who is otherwise cligible to take sick leave may, in
the event of serious illness in her/his family, take a maximum of five (5)
working days family sick leave in any calendar year. Such family sick
leave shall be charged against the employee’s accumulated sick leave
credits.

a. In exireme or unusual circumstances, the appem‘emg—aiﬁhe%&ybwﬁh
the-approval-efthe Board,Executive Director or his/her designee, in

his/her discretion and taking into consideration the operational needs
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of the Port, may grant additional family sick leave time against earned
sick leave credits and may, under extreme or unusual circumstances,
authorize family sick leave for other than members of the immediate

family.
ii. The immediate family of ana Port employee shall include witerhusband,
mother-fatherspouses, registered domestic partner, child, including

biological, adoptive, stepchild, foster, legal ward or a child of a person
standing in loco parentis, who is either under the age of 18 or an adult
dependent child. parent, including biological, adoptive, stepparent, foster,
a legal gnardian or other person who stood in as loco parentis when the
employee was a child, prandparent, grandchild, Sibling ot parent in law,
parent—erandparent—srandchild siblin Gi“—eafenm }&Wehﬂé—ms%ei~

brotherparent—siblings; srandfather, ¢

(f) Limitations on Sick Leave. Sick leave shall not be granted to ana Port emplovee
who is absent from duty due to an injury incurred while regularly: Workmg for an
employer other than the CityPort of Oakland. R

(g) Effect of Leaves of Absence Without Pay Upon Sick Leave. AnA Port employee
who is granted a leave of absence without pay for a period in excess of thirty (30)
consecutive days shall not earn sick leave credits for the period in excess of thirty
(30) consecutive days, except as. otherwxse 1equ1red by law or the terms of any

applicable Port/Union MOU. ﬂﬂﬂéefsfc&ﬂémg—{u%eﬂéed

(h) Verification of lilness - Abuse of Slck Leave A department head, or his/her
designee, who reasonably suspects an abuse of paid sick leave, may require of any
employee under het/his jurisdiction, who has been on sick leave for one or more
working days, a doctor’s certificate or other authoritative verification for for the
employee’s subsequent use of paid sick leave, certifying that the illness was
“bona fide.” He/she also may require that the employee be examined by the City-

..j*'selected oecupatmnal Pphysician for the purpose of determining whether he/she
“is, in fact, wel-eneughfit for duty and able to -return to her/his regular duties-
Fhe; the employee concerned shall be considered on siekan appropriate leave

status untll the Clty—-selected occupational Pphysician releases het/him for duty.

@bﬂe&s-&busesAbuses of the sick leave privilege will result in
suspensmﬂdlsclnllne up to and including discharge from termination-ofthose
privilegesforaperiod- -of six-reonths:Determination-of abuse-and the-saspension

e#pawlegesw%e—m&de—by%he@wﬂ—Sewwe—Depaﬂme%and%he—&w

apprepﬁaiseremployment.
(i) Required Method of Reporting Illness. In order to receive compensation for the

period; in which he/she is on sick leave, the Pott employee shall notify her/his
immediate supervisor or a higher supervisor prior to or within one hour after the
employee’s regularly scheduled time for reporting to work. If the circumstances
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involved clearly are such as to make this impractical, the employee shall report
her/his illness at the earliest possible time, Failure to do so is cause for denying
sick leave with pay.

(j) Compulsory Sick Leave. If, in the opinion of the appeinting-authority
anExecutive Director or his/her designee, a Port employee is unable to perform
her/his work properly due to illness, he/she may direct that the employee be
examined by the City--selected occupational Pphysieian If the City--selected
occupational Pphysician finds that the Port employee is phys1ca11y or mentally
unfit to properly perform her/his duties, the

the approval-efthe Board;eempel sueh-employce suffici use
hlS/hCl accrued sick leave efabseneeand/or other apm ate leave, as will-enable

perform-her/his-dutiesallowed under applicable laws (e.g. EHA CFRA ADA,
FMLA, Pregnancy Disability Leave Law), these rules, and the” leovee g
Port/Union MOU. if any.

(k) Return to Duty from Extended Sick Leave, In all instances Port emplc .yees
returning to duty after extended sick leave (ten days or more), or when due to the
nature >efof the injury or illness, it is in the best interest of the GityPort service,
medical clearance must be obtained from the City--selected occupational
Pphysician prior to the Port employee’s return to duty. Persons on siek-leave
mavas described in Section (j) above will also be eaHed-incontacted by the City-
selected occupational Pphysician for review-and-evaluation-efimedical clearance

given their anticipated return to duty date—é@S—Res%&Sé%-éé@#éél};

() Personal Leave for Port-'-Emplovees Up to (4) days of accumulated sick leave per
year may be used by Port?employees for urgent personal business. These four (4)
days are not accumul ever, if not used, this time will be counted as sick
leave, in which case. ried from year to year, Using sick leave for
personal business is defined as necessary transactions that might affect an
employee’s economic well: ing, or personal welfare, and which cannot be
carried out durmg off-duty ho its. At least forty-eight (48) hours prior notice shall
be given expect in case of extreme emergency. {C-S-Res—41618—F10/72)

a———_Section 8,03 — Maternity Parental Leave. An-appointing-powerThe Executive
Director or his/her designee may grant a-maternity parental leave, with or without pay, to
any employee under her/his jurisdiction-subject-te as is consistent with the fellewing

time-during her CFRA, the Pregnancy forreasons-efhealthDisability Leave Law, these
rules and safety;upon-recommendation-ofthe City-Physician:or-forreasons-of
vnsatisfactery-work-performance-due-to-the Employee’s-physieal-condition:
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& Beforeretuming-to-duty following a-maternity-leavean employee-shall present-to
the-City-Physician-a-statement from-her- -own-physician-statingthat she-is physieally-able
to-returto-work(C5. Res—4347-7—1041/7%employee’s Port/Union MOU, if

applicable.

Section 8.04 - Injury on Duty,

(a) Combining Benefits of Workmen’s Compensation Act and Sick Leave. Subject to

the California Worker’s Compensation Law.-

i.

ii.

1ii.

When ana Port ernployee is disabled, whether temporarily or permanently,
by injury or illness arising out of and in the course of het/his duties, he/she
shall become entitled to leave of absence while so disabled, for a period
not to exceed ninety (90) days, including Saturdays, Sundays, and
holidays, and such leave shall not be deducted from her/his accumulated
sick leave; provided, however, that such sick leave for said peried of not
to exceed ninety (90) days includinig Saturdays, Sundays, and holidays,
shall not be at full pay, but shall'be in such amount as, when added to
het/his disability indemnity under the: Woskmen’s-Worker’s
Compensation Act of the State of Califoria, will result in a payment
equal to her/his full salary or wage; and pr0v1ded further, that such leave,
if interrupted by return to duty, shall in no event exceed in the aggregate
nmety (90) days, including Saturdays, Sundays, and holidays, for each
injury or illness.

If the specific disability continues with or without interruption for a period
in excess of ninety (90) days, including Saturdays, Sundays, and holidays,
Such Port employee may thereafter take as much of her/h1s accumulated

Her/his accurnulated sick leave shall be reduced in proportion to the
amount of salary or; .wage paid in excess of the indemnity payments and
shall be computed on a'working-day basis.

If ana Port employee whose disability continues, with or without
interruption, beyond ninety (90) days, including Saturdays, Sundays, and
holidays, elects to receive thereafter only the disability indemnity
payments provided for in the Labor Code, he/she must so advise the City
Adtorney’s-office-(or-the Pert-Attorney’s-office-if he/she is-an-emplovec-of
the Pert-of Oaldand)Pert’s Executive Director or his’her designee within
seven (7) days before the first payment of salary chargeable to her/his
accumulated sick leave is made. If he/she does not so elect, he/she shall
receive her/his full salary to the extent of het/his accumulated sick leave,
and her/his accumulated sick leave will be reduced in proportion to the
amount of salary or wages paid in excess of disability indemnity. When
her/his accumulated sick leave is exhausted, he/she still is entitled to
receive disability indemnity as provided in the Labor Code.

42
03e Port Personnel Rules ltem Page 54 of 78



CIVIL SERVICE BOARD JUNE 16 2016
Rules and

Port Personnel Man

| Proceduz es — DRAFT

(b)-Reporis-to-Board—When-an-employee-has been injuredinthe-line-of duty-and
. o | a1 1 e ¢

to-sueh-otherpri ded—fer—m-these—falesr

Section 8.056 - Family Death Leave. Leaves of absence with pay due to a death of ana
Port employee’s immediate family is allowed and such’ leave shall not be charged against
vacation or sick leave to which an employee may be entitled, but shall be in addition
thereto.

(a) Ehmbihw for Famllv Death Leave. In order to be eli glble for family death leave,

be allowéd.

ii. If the service is outside the Bay Area but within 300 miles of Oakland, not
to exceed four working days with pay.

iii. If the service is more than 300 miles but less than 600 miles from
Oakland, not to exceed five working days with pay.

iv. If the service is more than 600 miles from Oakland, not to exceed cight
working days with pay. (6&-5—Res—38851—-6/30/64)
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(c) Exceptional Cases. In special a-or unusual cases, the department head,

withExecutive Director or his/her designee, within his/her discretion and after
taking into consideraiion the approvaloperational needs of the Beard;Port, may

grant a family death leave to allow ana Port employee to attend funeral or
memorial services for someone other than those included within the definition of
the immediate family under Section, 8.02 (e) (2ii) of the Sick Leave Rule. It is the
intent of this provision to cover the kind of situation in which someone other than
immediate kin has raised the Port employee, or due to unusual circumstances has
a very close relationship with the Port employee.

(d) Procedure for Requesting Leave. In order to qualify for Fam1ly Death Leave, the
Port employee shall obtain the approval of her/his 1mmed1ate Supervisor or a
higher supervisor prior to going on leave of absence. It the circumstances are
such- as to clearly make this impracticable, he/she shall notify her/his supervisor

at the earliest possible time. Failure to do SO may. be cause for,_genymg leave with

pay.

Section 8.067 - Miscellancous Leaves of Absence, Mlseellaneous leaves of absence other
than vacatlon and swk leave may be granted by the :

consideration the appleﬂvalepel ational needs of the Bearel;P_ort, unless otherwise
provided. Department heads may grant leaves of absence without pay for periods not in
| excess of three working days; provided, however, that no Port. ‘e’hﬁployee shall be granted
a total of more than five workmg days of such leave without pay in any one calendar

(a) Procedure for Grantmg Leaves of Absence. AnA Pott employee may be granted a
leave of absence only ifier

i. The employee makes a wrltten request to her/his department head at least

specific reasons for the request.

i, & he—appemhﬂg—aatheﬂg%eeemmends—ﬂae request-and-forwardsitto-the
Beafd—pﬁer—t&theeffeetwedate—eilthe{eques%ed%eave—lsewe&ef ebsenee

ef—leave—The Exeeutlve Dzrector or lns/hel desmnee w1th1n h1s/her

discretion and after taking into consideration the operational needs of the
Port, approves the request.

(b) Limitation Upon Leaves of Absence Without Pav No leave of absence Without

classified positions in the City or Port service financed in whole or in part by
Federal or tax exempt foundations, may be granted for a period in excess of one
year. Leaves of absence to fill exempt positions in the GityPort service or
classified positions in the GityPort service financed in whole or in part by Federal
or tax exempt foundations shall be granted for the entire period during which the
employee serves in such positions. {€:5. Res—39635-1/30/65)-A leave of
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absence without pay of thirty (30) consecutive days or less shall not impact
seniority, fAmended SH220H-CSBY

A leave of absence may be extended, upon the recommendation of the appointing
authority and the approval of the Civil Service Board.

(c) Reasons for Which Ieaves of Absence without Pay May Be Granted. Leaves of
absence without pay may be granted for reasons thatwhieh, in the opinion of the
appoeinting autherityLxecutive Director or his/her designee and afier taking into
consideration the Boardoperational needs of the Port, appear to be proper and in
the best interest of the €ityPort, such as—:

i. To permit the Port employee to receive additional education of such nature
that will improve the employee’s job performance and increase her/his
worth to the EityPort.

ii. To permit the Port employee, because of het/his particular abilities or
her/his outstanding competence, to assist another governmental
jurisdiction, and which in a direct way will enhance the prestige of the
GityPort of Oakland. *

iii. To permit the Port employee to take care
personal business which cannot feasibly b
else.

f urgent or most important

iv. To permit the Port employee who is a victim of domestic violence and/or a
victim of sexual assault to fake off to seek medical attention, to obtain
servmes from : oimestic vzoience program or psycholcsglcal counsellmgi

tthe Po _employee to take an exempt position in the City or Port
services. ° o >

vi. To permit the Poit emploYée'vt'o retain promotional and seniority rights to
her/his permanent position upon accepting appointment to a classified
posmon in the City or.Port service under a program financed in whole or
in part by Federal or'tax exempt foundations.£&-8-Res—39653—11/30/65)

(d) Leaves of AbseneesAbsence With Pay. In addition to those leaves of absence
with pay thatwhieh are provided for elsewhere in these rules, a leave of absence
with pay may be granted to ana Port employee under special circumstances
thatwhieh, in the opinion of the Executive Director or his/her designee, and after
taking into consideration the operational needs of the Port, it is in the best
interests of the Gi#yPort to de-se-grant such leave request. In no case shall leave

Wlth pay be granted in excess of three Worklng days in any calendar year

Leave of absences with pay may be granted to ana Port employee who has been
selected for jury: duty and from which he/she cannot be excused. Leave with pay
for unexcused jury duty is not subject to the time limitation expressed above,
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LeaveA leave of absence with pay for jury duty may be approved by the
appointing-autherity-withevtreference-to-the Beard;Executive Director or his/her
designee and will not be counted as regular leave with pay. AnA Port employee
who serves on jury duty shall be paid her/his regular salary for the period of such
duty but shall be required, under the provisions of the Charter, to turn over to the
Gity-FreasurerPort’s Chief Financial Officer all fees; which he/she receives as
payment for such jury duty.

To be eligible for a leave of absence with pay for other than jury duty, the Port
employee must have served the CityPort continuously for a period of not less than
six months and her/his services must have been thoroughlifiﬁSatisfactory.

Section 8.078 - Return to Duty Following Leave, Every leave of absence shall be upon
the condition that the Port employee taking the leave shall, subject to these rules, have the
definite and absolute right, upon her/his return to het/his Port employment on the
termination of her/his leave, to be reinstated to a position in the same ¢lass as that
occupied by her/him at the time of the commencement of such leave, and hié/she shall be
entitled to such other privileges as are provided for in these rules. Anyﬂ)_lj employee
who fails to return to perform her/his regular duties by the date indicated in her/his leave,
provided such leave has not been extended by aetion-to-the-Boardthe Executive Director
or his/her designee,5 may be terminafed .

AnA Port employee whose probatlonary perlod is interrupted as a resuit of taking a leave
of absence shall, upon return, be given credlt for the. portlon of probationary service
previously completed. SERES A L

Section 8.0892 — Authorization to Approve Leaves (- S—Pce-s—434—73-——3f91q—1/79)The
Executive Director or his/her designee is authouzed to act for the Personnel Director (as
secretary to the Civil Service Board) in apmovmg sick leaves, family death leaves, and
all leaves of absence Wlthout pay.

Section 8. 09—1—9 Mﬂltaryw Leave of Absence. Military A Mmilitary leave of absence shall
be gr—eﬁee—@i‘fy- 4 _{\yeesgranted to a Port employee in accordance with the-military
apphcable Federal (USERRA) and State ( Mlhtarv and Veteran s Actofthe Stateof

. . Beard-Code) laws and

apphcable Port/Umon MOU 1f any.:
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RULE 9 - SENIORITY, LAYOFF, CHANGE IN STATUS, RESIGNATIONS

Section 9.01 - Layoffs. Whenever there shall be need for a layoff, the staff shall be
reduced in accordance with the procedure set forth in section 9.626302 of these rules. In
the event of a layoff involving a common class, the controlling principle shall require, for
purposes of a Port-initiated lavoff, that a Port incumbent first exhaust geniority-based
bumping within the Port before the incumbent can use his/her seniority to bump a less
senior City emplovee. Likewise, for a City-initiated layoff in a common class, the City
incumbent must first exhaust seniority-based bumping within the City before the
incumbent can use his/her seniority to bump a less senior Port employee,

Consistent with the controlling principle articulated above. Port-initiated Elayoffs shall
be on a CitywideCityPort-wide basis within each common class subject to a reduction in
force; provided, however, that an incumbent who was selectively certified to a position in
accordance with Section 5.03 may not be displaced by angther employee lacking the
skills required for the selective certification to th "posrtlon Among Port employees
possessing the requisite skills for selective certification the jprovisions of section
9.020203 shall apply. The criteria applied in determlmng the particular Port employee(s)
to be moved or laid off and the order of layoff shall be those criteria as specified in

section 9.02. FAmended-5/220H-CSB]

EmployeesPort employees who are laid off shall have their es.placed on the
appropriate reinstatement list ranked by seniority from hlghes,;, o lowest. Emp}eyeesPort
employees on the reinstatement list shall be entitled to reappointment to positions in the
same classes where such positions are to be refilled during the period of their eligibility

on the reinstatement list; or to simnilar classes for which no reinstatement list exist,
regardless of which appointing authority has the vacancy to be filled. fAmended

Section 9.02 - Layoff Procedure Whenever it becomes necessary to reduce & Port staff
under the provisions of section 9:01 of these rules, no permanent Port employee in the
affected class shall be laid off whilé there are employees without status in the same class.
Employees without status in such class'; shall be separated in the following order: (1)
temporary, (2) probatlonary Pursuant to City Charter section 9.02(¢), “no...contract for
service shall result in the loss of employment or salary by any person having permanent
status in the competitive service.” Any alleged violation(s) of the Charter section shall be

adjudicated through the grievance process of the affected Memorandum of
Understanding. FAmended SH2201--CGSB

If further staff reductions are required after temporary and probationary Port employees
in the affected class are separated, then the least senior permanent Port employee shall be

laid of €. { Added 542201584
In conductmg a layoff the appom&ng«auﬂaeﬂ%yushaﬁ—eeﬁmaﬁie&tewﬁhfhe%erseme}

Executive

Duector or hls/her desrgnee shall create a semorrty list of the Port Port employees in the
affected classes, compiled on a GityPort-wide basis, in accordance with the method

described in subsections (a) and (b) below. [Amended-5/122011-CSB]

ATALTA
v
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1f the affected class has been deemed a City/Port common class, the Executive Director
or his/her designee shall forward to the Personnel Director a seniority list for such class.
If the Port incumbent in the position to be eliminated is moze sentor than another
incumbent in the same class at the Pout, then the least senior Port incumbent shall be
moved to a position in the same class in another city Department, provided that he/she
has more seniority than the least senior City incumbent in such other City Departments,
and if so, the least senior City mcumbent crtvw1de shali be 1a1d oif. If not the 1east senior
Port incumbent shall be laid off. the ; 3 more
sepior-than-anstherincumbentin- feheﬁamean aa?feeted dass—w&lma—the—&mne éepartment—
theﬁ—the leas%sememeumbe&t—sh&ﬂ%e—meved%—%&wasﬁmn m—‘éhe sameeemmeﬂ-el&ss

meambeﬁt—mhﬁt- f@r—saeh ether—éepm«tmerﬁs—"liheﬁame-preeesﬁ—&ha}l—app13% ail
employees-displaced-by-this-process—{Added- 542#291—1—@88}0}&&&

Conversely, in the event of a City-initiated layoff in‘a common class. if a City incumbent
in a position to be eliminated is more senior than another incumbent in the same class at
the City, then the least senior City incumbent shall be moved 1o a position in the same
class at the Port Department provided he/she has mote seniority than an incumbent in the
same class at the Port, and if so, the least senior Port mcumbent shall be laid off, If not,
the least senior City incumbent shall be laid off.

Hthe-affected-elass-has-been-deemed-a- Clty@eﬁmmen—class——thenwene&this—pl%ess
has—beeﬂ—exhausteé “wathin-the € 1%y—rf‘—theleast~semar—mc&mbent &Pﬂa& CH{f—has—mere

efﬁ@envefseky—eﬁee%h}s pmeeSs—h&s—been %xhaﬂsted Wi-t—hiﬂ—th%—-?@ft Bepaﬁ-meﬂ{—ﬁ the
le&st—Seme%metm%aeﬂ%&ﬁh@—?@ﬁ-@epaﬁmﬁha&mem—semeﬁwhan aﬂ—tﬁwmbeﬂt at

An affected Port employee shaH be notlﬁed in writing by certified mail or by direct
submission at least ten (10) WOIkll’lg days prior to the date of layoff, and the notice shail
contain the reason for the layoff or'rmovement to another position. Affected departments
shall be provided with copies of the notices sent to laid off Port employees, fAmended

SHZ20H-CSBY

The method for computing seniority shall be as follows:

(a) Seniority Credit: Credit in a class shall be granted at the rate of one point for each
meonth of service in that class;-erin-any-elass-higher-forswomn-officers-ina
promotional-line-of progression; starting from the date of hire. Seniority credit
shall be adjusted for any unpaid leaves of absence in excess of thirty (30)
consecutive days, except for those leaves that by law or memorandum of
understanding do not count against seniority. Suspensions shall not be deducted
from sentority for the purpose of this paragraph. Credit in a class that has been
abolished, combined, divided, or otherwise altered shall be granted at the same
rate when the Personnel Executive Director or his/her designee determines that
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such class was equal to or higher in level than the affected class of layoff. If the
PersennelExecutive Director or his/her designee determines that such a class was
lower in level than the affected class, credit for service in such class shall be
computed at the rate of one-half point per month. Service that is less than full time
(i.e. permanent part time) shall receive seniority points on a pro-rata basis.

FAmended 54 2201-CSBY

(b) Order of Layoff When Combined Scores are Equal: As between two (2) or more

Port employees having the same score for seniority, the order of layoff shall be
determined by giving preference for retention in the following sequences: (1)

greatest total time in GityPort service; (3) employee wh
score on the entrance examination in the class; (4). empl
for the position in the subject class was first received. 2isims
shall-net-apply-and-item-(3)-shall be medified-asfollows:emples

h%ghest—r&aleﬁem—aﬁ—ae&deﬁﬁh&s—a—?ehe&@%ﬁeeﬁmme& i

(c) Reversion to Former Class: Q}%yPort employees who possess permanent status in
one class and who have been appointed to a position in another class, in the event
of layoff from that class, shall havethe right to be reinstated to a position in their
former class. This right shall extend te-both to personnel with tenure in a class so
affected, and to individuals serving pro nary, periods in such class at the time

of layoff. [Amended 5/42/2011- CSB]

To implement the above process for réversion, the Port employee in the lower
class with the least seniority, as calculafed in subsections (a) and (b) above, shall

be laid-off. [Amended 5/12/2041H-C58B1

Section 9. 039—3@45 Reinstatement List. Permanent Port employees who are laid off or
revert to:a former class will have their names kept on a reinstatement list for three (3)
yeats from the date of layoff. Names shall be placed on the reinstatement list ranked by
seniority 0 aGH—ywv&dePort-wxde basis for Porti iniitated layoffs, from highest to lowest
seniority. The teinstatement list will be used by the Persennel Executive Director or
his/her designee ‘when a vacancy arises in the same or lower class. The Persennel Port
Execytive Directo isor his/her designee shall use this list before any other
type of appointme he name of any permanent Port employee on a reinstatement list
who has remained omn'the list for three (3) full years shall be removed from the list and
that person shall lose all civil service status. The PersenneiPertExecutive Director_or
his/her designee , in her/his discretion, may extend the active period of the reinstatement

list. fAmended SH220H-CSB
Section 9.040405 — Return of Laid-off Probationary Emplovyees to Eligible Lists.

Probationary Port employees who have been laid off will not have their names placed on
a reinstatement list. Rather, they may have their names restored to the eligible list from
which they secured appointment, in the order of their original general score on such list;
provided, however,

49

03e Port Personnel Rules ltem Page 61 of 78




CIVIL SERVICE BOARD JUNE 16 2016
:Rules and

Port Personnel M

Procedures — DRAFT

(a) If the eligible lists from which such persons received appointment have expired or
been canceled, the probationary Port employee shall have no restoration rights;

(b) All probationary_Port employees who have been laid off and subsequently
appointed to a new position in the same class shall complete their probationary
period in that class. Probationary Port employees who are appointed to different
class must serve the entire probationary period required in that class. [f a
probationary Port employee is appointed to a lower class in the same job series,
then he/she will serve remaining portion of her/his probationary period.

FSeectionr-Amended 5H42/20H1-CSB]

Section 9.050506 — Resignation. Em-p}eyeesPort employees are free to resign from their
employment, but are encouraged to give at least two (2) weeks notice. Once a resignation
becomes effective, it is irrevocable except that the PersennelPort-Fxecutive Director or
his/her designee may, in her/his discretion, permit a re51gnat10n to be rescinded. The

PersonnelExecutive Director or his/her designee may, in her/his discretion, require
employees separating from CityPort employment to undergo an exit interview.

Whenever (a) an allegation is made that the 1e51gnat10n is due to undue pressure or
threats, or (b) in the opinion of the Persennel-Director of Human Resources resignations
within any-erganizatienthe Port_are excessive, it-shall-be her/hi dutytothe Director may
investigate the causes of such resignations and report the same to'the appeinting
autherityExecutive Director, the Board of Port Commissioners'and the Civil Service
Board.

Section 9.060607 - Retlrement ‘Any person who is employed in the GityPort service who
shall become eligible to. retire, and whom shall be retired or pensioned under the
provisions of any present or subsequent retirement laws, shall be deemed, for the
purposes of these rules, to have been separated from the CityPort service in good
standing. Bt

Section 9.076708 — Medical Separation. AnSubject to any applicable laws of the
Califorpia Public Employees Retirement System (“CalPERS”), a Port employee who
becomes unable to perform the essential assigned functions of her/his position due to a
disability or other medical condition may be medically separated. Prior to medical
separation, the CityPort will determine what accommodations, if any, will be reasonably
provided to the Port employee in accordance with €ityPort policy, applicable law and
section 5.10 of these Rules, and may determine whether the employee may be eligible for
disability retirement, if appropriate. Except by mutual consent, ana Port employee shall
not be medically separated while on any authorized leave of absence. The Port may
medically separate an employee when the Port, through the interactive process as
required by the federal Americans with Disabilities Act {ADA) and/or the state Fair
Employment and Housing Act (FEHA), has determined that -it cannot reasonably
accommodate the employee and the employee is not eligible for a disability retirement
under CalPERS.
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Proof of the Port employee’s disability is required and is subject to verification by the
CityPort. When the CityPort requests a medical opinion as verification of the Port
employee’s disability, the CityPort shall pay the reasonable costs of the medical
examination(s) requested. If the Port employee has passed her/his probationary period, a
letter sent to the affected Port employee’s address of record via regular and certified mail,
or hand delivered to the affected employee, shall constitute notification. Proof of service
shall accompany the notice of intent. The notice shall: (a) inform the Port employee of
the action intended, the reason for the action and the effective date; and (b) inform the
Port employee of the right to respond and to whom to respond within ten (10) calendar
days from the date of issuance of such notice of intent, in accordance with the
instraetioninstructions given by the GityPort in the written notice provided to the Port
employee. After review of the Port employee’s timely response, if any, the CityPort shall
notify the Port employee of any action to be taken. An effective date of separation shall
be at least ten {10} calendar days after the date of i issuance of the notice of intention to
separate or timely receipt of the Port employee’s rcsponse, if any, whichever is later.
Medical separation may be appealed to the C1V11 ervice Board

Section 9.088809 — Separation Due to Absence Wlth()ut Leave. Absence from duty
without proper authorization in excess of five (5) contmuous Worklng days shall
constitute abandonment of the position and shall be reported to the PersonneiPost’s
Executive Director or histher designee and recorded as an automatic resignation. The
appeinting autherityExecutive Director or his/her designee shall notify the Port
employee at her/his last known address by regular and certified mail and notify her/his
emergency contact on the form prescribed by the PersonnelPort’s-Executive Director or
his/her designee . ,

¢ City’s Personnel Director within 30 days of the mailing
shes to the satisfaction of the City’s Personnel Director_ that the
' thatthe abserice and failure to seek or obtain

If the Port employeé
of such notice and establi
absence was in fact autho y

authonzatlon was:d dable factors entirely beyond the control of the employee,
the Clt}j s Pel sonnel D1 _;_tor _may: order such Port Port employee reinstated. The Clt:{

otherwise dehvered '
reconsidered.

Failure to appeal as set forth above shall result in the Port employee being separated and
the cancellation of all current examination and eligibility status.

Section 9.090918 — Termination of Seniority. Class seniority shall be terminated for Port
employees who voluntarily separate from the GityPort and the break in service is two

years or more. fAdded-SA20H-CSBY
RULE 10 - DISCIPLINARY ACTIONS, APPEALS AND HEARINGS
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Section 10.01- Disciplinary Action. All persensPort employees holding positions in the
Classified Civil Service shall be subject to suspension, fine and also removal from office
or employment by the City sk = we-of persons-employed-inthe office of
the-Auditer-Contreller-er BoardExecutive Director or his/her designee, for misconduct,
incompetence, or failure to perform their duties under or observe the rules and regulations
of the Port department;-effiee-erBeard; but subject to the appeal of the aggrieved party
to the Civil Service Board as herein provided.

Any-chiet-official-any-subordinate-officer;-and-any-superintendent The Port Executive

Director or foreman in-charge-ofsmunicipal-werkhis/her desionee may temporarily
suspend any suberdinate-then-under her/his diseretionPort employée for in-
eempeteneyincompetency, neglect of duty or disobedience of orderssbut-shall-within
twventy—four-(24)-hours-thereatter report-the-faet in-wiiting to-the City-Administrator,
Auditor-ControHer;-as-the-case-may-be; and furnish a cop:jﬁ of the report to the
subordinate suspended, upon her/his request therefore, The-Ci I dick 5 '
GontrellerThe Executive Director or Beardhis/her designee shall thereupon, if demanded
by the subordinate suspended, hear evidence for and against her/him, and ‘shall thereupon
affirm or revoke such suspension according as he/she or it finds the facts to ‘warrant,

£ ) = ) Y LAk L iy

amumstrator—or

EmployeesPort employees in the competitive civil service may be dismisseddischarged,
demoted, fined, or suspended without. pay for just cause.

When ara Port employee in the competitive civil service has failed or fails to perform the
duties of her/his position in a satisfactory‘marner; or has committed any act or acts to the
prejudice of the public service, or has failed to perform any act or acts it was her/his duty
to perform, or whose service rendered is below satisfactory standards, or who otherwise
has become subject to disciplinary or other corrective measures, the appointing-avthority
or-her/hs-designated-department-headsExecutive Director or his/her designee shall have
the power and it shall be their duty to take action, subject to the provisions of the Charter
and these rules, in one of the following ways:

(a) 'T;)""xr:epnrﬁéi_‘id_the employee and record such reprimand in her/his personnel
? Ele. APy

(b) To suspend the

(c} .:Ir’b.;l:é_l'e_mote the employee to a lower class of position than that currently filled
by Her/him. s

(d) To fine the employee.

}nployee without pay.

(e) To discharge the employee from the public service.

Section 10.02 - Procedure in Disciplinary Actions. The department-headPort2sExecutive
Director or his/her designee shall notify the City’s Personnel Director , in the manner and
form prescribed by her/him, whenever any Port employee is suspended without pay,
indicating the reasons therefore and the duration of the suspension. In case of any
suspension, the Port employee shall have the right of hearing or investigation by the

appeinting-authority-ertheExecutive Director or his/her designee or the Civil Service
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Board, in accordance with the procedures described in the Charter and these rules and/or
the employee’s Port/Union MOU, if applicable.

Section 10.03 - Appeal of Disciplinary Action. Permanent Port employees shall have the
right to appeal from the final notice of discipline involving suspension, fine, demotion or
discharge. The notice of appeal must be received by the Secretary to the Board within ten
(10) working days from the date the final notice of discipline was served upon the
appellant, or the right to proceed to the next appeal level under these Rules shall be
forfeited and the discipline shall become final. The appeal shall address each of the
reasons for the disciplinary action enumerated in the written notice and may provide any
relevant additional information.

The appeal shall be submiited to the Secretary to the Board. The Civil Service Board
shall decide whether it shall hear the appeal itself or whether the appeal shall be heard by
an independent Hearing Officer. In cases in which the: appellant has requested a public
hearing, the Civil Service Board shall hear the appeal ‘

Section 10.049405 - Procedures for Hearm,qstbvx ‘
the Civil Service Board decides to hear the appeal itself,

apply:
A hearmg date will be set after the appeal is initially rece

Civil Serv1ce Board. In the event that
e following procedures shall

‘~by the Secretaly to the

sheet, including appellant’s name, address, and telephone number name, tltle address,
telephone number of appellant’s representative, if any (Representatlve s telephone

number will suffice in the: absence of appellant’s number); (2) A list of available days for
hearing dates; (3) An estimate of the number of hours required for case presentation.

Appellant feﬁreseﬁ%aﬂves or hls/her representative) and the CiyPort Aftorney must

: armgj)_____kets to the_Civil Service Board’s secretary by at
least one week prior to the scheduled hearing. Appellant’s failure to provide such
information may, at the Civil Service Board’s discretion, result in the rescheduling of the
hearing. Packets must include the following items: (1) A chronology of events; (2) An
agreed upon Statement of Facts; and (3) Statement of Facts in Dispute.

The CityPort Attorney shall also present {o the Civil Service Board a copy of the Notice
of Intent to Impose Discipline, and Notice of Discipline with accompanying materials. In
the event the City¥Port Attorney and the Appellant’s representative are unable to meet on
the above items, the Appellant’s representative must submit their version of the facts at
least one week prior to the hearing.

The GityPort Attorney and the Appellant’s representative are required to meet at least one
hour prior to the hearing to finalize exhibit packets which must include the following: (1)
A list of exhibits, if any; (2) Pre-marked exhibits (if any exhibits are to be submitied).
Additional exhibits may be submitted during the hearing, if they were not available to a
party prior to the hearing.

No documents submitted to the Civil Service Board for consideration shall be considered
public records, unless consented to by all parties or otherwise required by law.
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The hearing may be continued for good reason beyond the date originally scheduled or
recessed to a future date agreeable to the Civil Service Board and the parties. However, if
a continuarce is requested by the appellant or her/his representative, and the Civil Service
Board shall later sustain the appeal, the Civil Service Board may rule that the appellant
shall receive no back pay for the period of time during which such continuance was
granted.

Hearings shall be closed to the public unless the appellant requests a public hearing in
writing. In the event that a hearing is public, upon motion of a directly interested party,
the Civil Service Board may exclude from the hearing room any witnesses not at the time
under examination, except that a party to the proceeding and her/his counsel cannot be
excluded.

Hearings shall be tape-recorded. Copies of the tape will be available to the appellant, if
desired, for no charge. Transcripts of the taped proceedings will be available upon
request at the requesting parties’ expense. Civil Service Board subpoenas will be issued
upon the request of either party. Subpoenas may be secured by contacting the Secretary
to the Civil Service Board. -

The Civil Service Board shall convene the hearing, "fébei_v’é"évidence through testimony
and documents and make findings of fact and concluSiO;ls‘_‘about the discipline, Technical
rules of evidence shall not apply. However, all testimonyand exhibits must be relevant to
the issues in contention, and the Civil Service Board may exclude any evidence which it
deems to be irrelevant. The Civil Service Board shall consider and rule on any objection
by either party. Closing arguments shall be oral; provided, however that cither party may
elect to submit a closing brief. Briefs are to be submitted to the Civil Service Board
within a time set by the Civil Service Board. Briefs submitted after the deadiine shall not

be considered by the_Civil Service Board.

The_Civil Service Board will make no assumptions of innocence or guilt. The Civil
Service Board will be guided in its decision by the weight of the evidence as it appears to
it at the hearing. -

The Civil Service Board has the power to sustain, overrule, reduce or, consistent with due
process, modify the discipline, award back pay and determine the extent of back pay to
be awarded, if any, based on the circumstances, and take any other appropriate action.
The Civil Service Board’s determination will be issued in writing, within thirty (30)
working days of the conclilsion of the hearing, unless post-hearing briefs are to be
submitted, in which case the Civil Service Board’s determination will be issued within
thirty (30) working days of timely receipt of the post-hearing briefs, Copies of the Civil
Service Board’s determination shall be forwarded to the appellant and her/his
representative-Gity and to the Pert’s- Executive Director or his/her designee and the Port
Attorney’s Otficer-and-the affected-City-department.Office. The Civil Service Board may
request that either or both parties present proposed findings of fact and conclusions of
law within ten (10) working days of the Civil Service Board’s determination. The
opposing party shall have the right to agree or object to the proposed findings. The Civil
Service Board’s decision shall be the final administrative decision-efthe-City but is
reviewable by writ of mandamus in accordance with applicable law.
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Section 10.05 - Procedures for Hearing by a Hearing Officer, In the event that an appeal
is to be heard by a Hearing Officer, the following procedures shall apply:

(a) Hearing Officer Selection and Authority.

The Hearing Officer shall be selected by the Civil Service Board in accordance
with selection procedures established by the Civil Service Board which ensure
that the Hearing Officer is independent, neutral and un-biased.

Hearings shall be closed to the public. The costs of the Hearing Officer shall be
I bome by the CityPort. Hearmgs shall be tape-recorded. Coples of the tape will be

proceedings will be avaﬂable upon request at the 1equestmg part1es expense.

The Hearing Officer shall have the authority to convene i hearing, receive
evidence through testimony and documents and to make findings of fact and
conclusions about the discipline. Closing arguments‘shall be oral; p10v1ded
however that either party may elect to submit a closing brief followin;
presentation of closing arguments. Briefs are to be submitted to thé He armg
Officer within twenty (20) calendar days of the close of the hearing, Briefs
submitted after the deadline shall not be considered by the Hearing Officer.

The Hearing Officer shall rende Written findings and recommendations to the

] Clvﬁ Service Board within thirty (30) Calend
brief{(s).

| The Hearing Officer shall provide the €ivil Service Board the following
documents, which shall constitute the ofﬁ01al hearing record: (1)} A summation
page delineating the case name; issue; brief summary of the case; and her/his
recommendation; (2) a complete written report documenting the findings; (3) any

doCﬁfﬁentary 'dence written motions and briefs submitted; (4) the cassette

ays:‘ after timely receipt of the

,‘ ‘?esponsibilities
After:recelvmg a Heanng Officer’s recommendation, the Board Secretary shall
schedule the case for the next available Civil Service Board meeting. The Civil

Service Board: will make every effort to schedule a case within thirty (30) days of
receiving the Hearing Officer’s recommendation.

In reviewing a decision, the Civil Service Board shall review the hearing record
and may review the recording of the hearing. The Civil Service Board may accept
or reject the Hearing Officer’s recommendation, The Civil Service Board has the
power to sustain, overrule, reduce or, consistent with due process, modify the
original discipline, award back pay and determine the extent of back pay to be
awarded, if any, based on the circumstances, and take any other appropriate
action.
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The Civil Service Board’s determination will be issued in writing, within ten (10)
working days of the conclusion of the Civil Service Board’s review of the
Hearing Officer’s recommendation. Copies of the Civil Service Board’s
determination and the recommendation of the Hearing Officer shall be forwarded
to the appellant and her/his representative; and to the GityExecutive Director or
his/her designee and Port Attorney’s Office-and-the-affected City-department.,

of the-City but is reviewable by writ of mandamus in accordance with applicable
law.
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Section 10.0607 — Judicial Review of Final Adminisirative Decisions Issued by the Civil
Service Board and Involving the Port of Oakland

{a) The provisions of Code of Civil Procedure (“CCP”) Section 1094.6 are hereby
made applicable to all final administrative decisions (as defined by CCP Section
1094.5(a)) of the Civil Service Board which involve the Port of Oakland. Judicial
review of any such administrative decision may be had only if the petition for writ
of mandaie is filed within ninety (90) days after the decision becomes final;
provided, that pursuant to the provisions of CCP Section 1094.6(d), if the
petitioner files a request for the record within ten (10) days after the date the
decision becomes final, the time within which a petition may be filed shall be
extended to not later than the thirtieth (30™) day following the date on which the
record is either personally delivered or mailed by first class certified mail. return
receipt requested, to the petitioner or his/her;ﬁffdi‘nev of record, if he or she has
one.

(b} As provided in CCP Section 1094.6( c)an person who requests preparation
of the administrative record shall be responsible or payment of the actual costs of
transcribing or otherwise preparmg the record. Befere commencing preparation of
a transcript or other record, the officettor ; sible for preparation
shall estimate the actual total cost. Prep; | aﬁon of the r ord shall not commence
until the person requesting meparaﬁon of the reeord has deposited the full amount
of the cost estimate, If the deposit exceeds the actual cost, the difference shall be
refunded. If the actual cost exceeds the estlmate, the difference shall be paid when
the record is delivered. S

{c). The hm’tat' ns period shall not be extended bevond ninety (90) days after the
_deécision becomes ﬁnal unless, pursuant to subsection (b) above, the petitioner

e s been furnished with the written estimate of such cost.

(d) Everv ﬁnal adnnmstratlve decision as defined in subsection (a) above shall
refer to CCP 3 ectzon 1094.6 and the ninety (90) day limitations period and shall
include, as an ‘ttachment a copv of this section.

RULE 11 - PROHIBITIONS AND PENALTIES

Section 11.01 - Frauds Prohibited. Under all provisions of these Rules, no person shall,
by representation or action, maliciously or corruptly by himself/herself or in cooperation
with any other person or persons:
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(a) Willfully and falsely mark, grade, estimate, or report upon the examination or
proper standing of any person examined or certified pursuant to the City Charter
or these rules pertaining to the competitive civil service, or the performance
evaluation, or the service ratings of any employee, or aid in so doing, or willfully
make any false representation concerning the same, or concerning any person
examined;

(b) Impersonate any other person, or permit or aid in any manner any other person to
impersonate her/him in connection with any examination, appointment, or
application, request for examination or other matters covered by these Rules;

(c) Defeat, deceive, or obstruct any person in respect to h@l:_/_hi:s”:fi'ghts in relation to
any examination, appointment in the competitive civil service or other matters
covered by these Rules; s

(d) Furnish any person any special or secret inf01matfbn for the'j.;_ irpose of either
improving or injuring the prospects or chances of such person iﬁ;,gqpnection with
any examination, appointment or other matters covered by these Rules;

(c) Directly or indirectly give, render, pay, offer, solicit or accept money, service, or
other valuable consideration for or on account of any appointment, proposed
appointment, promotion, or proposed promotion to, or any advantage in, a
position in the competitive civil servi

(f) Make false accusations, falsify déggumeﬁi?s; or make false representations regarding
matters covered by these Rules. S

Section 11.02 - Penalty. Any person violating any of the provisions of this Rule or any
tule hereunder shall be deemed guilty of a misdemeanor, and for any such offense may,
upon conviction thereof, be suspended, reduced in‘grade, or dismisseddischarged from
the Port service.
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RULE 12 - INCOMPATIBLE ACTIVITY OF €XF¥PORT EMPLOYEES

Section 12.01 —Incompatible Activities. Incompatible Employment. Each officer and
employee shall, during her/his hours of active duty, devote her/his whole time, attention
and efforts to her/his Port office or Port employment, and he/she may not be required to
perform any service except for the benefit of the CityPort. No officer or employee of the
CityPort may engage in any employment, activity or enterprise which has been
determined to be inconsistent, incompatible or in conflict with her/his duties or with the
duties, functions and responsibilities of the Port department—or—e%hep&geney in which
he/she is employed.

Fhe City-Adninistrator or-the-City Attorneys-or the-Auditer;as-to-personnel-under-their
respective jurisdietions; The Executive Director ot his/her designee shall declare the
activities which will be considered inconsistent, lncompatlble or in conflict with, or
inimical to, the duties of suehPort personnel—as—C ~employees. In making this
determination, consideration shall be given to employment activity or enterprise which:
(a) involves the use for private gain or advantag,\ f GﬁyPort time, facilities, equipment
and/or supplies, or the badge, uniform, prestige orinfluence. of one’s CityPort office or
employment; or (b) involves receipt by the officer or: 1p_loyee of any money or other
consideration for the performance of any act requn‘ed ‘her/him as a GityPort officer or
employee; or (c) involves the performance of an act in othe n her/his capacity as
CityPort officer or employee which act may later be subject dire 'zﬂy or indirectly, to
control, inspection, review, audit or enforcement by her/him or by the agency in which
he/she is employed. (Charter section 1201)

EmployeesPort emplovees ‘who violate section 12.01 may be subject to disciplinary
i ion and, where appropriate, may be subject to

Port employees may participate in
commuity or civic activities on their own time. When there is a possibility or
appearance of an incompatibility betwéen the employee’s public duties and private
interests, the employee must bring the situation promptly to the attention of the
immediate supervisor for review and resolution. Managers and supervisors shall counsel
employees as appropriate upon becoming aware of possible conflicts of interest.
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RULE 13 — PUBLIC RECORDS

Section 13.01 - Records Open to the Public. Except as provided in these rules, state-lave
the California Public Records Act. and/or the Sunshine-Ordinancerules and policies of
the Board of Port Commissioners, the records of the Department of Port’s Human
Resources ManagementDepartment , the minutes of the meetings of the Civil Service
Board, annual and special reports, the classification and compensation plans, and the
official roster are hereby-declareddo-be-public records; and shall be open to public
inspection at the Department-ofPort’s Human Resources ManagementDepartment under
reasonable conditions during business hours. However, the PessennelExecutive Director
shall-have-the-autheritytoor his/her designee may withhold information-dealing with
employee persenalpersonnel records and special reports;whieh if such records and

reports are protected-by-privaey rules-and-Jlaws;-or-are otherwise exempt from disclosure
under applicable state and local laws. fAmended-5412/2041 CSB]

Material To the extent permissible under the California Public Records Act and local law,
material used or to be used in Port tests, confidential reports regarding applicants or
eligibles, and the names and jdentity of special examiners who may be temporarily
employed by the CityPort shall be considered confidential and not epensubject to
disclosure to members of the public. -

Section 13.02 - Disposition of Records.z.é\;/_l"iﬁilj;gs%_of Civil Service Board meetings shall be
considered permanent records. ER A

SAVINGS CLAUSE

If any part of these Rules is determined to be iﬂ%éa] or unconstitutional, such part shall be
severed from these Rules and the remaining Rules shall be given full force and effect.
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APPENDIX A - GUIDELINES FOR FILLING VACANCIES

All vacancies in authorized, non-sworn, classified and exempt positions shall be filled according
to the following guidelines:

1. Ifapermanent vacancy occurs in an exempt position:
a. The duties may be reallocated among existing positions; or
b. The position may be left open; or
c¢. The position may be filled by appointment.

2. If atemporary vacancy or absence occurs in an exempt posi

a. The duties of the position may be reallocated tes

ily among other positions;
or

b. The position may be left open for the duration of the ternp
absence; or

vacancy or

(4

c. The posmon may be ﬁlled by assignment of a current employee an ‘acting”

a. The position may be left open; orh_('
b. The position may be filled permarféhtlykby transfer or re-employment; or

c. The position may be filled by provisional appointment, not to exceed 120 days. If
no: ehg1ble list is posted before the 120-day period expires, additional provisional

y be filled by assignment of a current GityPort employee on an
‘ c001dance with reievant Memorandum of Understandmg and

nf process.

4. If a permanent vacancy occurs in a classified position, and an eligible list exists:
a. The position may be left open; or

b. The position may be filled permanently by transfer, re-employment or
appointment from an eligible list.

c. If an active reinstatement list of laid off employees exists at the time of filling the
vacancy this list must take priority over all other lists.

5. If a temporary vacancy occurs in a classified position, and there is no eligible list:
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a. The position may be left open for the duration of the vacancy; or

The duties of the position may be temporarily reallocated among existing
positions; or

¢. 'The position may be filled by provisional appointment, not to exceed 120 days. If
no eligible list is posted before the 120 day period expires, additional provisional
appointment(s) of different individual(s) may be made; or

d. The position may be filled by assignment of a current CityPort employee on an
“acting” basis, depending on the length of the vacancy and in accordance with
relevant Memorandum of Understanding provisions and administrative policy; or

e. 'The position may be filled by means of a temporary agency assignment, if
appropriate, for a period not to exceed 120 days.

6. If a temporary vacancy occurs in a classified position and an eligible list exists:
The position may be left open for the dﬁ%ation'of the vacancy; or

b. The duties of the position may be reailocated temporarlly among existing
positions; or EE

¢. The position may be filled by limited durati n appointment from an eligible list;
or g,

d. In the event that no person on the eligible list is willing to accept a limited
duration appointment: (i) the position may be filled by provisional appointment
not to exceed 120 days. Additional provisional appointment(s) of different
1nd1v1dual(s) may be required if the temporary vacancy exceeds 120 days; or (ii)
the position may be: filled by assignment of a current CityPort employee on an

actmg basis in accordance with relevant Memorandum of Understanding
provisions and: admmstratlve policy; or (iii) the position may-be filled by means
of a temporary agency assightnent, if appropriate, for a period not to exceed 120
days o

7. If an absence occurs in a classﬁied p051t10n and there is no eligible list for that
classification: :

e:a, The position may be lefi open for the duration of the vacancy; or

£b. The duties of the position may be temporarily reallocated among existing
positions; or

gc. The position may be filled by assignment of a current CityPort employee on an
“acting” basis, depending on the length of the absence and in accordance with
relevant Memorandum of Understanding provisions and administrative policy; or

b=d. The position may be filled by means of a temporary agency assignment, if
appropriate, for a period not to exceed 120 days.

8. If an absence occurs in a classified position and an eligible list exists:

a. The position may be left open for the duration of the absence; or
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b. The duties of the position may be reallocated among existing positions; or
c. The position may be filled by limited duration appointment from the eligible list.

d. In the event that a limited duration appointment is not practical due to the brief
nature of the absence or because no person on the list is willing to accept a limited
duration assignment, the position may be filled by: (i) assignment of a current
CityPort employee to the position on an “acting” basis, in accordance with
relevant Memorandum of Understanding provisions and administrative policy; or
(ii) the position may be filled by means of a temporary agency assignment, if
appropriate, for a period not to exceed 120 days.
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APPENDIX B - COMMON CIL.ASSES

Classifications in the classified service with positions at the City and the Port with the same class
titles and class codes that were changed or modified after 1978, not following the prescribed
prevailing Civil Service Rules at the time of the changes or modifications, shall be submitted to
the Civil Service Board as soon after collective bargaining 2011 concludes, but no later than 90
days after collective bargaining is concluded.

As of the date of this addendum, the following classifications have been deemed as common
classifications until the Port and City comply with the procedures aseribed above.

(list of the deemed classifications as listed below)

PORT CITY
1. Account Clerk Account Clerk TT
2. Senior Account Clerk Account Clerk III
3. Office Specialist 1 Office Assistant I1
4. Office Specialist II Administrative Assistant [
5. Administrative Specialist Administrative Assistant 1T
6. Carpenter Carpenter .
7. Gardener I Gara_c;ner L
8. Gardener II Gardenér TI _
9. Gardener III Gardener Crew Leader
10. Painter Painter
11. Plumber =% v Plumber
12. Semislgi‘_lcl'é:d Laboréf . Public Works Maintenance Worker
13. PortElectrlman* Electrician*
14. Custodian Custodian**

The Port and the City have égreed that the following two classifications are Port-specific due to
the following reasons and therefore they are exempt from the above common classifications:

*The Port Electrician — due to the “high voltage” experience required by the Port.

**Custodian — due to FAA security requirements. Port custodians must be able to pass a
Criminal History Records Check (CHRC), a ten-year background check, and be fingerprinted for
FBI clearance in order to work in the Security Identification Display Area (SIDA) at the Qakland
International Airport. Additionally, the Port and City have agreed that due to recruitment
requirements, both the City and the Port agreed to conduct separate examinations to
accommodate internal candidates (Port relief/990 custodians and City part-time custodians).
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	00 CSB Agenda June 16 2016
	OPEN SESSION AGENDA
	UROLL CALL
	1) OPEN FORUM
	2) CONSENT CALENDAR:                                      ACTION
	CLOSED SESSION AGENDA
	UROLL CALL
	OPEN SESSION AGENDA
	5. REPORT OF ACTIONS TAKEN IN CLOSED SESSION
	6. ADJOURNMENT
	NOTE: The Civil Service Board meets on the 3PrdP Thursday of each month. The next meeting is scheduled to be held on Thursday, July 21, 2016. All materials related to agenda items must be submitted by Thursday, June 14, 2016. For any materials over 10...
	Submit items via email or U.S. Mail to:
	City of Oakland - Civil Service Board
	150 Frank H. Ogawa Plaza, 2PndP floor
	Oakland, CA 94612
	17TUcivilservice@oaklandnet.com
	This meeting is wheelchair accessible. To request materials in alternative formats, or to request an ASL interpreter or assistive listening device, please call the Civil Service Board staff at (510) 238-3112 or TDD (510) 238-3254 at least three workin...

	02a Consent LOAs
	LOA Cover Memo June 16, 2016 DRAFT
	Ayacaxli, Nelida-06.06.16-10.07.16-Fire Communications Dispatcher-LOA-OFD
	Beck, Austin-05.19.16-06.08.16-Firefighter-LOA-OFD

	02b Provisional Appointments
	Provisional_Director Memo - Home Management Specialist II (Bailey-Curry)
	TO:          The Honorable Civil Service Board   FROM:     Angelina De Maria
	Assistant Human Resource Analyst
	THROUGH: Anil Comelo, DHRM Director
	THROUGH: Kip Walsh, Recruitment & Classification Manager
	SUBJECT:   Request for Provisional Appointment in Classification of Information Systems Manager I to be ratified at Civil Service Board Meeting of June 16, 2016 (ITD-2016-PA01)

	Provisonal Appointment Request Form - Home Management Specialist (Bailey-Curry)
	PROVISIONAL APPOINTMENT REQUEST
	AREA REQUESTED
	STATUS OF RECRUITMENT AND EXAMINATION PROCESS
	A provisional appointment at this time will assure continuous support of high priority projects related to Public Safety (i.e. portable radios deployment, mobile radios deployment, and EBRCSA migration).
	Attachments:



	02c Consent Specs
	Pol Prog and Perf Audit Sup CSB Memo 2016-06-06
	Police Program & Performance Audit Supervisor 2016-06-06 for CSB

	03a CSB MINUTES April 21 2016
	Kip Walsh, HR Manager / Staff to the Board
	Sean Flaherty HR Technician / Staff to the Board
	Michelle Meyers, Deputy City Attorney
	OPEN SESSION:
	Chairperson Gourdine called the meeting to order at 5:30 p.m.
	1) OPEN FORUM – no speakers
	2) CONSENT CALENDAR:
	ADJOURNMENT: The meeting was adjourned at 5:55 p.m.
	NOTE: The Civil Service Board meets on the 3PrdP Thursday of each month. The next meeting is scheduled to be held on Thursday, May 19, 2016. All materials related to agenda items must be submitted by Thursday May 12, 2016. For any materials over 100 p...
	Submit items via email or U.S. Mail to:
	City of Oakland - Civil Service Board
	150 Frank H. Ogawa Plaza, 2PndP floor
	Oakland, CA 94612
	17TUcivilservice@oaklandnet.com
	This meeting is wheelchair accessible. To request materials in alternative formats, or to request an ASL interpreter or assistive listening device, please call the Civil Service Board staff at (510) 238-3112 or TDD (510) 238-3254 at least three workin...

	03b CSB Minutes May 19 2016
	OPEN SESSION
	UROLL CALL
	1) OPEN FORUM
	Re: Administrative Instruction 145 (Equal Access to City Services) and its applicability to hiring practices.
	2) CONSENT CALENDAR:
	U44809U   A motion was made by Board Member Johnson and seconded by Vice Chair Jones to approve the items on the Consent Calendar, excluding the Provisional Appointment for classification specification Housing Coordinator I, which was to be discussed ...
	Votes:   Board Member Ayes: 5 – Baranco, Gourdine, Johnson, Jones, Levin
	Board Member Noes: None
	Board Member Abstentions: None
	U44810U   A motion was made by Chairperson Gourdine and seconded by Vice Chair Jones to approve the Provisional Appointment for classification specification Housing Coordinator I which was discussed further before being put to a vote.
	Votes:   Board Member Ayes: 5 – Baranco, Gourdine, Johnson, Jones, Levin
	Board Member Noes: None
	Board Member Abstentions: None
	U44811U   A motion was made by Board Member Levin seconded by Chairperson Gourdine and by Vice Chair Jones requesting a copy of the final draft Personnel Manual of the Port of Oakland to be submitted for review before the Civil Service Board takes any...
	Votes:   Board Member Ayes: 5 – Baranco, Gourdine, Johnson, Jones, Levin
	Board Member Noes: None
	Board Member Abstentions: None
	U44812U A motion was made by Member Johnson and seconded by Vice Chair Jones to deny the appeal of classification study results for Police Records Specialist, Aki James, and uphold the findings of Human Resources.
	Votes:   Board Member Ayes: 3 – Gourdine, Jones, Johnson
	Board Member Noes: 2 – Baranco, Levin
	Board Member Abstentions: None
	ADJOURNMENT: The meeting adjourned at 8:00 p.m.
	NOTE: The Civil Service Board meets on the 3PrdP Thursday of each month. The next meeting is scheduled to be held on Thursday, June 16, 2016. All materials related to agenda items must be submitted by Thursday, June 9, 2016. For any materials over 100...
	Submit items via email or U.S. Mail to:
	City of Oakland - Civil Service Board
	150 Frank H. Ogawa Plaza, 2PndP floor
	Oakland, CA 94612
	17TUcivilservice@oaklandnet.com
	This meeting is wheelchair accessible. To request materials in alternative formats, or to request an ASL interpreter or assistive listening device, please call the Civil Service Board staff at (510) 238-3112 or TDD (510) 238-3254 at least three workin...
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