COUNTY OF PLACER
/Placer CIVIL SERVICE COMMISSION
A ——

CIVIL SERVICE COMMISSION —
DON NELSON, Chatr Monday November 9, 2015
RICKJVgﬁﬁ%gisc'?AChair Lori Walsh, Human Resources Director
. . 3 ve Secret
RON LE DOUX AGEND A Kellie Craig, Executive Secretary

ANDRAE RANDOLPH

Placer County is committed to ensuring that persons with disabilities are provided the resources to participate fully in its public meetings. If you
are hearing impaired, we have listening devices available. If you require additional disability-related modifications or accommodations, including
auxiliary aids or services, please contact the Executive Secretary. If requested, the agenda shall be provided in appropriate alternative formats to
persons with disabilities. All requests must be in writing and must be received by the Executive Secretary five business days prior to the
scheduled meeting for which you are requesting accommodation. Requests received after such time will. be accommodated only if time permits.

MEETING LOCATION:

Placer County Human Resources — Training Room
145 Fulweiler Avenue, Suite 200
Auburn, CA 95603
530.889.4060

4:00 PM ROLL CALL
CLOSED SESSION — PURSUANT TO GOVERNMENT CODE
I; PUBLIC EMPLOYEE PERFORMANCE EVALUATIONS
A. Closed Sessioh - Evaluation of performance of various Placer County

employees pursuant to Government Code Section 54957 and
pursuant to Placer County Chapter 3, Code Section 3.04.650.

4:30 PM OPEN SESSION
FLAG SALUTE

L REPORT OF ACTION TAKEN IN CLOSED SESSION PURSUANT TO
GOVERNMENT CODE SECTION 54957.

Il AGENDA APPROVAL

lil. MINUTES OF PREVIOUS MEETING — August 27, 2015
October 13, 2015

IV. . PUBLIC COMMENT: Persons may address the Commission on items not on
this agenda. Please limit comments to 3 minutes per person since the time
allocated for Public Comment is 15 minutes. If all comments cannot be heard
within the 15-minute time limit, the Public Comment period will be taken up at
the end of the regular session. The Commission is not permitted to take any
action on items addressed under Public Comment.

V.  OLD BUSINESS - None
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VL. NEW BUSINESS

A.

Approval of merit increases for classified employees pursuant to
Section 3.04.650 (progression in steps) of the Placer County Code

Human Resources — Request placement in the Unclassified Service —
Assistant Director of Human Resources.

- Probation — Request for Classification Specification Revisions —

Senior Cook
Equal Employment Opportunity Program (EEOP) - 2016

Request for approval of Work out of Class Pay pursuant to Placer
County Code Section 3.08.510(C.)(5.) (c.) for employee(s) assigned
to the department(s) of Health and Human Services and District
Attorney. -

VIL. - COMMUNICATIONS - Reports to the Commission are informational items
only. (No action will be taken)

A.

B.

C.

Provisional appointment — None
Staff reports and correspondence

Commissioner comments

Vill. ADJOURNMENT

Civil Service Commission 2015 Meeting Schédule

o  December 14, 2015 — Rockiin (Child Support Services)
e January 11, 2016 — Auburn — Human Resources Training Room
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" Lori Walsh, Human Resources Director
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MEMORANDUM www.placer.ca.gov
TO: Civil Service Commission |
FROM: Lori Walsh, Human Resources Director

DATE: November 9, 2015 ,
SUBJECT: Review of Merit Increases for Eligible Classified County Employees

~ During the closed session of your meeting, your Commission will review the performance
evaluations of classified County employees pursuant to Government Code Section 54957.1.
For those classified County employees determined to be eligible for a merit increase, the
following motion is submitted for your consideration: :

Motion to approve the classified merit awards set forth in the list dated November 9, 2015
pursuant to Section 3.04.650 of the County Code.
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M E M O RAN D U M ' www.placer.ca.gov
TO: Civil Service Commission
FROM: Lori Walsh, Human Resources Director
DATE:  November 9, 2015 |
SUBJECT: Request for Placement in the Unclassified Service — ASSIStant Director of Human
Resources

Recommendation

It is recommended that the Civil Service Commission confirm the recommendation to place the
classification specification for Assistant Director of Human Resources into the Unclassified
Service at the recommended salary plan of MNGT 479 ($10,764- 13,087/monthly).

Basis for Recommendation

Based on your Commission’s action at the August 27, 2015 meeting to support a Memorandum
of Understanding with the County Executive Officer to support merging human resource
functions of the Personnel Department and the County Executive Office into a new Department
of Human Resources, the position of Human Resources Director position was submitted to the
Board of Supervisors and approved by them at their September 15, 2015 meeting.

Also approved at the September 15, 2015 Board of Supervisors meeting was the approval to
move forward with a Human Resources Department. With this model, County departments
have a broader array of resources and tools within the same Department for managing the
workforce including training, organizational development, performance management and leave
functions, and processing of other administrative matters.

The role and independent authority of the Civil Service Commission consistent with the Civil
Service Enabling Ordinance and the tenets of a merit based system continue under the revised
organizational model. In addition, departments benefit from steady and consistent guidance
regarding sometimes complicated employee-related matters. It is anticipated that the HR
Department will add greater value to the County organization as a whole; improve administrative

~ functions; and more closely align primary County cost drivers with County financial management
and administration.
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Integral to the development of the combined Human Resources Departmenf and consistent with
the County’s organizational structure and classification plan, the Assistant Director of Human
Resources position is submitted for placement in the unclassified service.

As detailed in the attached classification specification, the Assistant Director would be
responsible for assisting the Human Resources Director in the administration and coordination
of the work of the Human Resources Department, acting for the Director in his/her absence or
as designated, and performing related work as required.

The salary level identified for this position represents an appropriate relationship between the
Department Head and Assistant Department Head classifications. The placement of this
position into the unclassified service is consistent with other assistant department head
classifications in the County s classification plan.

cc. David Boesch, County Executive Officer
Holly Heinzen, Chief Assistant Executive Officer
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ASSISTANT HUMAN RESOURCES DIRECTOR
DEFINITION

Under general direction, assists the Human Resources Director in the administration and
c_:oordination of the work of the Human Resources Department, acts for the Director in his/her
absence or as designated, and performs related work as required .

DISTINGUISHING CHARACTERISTICS
This single position class is the assistant department head, appointed by and servmg at will to
the Human Resources Director.

' SUPERVISION RECEIVED AND EXERCISED
This position reports to the Human Resources Director and exercises direct supervision over
assigned managerial, supervisory, professional, technical and clerical staff.

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

. Assists in the overall direction and management of the Human Resources Department
including managing the administrative and fiscal operations of the Department.
. Assists in the establishment of overall objectives policy, procedures, projects, and

coordination of various Human Resource programs that lead to the achievement of the
Department’'s Mission.

. Oversees ongoing development and |mp|ementat|on of the Human Resources
Information System and other technology advancements for the Department.

«  Oversees Human Resources Department staff or participates directly in the labor
negotiation process. :

. Reviews and participates in the selection of departmental personnel, their orlentatlon
training and evaluation and recommends their retention, assignment and promotion.

. Confers with and provides professional assistance to County management on personnel
matters.

. Supervise and participate in the development and administration of the Department

budget; direct the forecast of funds needed for staffing, equipment, materials and
supplies; monitor and approve expenditures; implement mid-year adjustments.

. Select, train, motivate and evaluate personnel; provide or coordinate staff training;
conduct performance evaluations; implement discipline procedures; maintain discipline
and high standards necessary for the efficient and professional operation of the

Department.

* . Research and prepare technical and administrative reports and studies; prepare written
correspondence as necessary.

. Build and maintain positive working relationships with co-workers, other County
employees and the public using principles of good customer service.

. Acts for the Human Resources Director in his/her absence.

. Perform related duties as assigned.
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'MINIMUM QUALIFICATIONS
Experience and Training

Any combination of experience and training that would provide the required knowledge and
abilities is qualifying. A typical way to obtain the required knowledge and abilities would be:

Experience: Five years of increasingly responsible experience in public sector human
resources administration, including four years of administrative and management responsibility
at the senior or executive leadership role.

Training: Equwalent to a Bachelor's degree from an accredited college or university with major
course work in business, public, or personnel administration or a related field. A bachelor’s
degree in a related field and equivalent years of experience may be substituted. A Masters in
Human Resources, Business or Public Administration, Organizational Development or other
related field preferred. Professional certification in Human Resources is desirable.

License or Certificate: »
May need to possess a valid driver’s license as required by the position. Proof of adequate
vehicle insurance and medical clearance may also be required.

KNOWLEDGE, SKILLS, AND ABILITIES

Knowledge of:

. All aspects of human resource administration including appropriate methods, procedures
and technical expertise..

Public sector collective bargaining/negotiations process.

Principles and practices of public human resources administration;

Principles and practices of leadership, motivation, team building, and conflict resolution.
Pertinent local, State and Federal laws, rules and regulations regarding human resource
management, EEO/Affirmative Action and the collective bargaining process.

L] L] . ]

. Organizational and management practices as applied to the analysis and evaluation of
programs, policies and operational needs.
. Principles and practices of organization, administration, talent acquisition and personnel

management including principles and management of a civil service system. -
Principles and practices of budget preparation and administration.
Principles of supervision, training and performance evaluation.
Demonstrated experience implementing organization-wide change.
Extensive experience with talent and leadership management

Strong consultative orientation.

Effective team building skills.

Ability to: ‘ -

. Supervise, train, and evaluate the work of professional, technical and clerical staff.

. Analyze and evaluate statistical data and reports related to human resource

. Interpret, apply, and explain County policies and state and federal legisiation related to

departmental services.
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Negotiate agreement between differing individuals and groups of individuals.
Establish and evaluate policies, procedures and controls related to the County's

employee and public services programs.

Represent the County under diverse circumstances and prepare and deliver oral
presentations to small and large groups.

Effectively and persuasively communicate both orally and in writing.

Make concise recommendations in objective consideration of legal and regulatory, as
well as personal and organizational, factors.

Ability to negotiate and manage dispute resolutions.

High level of personal integrity and ethics.

Strong interpersonal skills and ability to motivate others.-

Plan, direct and control the administration and operations of the Department.

On a continuous basis, analyze budget and technical reports; interpret and evaluate staff
reports; know, interpret and apply laws, regulations and codes; observe performance and
evaluate staff; problem solve department related issues; remember various rules; and
explain and interpret policy. ‘

On a continuous basis, sit at a desk and in meetings for long periods of time.
Intermittently twist to reach equipment surrounding desk; perform simple grasping and
fine manipulation; use telephone, and communicate through written means. :
Develop and implement department policies and procedures.

Successfully develop, control and administer departmental budget and expenditures.
Analyze problems, identify alternative solutions, project consequences of proposed
actions and implement recommendations in support of goals.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course
of work.
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To: - Civil Service Commission

From: Lori Walsh, Human Resources Director :

By: Kathy Youngs, Personnel Analyst Il %W?O
Date: November 9, 2015 ' ‘
Subject: Classification Specification Revision Request — Senior Cook
Recommendation

- It is recommended the Civil Service Commission approve the proposéd revisions to the Senior Cook
classification specification. . :

Basis for Recommendation

The Senior Cook position used by the Probation department, Food Service division, was recently
vacated by a long term employee serving in that classification. This vacancy provided Human
Resources the opportunity to work with the Probation department to begin a recruitment to fill the
position. While conducting a job analysis and reviewing the current classification specification of
Senior Cook with subject matter experts, numerous minor wording modifications were identified
throughout the classification specification that needed to be updated.

"In-addition to the minor wording modifications, it was determined that the requirement of “hiring and
training personnel” in the Experience and Training section of the Minimum Qualifications may cause
an artificial barrier to potential applicants. In analyzing the classification series and the concept of
Senior-level classifications, the Senior Cook is the advanced journey level in the Cook series. Senior
Cooks perform the full range of duties including acting in a lead capacity, training Cooks, and
assisting with oversight and management of staff in the development of menus and other complex
administrative tasks in the kitchen. The Food Services Supervisor, the next level in the series is
responsible for the direct supervision of staff in the kitchen. Consequently, it has been determined that

“to qualify for a Senior Cook, prior supervisory experience is not required. Therefore, it is requested
that the language be updated to read “Three years of responsible experience in preparing, cooking
and serving meals in large quantities in a restaurant or institution. Experience must may include
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hmng—aM—tFaamng——perenneL—plus—ordenng and malntamlng an inventory of supplies and

commodities.”

- Additionally, revising the word from “must” to “may” does not impact the authenticity of the
classification series and will eliminate any potential artificial barriers as we move forward to recruit and
fill the Senior Cook position through a promotional recruitment. '

Attached for the Commission’s information and consideration is a copy of the proposed classification
specification changes and an organizational chart of the Food Service division. The Placer Public
Employee Organization (PPEO) and the Probation Department have reviewed this information and
concur with the recommended changes.

cc: Marshall Hopper, Chief Probation Officer
Daniel Borca, Food Service Manager
Chuck Thiel, Placer Public Employees Organization
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SENIOR COOK

DEFINITION

To assist in the supervision of the kitchen and food pfeparation operation by acting in a
lead capacity; to oversee and assist in development of menus, preparation of food,
acquisition and control of food supplies; to ensure the timely delivery and serving of
meals.

DISTINGUISHING CHARACTERISTICS

This is the advanced journey level class in the Cook series. Employees within this class
are distinguished from the Cook by the performance of the full range of duties as
assigned including to act in a lead capacity in the kitchen, to train cooks and to assist
supervisory and management staff in development of menus and other administrative
tasks. Employees at this level receive only occasional instruction or assistance as new or
unusual situations arise and are fully aware of the operatmg procedures and policies of
the work unit.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Food Service Supervisor and/or the Food Services Manager.
Exercises technical and functional supervision over technical staff.

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

Act in lead capacity over staff in all food service activities, including preparation,
delivery, service and cleaning. .
Maintain safety and sanitation standards within the work place; contact maintenance staff
for any corrective action needed to ensure employee and staff safety.

Assist in the training, oversight and supervision and-evalaation-of new-cooks and jail
trustees_and ensure meals are served on time.

Prepare, cook and serve a variety of food entrees for large numbers of people, including
vegetables, meats, salads, soups and other foods and beverages. bake bread, cakes and -

pastries;-
Receive 1nstruct10ns and 1ndependently determme amount of food to be prepared

Clean kitchen and kitchen equipment.
Prepare oral, written and statistical reports including status of food inventories or

suggested changes in operations to improve efficiency. Prepare-oral-written-and
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=-Drive delivery van to deliver food to

satellite facilities and oversee serving when necessary.

In the absence of the Food Services Supervisor or Manager, may be required to perform
some of the duties of these positions.

MINIMUM QUALIFICATIONS
Knowledge of:

Techniques of lead supervision and training,.

Formulas and methods of prépari_ng and serving foods in large quantities.

»—Principles, procedures and equipment used in the storage, care, preparation, cooking

and dispensing of food in large quantities. Procedures-and-equipment-used-infood
storage: |

Kitchen sanitation and safety measures used in the operation, cleaning and care of
utensils, equipment and work areas.

Methods of adjusting standard recipes by reducing or increasing in proportion to
current production needs.

Principles and practices of leadership, motivation, team building and conflict
resolution. '

Dietary standards for institutional food service.

Ability to:

Supervise the work of others in a lead capacity, organize shifts and perform the work
of cooks as necessary.

On an intermittent basis, sit while driving van; walk and stand to prepare meals at
different work stations; bend, kneel, twist and squat to lift pots and move food to
different locations; climb on stool to reach food stored; hand manipulation to cut and
prepare food; and lift heavy weight.

On an intermittent basis, identify spiees-ingredients for food preparation; interpret
instructions and menus given by supervisor; know and understand how to clean and
use kitchen equipment; ebserve—~ oversee trustees at the work site; problem solve
operational problems; remember cooking instructions; and explain work procedures
to trustees.

Prepare and oversee the preparation of a large volume operation; control food loss;
and maintain sanitation measures. ’

Read, understand and follow recipes.
Prepare tasty foods and serve them attractively.

Judge the quantity of food required and prepare it with-minimum-efwaste minimal

- waste; control food loss.
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¢  Maintain sanitation and food safety measures.
e Keep records, including inventory.
¢  Understand and follow oral and written instructions.

e  Work unusual and/or prolonged work schedules.

Establish and maintain effective working relationships with those contacted in the
course of work.

Experience and Training

e Any combination of experience and training that would provide the requlred
‘knowledge and abilities is qualifying. A typical way to obtain the requlred
knowledge and abilities would be:

Experience:

Three years of responsible experience in preparing, cooking and serving meals in
large quantities in a restaurant or institution. Experience must-may include

hiring-and-training—personnel—plus—ordering and maintaining an inventory. of

supplies and commodities.
Training:

Formal or informal education or training which ensures the ability to read and
write at a level necessary for successful job performance.

License or Certificate:

e Possession of, or ability to obtain, a valid driver's license. Proof of adequate vehicle
“insurance and medical clearances may also be required.

e Possession of, or ability to obtain, First Aid and CPR certificates.
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MEMORANDUM

TO: . Civil Service Commission
FROM: Lori Walsh, Human Resources Director . ‘
BY: Suzanne Holloway, Senior Personnel Analyst]

DATE: November 9, 2015 .
SUBJECT: EQUAL EMPLOYMENT OPPORTUNITY PROGRAM -

Recommendation:

It is recommended that the Civil Service Commission approve the attached Equal Employment
Opportunity Program (EEOP) effective January 1, 2016 through December 31, 2016.

Basis for Recommendation:

The County, through both the Civil Service Commission and the Board of Supervisors, is required
each year to affirm the County’'s EEOP. The attached EEOP is recommended as an annual
affirmation of the County’s policy that is in compliance with State and Federal law.

As part of this year's review, the current EEOP was reviewed by Human Resources with input
and feedback from County Counsel. The revisions recommended this year consist of the

following:

Updated language to reflect the newly organized Human Resources Department
Inclusion of volunteers and non-paid interns to the list of covered employees in compliance
with AB 1443 ,

e Streamlined and consolidated language to increase clarity and understanding of the EEOP per
the County Executive’s directive.

With the attached amendments, this staff report requests your continued support and affirmation of
the County’s policy and program with regard to equal employment opportunity. For the purpose of
clarity, you have been provided with both a clean copy and an add/delete version to identify specific
changes/updates to the current document. v



Placer County Equal Employment Opportunity Program

PROGRAM STATEMENT

Placer County is an equal opportunity employer and is committed to an active
nondiscrimination program. It is the stated policy of Placer County that harassment,
discrimination and retaliation are prohibited and that all employees, -and applicants, agents
coniractors, and wnpaid-interns/volunteers shall receive equal consideration and treatment.
All terms and conditions of employment, including but not limited to recruitment, hiring,
transfer and promotion will be based on the qualifications of the individual for the positions
being filled regardiess of gender (including gender identity and expression), sexual

| orientation, race, color, ancestry, religious-ereedreligion, national origin, physical disability

. Date: ‘ _ Signed:

(Including HIV and A|DS) mental disability, medlcal condition (cancer or genetic
characteristics/information), age (40 or over), marital status, military and/or veteran status,
sex_{including pregnancy, .childbirth and related medical conditions), or any other
classification protected by federal, state, or local laws-o-ordinance.

The-An_objective of Placer County's nendiserimination—Equal Employment Opportunity
program-Program is, wherever possible, to actively recruit and include for consideration for
employment qualified applicants including, members of minority groups, women and
persons with disabilities. All decisions of employment and promotions must be made solely.
on the individual’s qualifications (merit) for the job in question.

The County PersennelHuman Resources Director has been designated as the Equal
Employment Opportunity Coordinator. Inquiries concerning the application of federal and
state laws and regulations should be referred to the PersernelHuman Resources Director

(530) 889-4060, Placer County PersonnelHuman Resources Department. '

" To achieve equal employment opportunity, it is necessary that each persbn working for the

County understands the importance of the program. Each individual is responsible to
contribute toward the success of the program and he/she will- be evaluated accordingly as
to his/her performance.

Placer County will update and reaffirm this Equal Employment Opportunity Program
statement annually:

Chair, Civil Service Commission

Date: . Signed:

Chair, Board of Supervisors



Policy Against Discrimination, Harassment and Retaliation-Prohibited

mdwadual feel that- he/she were treated -~ PRanner- whtch welated -aRy- oenstttuhenal-mor

‘status;-genetic-information—p regnans%er—ehﬂdbmhuexeemvherespeeme—age—gender—eﬁ
phys;eal requwements -constitute-a-bona-fide-ocsupational- quahﬂeatsan necessary-for-proper
eration-

Poliex»»Agains-t«Eiscximinatien-,----Havassme—ni--and---Retaliaﬁon

it is the policy of the County of Placer that employees, agents, contractors, interns, and
volunteers have a working environment free from any form of unlawful discrimination,
harassment or retaliation. The work environment should be business-like and assure fair,
courteous treatment for employees, job applicants, contractors, interns, volunteers, and the

publlc we serve. —lt——rs—empleyee~—ncuseenduet—Mqa{—ean—deerease—we;k—predﬁetmtyL

All employees should be informed of the discrimination somplaint-appeal process codified
inat Placer County Code § 3.08.110 - 3.08.130,_and the process to submit a complaint

pursuant to the County's policy against Workplace Discrimination, Harassment and
Retaiiation. Employees should also-and be assured of their right to file an_appeal or
complaints without fear of reprisal. Employees, including supervisors and managers will be
trained regarding behavior that constitutes diseriminatory—discrimination, harassment or
retaliation. Employees will also understand the importance of reporting incidents promptly
| to assure-ensure that further incidents do not occur.

The Board of Supervisors expects County department heads to convey to their employees
strong disapproval of discriminatory, harassing or retaliatory behavior. All employees,
including supervisors and managers, should be clearly informed regarding behavior that
constitutes harassment, discrimination or retaliation of a protected class and the
consequences of such actions. They should be aware that diseriminatery-discrimination,
harassment or retaliation may be grounds for disciplinary action..

Dissemination of Program

' followmg actlons have been/W|II be taken to ensure effectlve mternal and,external
communication_about the Equal Employment Opportunity Program (“Program™.




Internal Dissemination

(G

8.2, Placer County’s pelrey—eH—Equal Employment Opportunity Proqram Statement and
quired by state and federal Iaw i

5.3, All employees shall be informed of the pelisy—en-County’s Equal Employment
Opportunity_Program and the County’'s policy against Workplace Discrimination,

Harassment and Retaliation, and receive a copy of

- _—the—Equal-Employment
OppertunityProgram-Statementthe Program Statement and Policy -at the orientation

of new employees.
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44, Al department heads and supervisors shall continue to rebeive changes-in-updates

fo the Equal Employment Opportunity Program through PersennelHuman Resources

and receive any related training.

External Dissemination

1. " A copy of the County’s Equal Employment Opportunity Program shall be supplred to
an individual or organization upon request.
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4—All purchase orders, leases and contracts covered by or subject to Executive Order- ..
11246 (as amended) or its implementing rules and regulations will contain an
appropriate equal employment opportunity nondiscrimination clause therein.

s—1-The County will notify each labor union or representative with whom the County has a-+ .

collectlve bargaining agreement, or other -contract, or memorandum of understandlng, of
the -County’'s Equal Employment Opportunity Program and commitment.

5, Local organizations, including organizations promoting the employment of minorities,+
women and persons with dlsabllltles shall be sent a link fo access the Countvs
online |ob bulletin board.

eppe#um%y—t&au%dwduals— _associated
with the Equal Employment Opportunity Program -te-varieus-staffas follows. Ihevfeuewm;

are-the-assigned-functions-and-responsibilities:

Board of Supervisors Responsibilities

Members of the Placer County Board of Supervisors pledge their support to this-the
County's Equal Employment Opportunity Program_(*Program’”), and in.doing so, they agree
to: '

1. Provnde within budgetary limits, the necessary financial and staff support to
effectively implement the Program.

2. Utilize available resources, both within the County and outside the County, where
appropriate, to assist in the attainment of the Program’s objectives.

3. Seek the support and cooperation of all County employees in achieving the
Program’s objectives.
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Civil Service Commission Responsibilities

The Placer County Civil Service Commissioners pledge their support to this Equal
Employment Opportunity Program, and in doing so, they agree to:

1‘. Establish rules for the classified service related to:

a) Recruitment

b) Examinations

c) Eligible Lists and Appointments
d) Position Classifications

e) Oral Board Panel Compositions
Wage and Salary Recommendations

instatement

2, Review minimum qua|ifications of néw and. revised elasses—ciassiﬁcations to assure
try to eliminate that-non job-related barriers which adversely impact minorities;

women-and-persons-with-disabilitiespersons in a protected class-are-eliminated.

3. Use their best effort to Assure-ensure that employment in_the classified service is
based upon merit principles and that there is no employment discrimination_in_the
classified service based on gender, gender identity and expression, sexual
orientation, race, color, ancestry, religicus—creedreligion, national -origin, physical
disability (Including HIV and AIDS), mental disability, medlcal condition (cancer or
.genetic characteristics/information), sex (including pregnancy, childbirth_and related
medical conditions), age (40 and over), military and/or veteran status, er-marital
status, or any other classification protected by federal, state, or local law .

4. - Be the final administrative level of appeal in the County’s Discrimination Gemplaint
Appeal Procedure_as set forth in Placer County Code section 3.08.110, et seq.

PersonnelHuman Resources Director Responsibilities

As_the County's Equal Employment Opportunity Coordinator, tFhe County’s
RersonnelHuman Resources Director shall be the person primarily responsible for the
implementation of the Equal Employment Opportunity Program_("Program”}. Subject to
direction from the Board of Supervisors, CEQ, and the County Civil Service Commission,
the PersennelHuman Resources Director shall:

1. Be responsible for the policy direction, and implementation, and administration of the
Program to ensure-facilitate attainment of equal employment opportunities in all
~ County departments.
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| 3:2._Develop policy statements, internal and external communications and specify the
procedures to be used in the implementation and administration of this Program.

| 4:3.__Ensure that employment standards for County positions are valid and job related.

5.4, Facilitate the Ddissemination ofe information concerning the County's Equal
- Employment Opportunity Program_and the County’s policy against Workplace

Discrimination, Harassment and Retahatlon to all County employees—and—merm

8.5 genmme-m—weplpwiﬂq—%he—Gean%y—Exeeuﬂve—QﬁieeHe—eOﬁer opportunities for.

' training programs designed to facilitate career advancement and. promotional
opportunities for all employees including nunenhes—per—seﬂs—wﬁh—dlsabiwes—and

wormen:those in a protected class.

7.6. _Review the Program annually and recommend revisions to the Board of Supervisors
through-and the Civil Service Commission, when necessary.

7. _Be-respensible-forManage the investigating-investigation of complaints of alleged
discrimination,_harassment, and retaliation, and recommending-corrective action as

described in the County’s Policy against Workplace Dlscrlmlnatlon Harassment and
Retaliation.

88,

onment information is

eppertunmes

40:9. Continue to analyze testing—procedures—and—all-other—aspeets—of-the County's
recruitment and selection processes, as well as job specifications, to try to eliminate
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48— Provide reasonable accommodation to persons with disabilities in the course of
recruitment and examination. Assure-Ensure that all testing locations are accessible
to all applicants.
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2015, Support the—Gounty-Exesutive’s—-Office; department heads and their designated

representatlves in conducting interactive process meetings for those applicants and
employees in a grotected class who request a_reasonable accommodations—for

2416, Conduct biannual analyses of the County workforce in relation to the relevant labor
market in order to identify any underutifization of protected classes. Where
underutilization is identified, work with departments, the CEO’s Office, and other
local stakeholders to correct or reduce underutilization. ’

Department Head Responsibilities

Each department head shall be responsible for implementing the Equal Employment .
Qpportunity Program (‘Program”) at the department level. The department head shall:

| 1. - Use histher best effort to Ensure—ensure that employees and applicants for
» departmental positions are appointed, trained, assigned, promoted, and demoted on
the basis of ability to perform the duties of the job.

2, Demand-of themselves and their representatives a responsuble and active role in
' realizing the objectives of the Program



Ensure that employees are aware of the-objestives-of-the Program, and the County’s
policy against Workplace Discrimination, Harassment and Retaliation.

4, Cooperate with the Pe;sanndHuman Resources Department in developing valid and
job-related employment standards, hiring and. promotional strategies, and class
specifications.

5. Provide reasonable accommodation which will enable a qualified person with a
disability,_or in another protected class -person to work.

6. Identify and work with the PerseanelHuman Resources Department and-CEQ's

office-where-applicable-to resolve any problem areas that are in conﬂlct with the
Program s obJectlves i

bost ified hoa | | i ‘ -

Gounty Employee, Agent-Contractor, Intern, and Volunteer Responsibilities

1. Understand and abide by the County’s Equal Employment Opportunity Program, and- ’

the County's policy against Workplace Discrimination, Harassment and Retaliation

l it .

engaging in unlawful discrimination, harassment, and/or retaliation-dees-net-eseur in
the wark environment.

_Respect the differences of others, act appropriately at work, and ensureavoid«
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Program Evaluation

The Gegmty_ef—ﬂaeer—mm;ns—a—eeﬂwal&ed—lge#seﬂﬂemuman Resources Department

WI|| evaluate the effectlveness Of—lt-S' iveness of-its- the County s Equal Employment Oppor’tumty Program
as follows:

1. Maintain a continuous ethnic composition analysis of all available data relating to the
County workforce-and, area population, and labor force statistics.

abore

empesed-aet«msenetebjeetwes%ewaddpeseeweet@—theunéemﬁhzaeen

32,  Maintain records of minerity-persons_in a racial or. ethnic_minority, persons with
disabilities, and women for equal employment opportunity evaluation .purposes.
These records will include applications, referrals, placements, transfers, promotions,
and terminations.
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3. Enhance the County’s hiring practices by einsuring that the medical standards_and

examinations are job related and consistent with business necessity.
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Placer County Equal Employment Opportunity Program

PROGRAM STATEMENT

Placer County is an equal opportunity employer and is committed to an active
nondiscrimination program. It is the stated policy of Placer County that harassment,
discrimination and retaliation are prohibited and that all employees, applicants, agents,
contractors, and interns/volunteers shall receive equal consideration and treatment. All
terms and conditions of employment, including but not limited to recruitment, hiring, transfer
and promotion will be based on the qualifications of the individual for the positions being
filed regardless of gender (including gender identity and expression), sexual orientation,
race, color, ancestry, religion, national origin, physical disability (Including HIV and AIDS),
mental disability, medical condition (cancer or genetic characteristics/information), age (40
or over), marital status, military and/or veteran status, sex (including pregnancy, childbirth
and related medical conditions), or any other classification protected by federal, state, or

local law.

An objective of Placer County’s Equal Employment Opportunity Program is, wherever
possible, to actively recruit and include for consideration for employment qualified
applicants including, members of minority groups, women and persons with disabilities. All
decisions of employment and promotions must be made solely on the individual's
qualifications (merit) for the job in question.

The County Human Resources Director has been designated as the Equal Employment
Opportunity Coordinator. Inquiries concerning the application of federal and state laws and
regulations should be referred to the Human Resources Director (530) 889-4060, Placer -

County Human Resources Department.

To achieve equal employment opportunity, it is necessary that each person working for the
County understands the importance of the program. Each individual is responsible to
contribute toward the success of the program and he/she will be evaluated accordingly as
to his/her performance.

Placer County will update and reaffirm this Equal Employment Opportunity Program
statement annually: ‘ ‘ ,

Date: Signed:

Chair, Civil Service Commission

Date: ‘ Signed:

Chair, Board of Supervisors



Policy Against Discrimination, Harassment and Retaliation

It is the policy of the County of Placer that employees, agents, contractors, interns, and
volunteers have a working environment free from any form of unlawful discrimination,
harassment or retaliation. The work environment should be business-like and assure fair,
courteous treatment for employees, job applicants, contractors, interns, volunteers, and the
public we serve. ’

All employees should be informed of the discrimination appeal process codified in Placer
County Code § 3.08.110 - 3.08.130, and the process to submit a complaint pursuant to the
County’s policy against Workplace Discrimination, Harassment and Retaliation. Employees
should also be assured of their right to file an appeal or complaint without fear of reprisal.
Employees, including supervisors and managers will be trained regarding behavior that
constitutes discrimination, harassment or retaliation. Employees will also understand the
importance of reporting incidents promptly to ensure that further incidents do not occur.

The Board of Supervisors expects County department heads to convey to their employees
strong disapproval of discriminatory, harassing or retaliatory behavior. All employees,
including supervisors and managers, should be clearly informed regarding behavior that
constitutes harassment, discrimination or retaliation of a protected class and the
consequences of such actions. They should be aware that discrimination, harassment or
retaliation may be grounds for disciplinary action.

Dissemination of Program

The following actions have been/will be taken to ensure effective internal and external
communication about the Equal Employment Opportunity Program (“Program”).

Internal Dissemination

1. The Human Resources Director or his/iher designee shall meet periodically with
department heads to discuss and disseminate information on the County’'s Equal
Employment Opportunity Program, facilitate implementation of the Program within
the departments, and review the bi-annual workforce analysis.

2. Placer County’s Equal Employment Opportunity Program Statement and the notices
required by state and federal law will be posted conspicuously and prominently on
employee bulletin boards in each department, and at locations where they can be
readily seen by employees and job applicants. In addition, each Department will
maintain a copy of the Program Statement and federal/state notices.

3. All employees shall be informed of the County’s Equal Employment Opportunity
Program and the County’s policy against Workplace Discrimination, Harassment and
Retaliation, and receive a copy of the Program Statement and Policy at the
orientation of new employees.



4.

All department heads and supervisors shall continue to receive updates to the Equal
Employment Opportunity Program through Human Resources and receive any
related training. '

External Dissemination

1.

A copy of the County’s Equal Employment Opportunity Program shall be supplied to
an individual or organization upon request.

The phrase “Equal Opportunity Employer” will be included in all job announcements
and recruitment publications.

All purchase orders, leases and contracts covered by or subject to Executive. Order
11246 (as amended) or its implementing rules and regulations will contain an
appropriate equal employment opportunity nondiscrimination clause therein.

The County will notify each labor union or representative with whom the County has
a collective bargaining agreement, or other contract, or memorandum of
understanding, of the County’s Equal Employment Opportunity Program and
commitment. o - o

Local organizations, including organizations promoting the employment of minorities,
women and persons with disabilities shall be sent a link to access the County’s
online job bulletin board.

Delegation of Responsibilities

Placer County has designated the responsibilities associated with the Equal Employment
Opportunity Program as follows. : .

Board of Supervisors Responsibilities

Members of the Placer County Board of Supervisors ple‘dge {heir support to the County’s
Equal Employment Opportunity Program (“Program”), and in doing so, they agree to:

1.

Provide, within budgetary limits, the necessary financial and staff support. to

~ effectively implement the Program.

Utilize available resources, both within the County and outside the County, where:
appropriate, to assist in the attainment of the Program’s objectives.

Seek the support and cooperation of all County employees in achieving the
Program’s objectives.

Civil Service Commission Responsibilities

The Placer County Civil Service Commissioners pledge their support to this Equal
Employment Opportunity Program, and in doing so, they agree to: :



Establish rules for the classified service related to:

a) Recruitment

b) Examinations

c) Eligible Lists and Appointments
d) - Position Classifications

e) Oral Board Panel Compositions

f)  Wage and Salary Recommendations

g) Promotion, Demotion, Transfer, Reinstatement
h) Leaves of Absence

'Review minimum qualifications of new and revised classifications to try to eliminate

non job-related barriers which adversely impact persons in a protected class.

Use their best effort to ensure that employment in the classified service is based
upon merit principles and that there is no employment discrimination in the classified
service based on gender, gender identity and expression, sexual orientation, race,
color, ancestry, religion, national origin, physical disability (Including HIV and AIDS),
mental disability, medical condition (cancer or genetic characteristics/information),
sex (including pregnancy, childbirth and related medical conditions), age (40 and
over), military and/or veteran status, marital status, or any other classification
protected by federal, state, or local law.

Be the final administrative level of appeal in the County’s Discrimination Appeal
Procedure as set forth in Placer County Code section 3.08.110, et seq.

Human Resources Director Responsibilities

As the County’s Equal Employment Opportunity Coordinator, the County's Human
Resources Director shall be the person primarily responsible for the implementation of the
Equal Employment Opportunity Program (“Program”). Subject to direction from the Board
of Supervisors, CEO, and the County Civil Service Commission, the Human Resources
Director shall: ~

1.

Be responsible for the policy direction, implementation, and administration of the
Program to facilitate attainment of equal employment opportunities in all County
departments. :

Develop policy statements, internal and external communications and specify the
procedures to be used in the implementation and administration of this Program.

Ensure that employment standards for County positions are valid and job related.
Facilitate' the dissemination of information concerning the County’s Equal
Employment Opportunity Program and the County’s policy against Workplace

Discrimination, Harassment and Retaliation to all County employees.

Offer opportunities for training programs designed to facilitate career advancement
and promotional opportunities for all employees including those in a protected class.



10.

11.

12.

13.

14.

15.

16.

Review the Program annually and recommend revisions to the Board of Supervisors
and the Civil Service Commission, when necessary. '

Manage the investigation of complaints of alleged discrimination, harassment, and
retaliation, and recommend corrective action as described in the County’s Policy
against Workplace Discrimination, Harassment, and Retaliation.

Establish recruitment programs to ensure that employment information is widely
disseminated.

Continue to analyze the County’s recruitment and selection processes, as well as
job specifications, to try to eliminate non-job related barriers to hiring or promoting
applicants/employees who-are members of a protected class.

Review positions prior to the need to fill in order to determine if there are positions in
the department that (a) could be filled with County employees with disabilities or
medical conditions that could reasonably be accommodated, or (b) whether there is
a need for a special skill (e.g., language) or working conditions specific to each
particular position that need to be considered prior to filling them. Coordinate items
for modifications to existing class specifications or for recruitment to meet identified

needs with the Human Resources Department. '

Conduct formal and informal orientation sessions with managerial and supervisory
personnel to promote understanding of the County’s Equal Employment Opportunity

'Program and emphasize that top management considers the Equal Employment

Opportunity Program to be important, and a priority.

Oversee the provision of training to all supervisors and managers to facilitate their
understanding of protected classes and activities under state and federal law.

Provide reasonable accommodation to persons with disabilities in the course of
recruitment and examination. Ensure that all testing locations are accessible to all

applicants.

Assume any contingent responsibilities_ necessary to ensure effective
implementation of the Equal Employment Opportunity Program.

Support department heads and their designated representatives in conducting
interactive process meetings for those applicants and employees in a protected
class who request a reasonable accommodation.

Conduct biannual analyses of the County workforce in relation to the relevant labor
market in order to identify any underutilization of protected classes. Where
underutilization is identified, work with departments, the CEQO’s Office, and other
local stakeholders to correct or reduce underutilization.



Department AHead Responsibilities

Each department head shall be responsible for implementing the Equal Employment
Opportunity Program (“Program”) at the department level. The department head shall:

1.

Use his/her best effort to ensure that employees and applicants for departmental
positions are appointed, trained, assigned, promoted, and demoted on the basis of
ability to perform the duties of the job.

Demand of themselves and their representatives a responsible and active role in
realizing the objectives of the Program.

Ensure that employees are aware of the Program, and the County’s policy against
Workplace Discrimination, Harassment and Retaliation.

Cooperate with the Human Resources Department in developing valid and job-
related employment standards, hiring and promotional strategies, and class
specifications. : '

Provide reasonable accommodation which will enable a qualified person with a
disability, or in another protected class, to work. ' _

Identify and work with the Human Resources Department to resolve any problem
areas that are in conflict with the Program’s objectives.

County Employee, Agent, Contractor, Intern, and Volunteer Responsibilities

1.

Understand and abide by the County’s Equal Employment Opportunity Program, and
the County’s policy against Workplace Discrimination, Harassment and Retaliation.

Respect the differences of others, act appropriately at work, and avoid engaging in
unlawful discrimination, harassment, and/or retaliation in the work environment.

Promptly report any violations of the Program and/or the County’s policy against
Workplace Discrimination, Harassment and Retaliation that they personally observe
or that is within their personal knowledge.

Cooperate completely in any investigation of discrimination, harassment, and/or
retaliation, and do not retaliate against complainants or witnesses.

County employees responsible for administering, monitoring, or overseeing the work

of County agents, contractors, interns, or volunteers shall use their best effort to try
to ensure the contractor, intern or volunteer does not violate County policy or the
Program.



Program Evaluation

The Human Resources Department will evaluate the effectiveness of the County’s Equal
Employment Opportunity Program as follows:

1. Maintain a continuous ethnic composition analysis of all available data relating fo the
County workforce, area population, and labor force statistics.

2. Maintain records of persons in a racial or ethnic minority, persons with disabilities,
and women for equal employment opportunity evaluation purposes. These records
will include applications, referrals, placements, transfers, promotions, and
terminations. ‘

3. Enhance the County’s hiring practices by ensuring that the medical standards and
examinations are job related and consistent with business necessity.
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TO: ‘ Civil Service Commission
FROM: Lori Walsh, Human Resources Director
BY: Kellie Craig, Executive Secretary

" DATE: November 9, 2015
SUBJECT: Work Out of Class Pay

We have received the following departmental request(s) for work-out-of-class pay extensions.
Listed below are the department(s), employee name(s), and time period(s) requested. The
Personnel Department has previously approved work-out-of-class pay and we are requesting
the Civil Service Commission approve additional extension(s) as per Placer County Code
3.08.510 C.5.c. Supporting documentation has been attached to this memo.

Department Employee Name Dates Approximate
District Attorney Jennifer Miszkewycz 11/30/15 — 01/30/16 60 days
Health & Human Services  Christina Rhodes 11/27115 — 05/27/16 180 days

- Recommendation: [t is recommended that the Civil Service Commission approve the above
work-out-of-class pay extension(s) in recognition of the duties being performed.

cc: Jeff Brown — Health & Human Services
Scott Owens — District Attorney



WORK OUT OF CLASS AGREEMENT
DEPARTMENT OF District Attorney -

TO: » Lori Walsh, Personnel Director
FROM: R. Scott Owens, District Attorney
DATE: November 9, 2015 .

SUBJECT: Request for Work Out of Class (WOC) Pay

ACTION REQUESTED

Employee’s Name: Jennifer Miszkewycz

Current Classification: Deputy District Attorney Senior

WOC Classification: Deputy District Attorney Supervisor

initial WOC Effective Date: May 30, 2015; PP #26

Requested Extension Effective Date: November 30, 2015; PP #13

Approximate Number of Days: 60

Approximate End Date (End of pp): January 30 2016; PP #17

Reason for WOC Request:

[ Fill Behind Leave of Absence [[] Peak Workload/Special Project [] Pending Reclassification/Reallocation
@ Fill Behind Retirement [] No Request to Fill Vacancy [ ] Requestto CEO to Fill Vacancy
[] Fill Behind WOC | Temporary End WOC>80-Hours Leave [] Restart WOC>80-Hours Leave
BACKGROUND

Proposition 47 passed in November 2014, changing sentences for low-level nonviolent crimes such as simple drug
possession and petty theft from felonies to straight misdemeanors. The provisions of Proposition 47 have increased the
workload for misdemeanor staff significantly. Therefore, it was necessary for the District Attorney’s office to shift some of
the experienced Attorney’s to support the Misdemeanor unit, in order to balance the size of the units with the caseloads.

One of the units experiencing a significant increase in workload, due to the passing of Proposition 47, is the Misdemeanor
unit. Jennifer Miszkewycz has-been in a work out of class assignment in the Misdemeanor unit, as a Supervising Deputy
District Attorney since June of 2015. Jennifer is filling the vacancy created when the Supervising Deputy District Attorney
retired. We are requesting to extend Jennifer's work out of class for an additional 60 days to further continue addressing
the workioad needs in the Misdemeanor unit. The District Attorney's office anticipates filing the Supervising Deputy
District Attorney classification by the approximate requested end date January 30, 2016.

RECOMMENDATION
It is therefore, recommended that Jennifer Mlszkewycz Deputy District Attorney Senior, be approved to continue to
receive WOC pay as a Deputy District Attorney Supervisor, effective November 30, 2015, Pay Period # 13 through

“January 30, 2016, Pay Period # 17.

This request comes to your Commission as it has been determined that Ms. Miszkewycz is performing duties similar to
those assigned to the Deputy District Attorney Supervisor classification. Since Ms. Miszkewycz has been working in this
out of class assignment, her additional five percent pay will continue. N

AUTHORITY

In line with the principle that an employee assigned to work in a position having discernibly higher job duties should
receive higher pay, positions within the classified service may be applicable for work-out-of-class assignment. Individual
employees maybe certified by the personnel department as being eligible for work-out-of-class pay when so assigned by
the appointing authority or designate of that appointing authority. (3.08.510)
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PROVISIONS FORWOC ASSIGNMENTS

2 @ 0 o @ ©

For evaluation purposes, employee is rated on his:or her current classification.

Evaluation rating periods are not impacted by WOC assignments.

Employee will continue to be eligible for merit increases as outlined in 3.04.650.

Employee will continue to accrue seniority in ‘his/her regular position/classification. .

Employee will contlnue to receive the benefit package associated with hisfher regular p03|t|on/clas31ftcat|on

WOC compensation will not be consxdered or. pald for ‘assignments of two workdays or less or for training
purposes.

The Department must nottfy the Personnel Department when the WOC employee has a. Ieave of.absence that
exceeds 10 ten working days since this results in-ending WOC compensation. The Department must notify
Personnel and submit the approprtate paperwork prior to conttnumg an employee in aWOC aSSIQnment upon his
or her return from leave,

Additional compensation for working out of class shall be no less than a mlnlmum of five (5) percent or exceed a

" maximum of fifteen (15) percent.

“The Department is responsnble for requestmg woc extenSIons anticipated to be beyond 180 days from the County

Executive’s Office using the Position Exception Form and process.

Employee is not to begm the work out of class assignment until certified by the Personnel Department that the
individual meets the minimum qualifications for the WOC assignment, the additional duties warrant WOC
compensatton and that the WOC compensation reqmrements have been met. .

QWM L s

Appointing Authority” Date (Le loyee ) - Y (/D#
R. Scott Owens’ S ' rinifer I_Vhszkewycz
District Attorney _ S _ Deputy District Attorney Senior

4 ASSiSZEt District Attorney
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WORK OUT OF CLASS AGREEMENT

DEPARTMENT OF HHS
TO: Lorl Walsh Human Resources Dlrector
. FROM: = . Dr Robert Oldham, Health Officer and Director of Public Health Division

DATE: November 9, 2015
SUBJECT:  Request for Work Out of Class (WOC) Pay

ACTION REQUESTED o o |
Employee’s Name: : Chrisfina Rhodes, B.S., P.H.M.

Current Classification: . Public’ Health Microbiologist
WOC Classification: ‘ Senior Public Health Microbiologist
Initial WOC Effective Date:. © May 30,2015
-Requested Extension Effective Date: November 27, 2015 .
" Approximate Number of Days: 180
_ Approximate End Date (End of pp): May 27, 2016
Reason for WOC Request; :

: CIFin Behind Leave of Absence DPeak Workload/Spemal Project [JPending Reclassification/Reallocation
[IFil Behlnd Retitement d No Reque_st to Fill Vacancy - o ‘ X Request to CEO to Fill Vacancy' :
[ Fill Behind WOC [] Temporary End WOC>80-Hours Leave '[J Restart WOC>80-Hours Leave

-BACKGROUND

Ms. Rhodes began her work out of class assignment as a Senior Public Health Microbiologist on May 30, 2015 when
the Client Services Program Supervisor retired and the Senior Public Health Microbiologist was placed in a work out of
class assignment as a Client Services Program Supervisor over the Public Health Lab. On October 2, 2015 the Senior
~ Public Health Microbiologist who was workmg out of class at the supervisory level resigned. her position, which resulted
in vacancies at both the supervisory and senior levels. The Public Health Division is requesting the extension of Ms.
Rhodes’ work out of class assignment as we recruit to fill both the Senior Public Health MICI‘ObIOlOgISt and Client

Services Program Superv:sor posmons

A Senior Public Health Mlcroblologlst is needed to train, Iead and coordlnate the work of Public Health Laboratory staff
engaged in performing microbiological testing; to exercise technical and functional superwsnon over professional staff,
provide direct supervision over technical and clerical staff members. This position requires performance of the most
" difficult and complex proféssional laboratory work. Furthermore, the Senior Public Health Microbiologist strongly
supports the Placer County Public Health Laboratory in its function to test for all high risk Environmental and Human

* Clinical Bloterrorlsm agents.

Ms. Chnstlna Rhodes is a certifid Public Health MICI’ObIOlOgISt who has worked in the Placer County Public Health
Laboratory for many years and has the experience to lead the lab staff until a permanent hire is made. :

RECOMMENDATION

Itis therefore recommended that Ms. Christina Rhodes, Public Health MICI‘OblOIOgISt continue to work out of class as a
Senior Public Health Microbiologist and be approved to receive WOC pay as a Senior Public Health Microbiologist,
effective.November 27, 2015, This WOC assignment will result in an approxnmate increase of 5 %. Consistent with the
guidelines presented under provisions for work out.of class section in ‘Chapter 3 of the County code, additional
compensatlon for workmg out of class shall be no less than a minimum of five ‘percent or exceed a maximum of fifteen

- Page 10f2



(15) percent The specific amount of the addltronal compensatron will be determined by an analysrs of the employee’s '
current classification and the proposed work out of class classification and in no case will exceed theé amount the
employee would receive if promoted. . A

AUTHORITY

In line with the principle that an employee assigned to work in a position having discernibly higher job duties should
receive higher pay, positions within the. classified service may be applicable for work-out-of-class assignment.
Individual employees maybe certified by the personnel department as being eligible for-work-out-of-class pay when so
assigned by the appointing authorrty or desighate of that appointing authority. (3.08.510)

PROVISIONS FOR WOC ASSIGNMENTS :

® ® © 9 o o

‘For evaluation purposes, employee is rated on his or her current classification.

Evaluation rating periods are not impacted by WOC assignments. - _
Employee will continue to be eligible for merit increases as outlined in 3.04.650.

. Employee will continue to accrue seniority in his/her regular position/classification. :
- Employee will continue to recejve the benefit package associated with histher regular posrtron/classrfrcatron

WOC compensation will not be considered or paid for assrgnments of two workdays or less or for trammg
purposes.

The Department must notify the Personnel Department when the WOC employee has a leave of absence that
exceeds 10 ten working days since this results in ending WOC compensation. The Department must notify

Personnel and submit the appropriate paperwork prior to continuing an employee in @ WOC assignment upon his

or her return from leave.
Additional compensation for working-out of class shall be no less than a minimum of five (5) percent or exceed a

. maximum of fifieen (15) percent.

The Department is responsible for requesting WOC extensions anticipated to be beyond 180 days from the County
Executive’s Office using the Position Excéption Form and process.

Employee is not to begin the work out of class assignment until certified by the Personnel Department that the
individual meets the minimum qualifications for the WOC assignment, the. additional duties warrant WOC

_ compensation, and that the WOC compensatron requrrements have been met

I have reviewed and 'underétand the Department and Employee responsiblilities with the requested WOC assignment and
understand the provisions set forth above and speolfled in 3.08.510 of Placer County’s Personnel Rules.

(/Z,/L\:b A /QZ/Z u/z IS“‘ | ﬂ%%@w/ﬂo L2y

Appointing Authority : Date. - - Employee ~ Date
Robert Oldham, MD ' Christina Rhodes, B.S., PHM

Director PHD, Health Officer . . Senior Public. Health Microbiologist
HHS ' . . HHS - .

Supervisor Date
Musau WaKabongo, Ph.D. PHM HCLD(ABB) .

Laboratory Director

HHS
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