
Tuesday, October 18, 2016

6:30 PM

Solano County

675 Texas Street

Fairfield, California 94533

www.solanocounty.com

Solano County Board of Supervisors Chambers

Civil Service Commission

Agenda - Final



October 18, 2016Civil Service Commission Agenda - Final

SOLANO COUNTY CIVIL SERVICE COMMISSION

Special Meeting

October 18, 2016

Tuesday - 6:30 p.m.

Board of Supervisors Chambers

TO THE PUBLIC

In compliance with the Americans with Disabilities Act (ADA of 1990), the County will 

provide accommodations for persons with disabilities who attend public meetings.  If 

you have the need for an accommodation such as interpreters or materials in 

alternative format, please contact Karen Ritter at 707-784-6180.

If you wish to address the Commission on a matter not listed on the Agenda, you may 

do so under Items from the Public.  The subject matter must be within the jurisdiction of 

the Commission.

If you wish to address any item listed on the Agenda, please submit a Speaker Card to 

the Recording Secretary of the Commission before the Commission considers the 

specific item. Cards are available on the podium in the Board Chambers.

Please limit your comments to five minutes.

For items not listed on the Agenda, please see Item #3, Items from the Public.

1. Call to Order/Roll Call

2. Pledge Of Allegiance

3. Items from the Public

This is your opportunity to address the Commission on a matter not heard on the 

Agenda, but it must be within the subject matter jurisdiction of the Commission.  Please 

submit a Speaker Card before the first speaker is called and limit your comments to five 

minutes. Items from the public will be taken under consideration without discussion by 

the Commission and may be referred to staff.

4. Approval of Minutes of the Commission

CSC 16-0026 CSC Minutes 9-14-16

CSC Minutes 9-14-2016Attachments:

 5. Communications

CSC 16-0030 Registration Amendment Public Employees Union, Local 1

Registration Amendment PEU Local 1Attachments:

6. Information Items (No Action Required by Commissioners)
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7. Additions to, or deletions from, the Agenda

8. Approval of the Agenda

SCHEDULED CALENDAR

(All items under Scheduled Calendar require Commission Action)

CSC 16-0029 Civil Service Commission hearing on an allegation of workplace 

discrimination.

CSC 16-0025 Amend the Class Specification of Library Assistant, Supervising

Library Assistant Supervising Redline

Library Assistant Supervising Final

Attachments:

CSC 16-0027 Request to establish the class of Records Coordinator.

Records Coordinator FinalAttachments:

CSC 16-0028 Request to establish the class of Pharmacy Specialist.

PharmacySpecialist - FinalAttachments:

CSC 16-0031 Request State Mediation and Conciliation Services to conduct two 

secret ballot elections regarding decertification petitions

CSC 16-0032 Receive information regarding statistical data of appeals from applicants 

or candidates who have been disqualified under Civil Service Rule 4.13.

MISCELLANEOUS ITEMS

9. Commission/Staff Comments

Adjourn

To the Civil Service Commission meeting of November 9, 2016 at 6:30 P.M., Board 

Chambers, 675 Texas Street, Fairfield, CA
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Agenda date: Final action:10/18/2016

Title: Civil Service Commission hearing on an allegation of workplace discrimination.

Governing body: Civil Service Commission

District:

Attachments:

Action ByDate Action ResultVer.

HUMAN RESOURCES' RECOMMENDATION:

The Director of Human Resources recommends that the Civil Service Commission schedules a hearing to
hear the allegation of workplace discrimination.

SUMMARY:

In November 2015, the County’s Equal Employment Opportunity (EEO) Officer received a complaint alleging
that the employee (“Employee E”) was not promoted on the basis of sex discrimination. The County
investigated the allegation through the use of an outside, independent investigator (attorney) and, at its
conclusion, provided a finding to the employee. On September 15, 2016, the employee’s representative filed
an appeal to the Civil Service Commission. The matter before the Commission today is to set the hearing
date(s).

DISCUSSION:

The appeal is filed under Civil Service Rule 1.034, Civil Service Commission Hearing (Final Administrative
Review Level), paragraph B, Hearing by the Civil Service Commission, which reads:

1. Within thirty (30) calendar days of the receipt of the request for a hearing, the Civil Service
Commission shall schedule a hearing.

2. The hearing shall be conducted in conformance with Section XIII of these rules.

3. The Civil Service Commission shall take all evidence and testimony into account prior to rendering
a final disposition regarding the complaint. The Civil Service Commission shall then render a final
disposition within ten (10) calendar days.

Consistent with Civil Service Rule Section XIII, Civil Service Commission Hearings, and consistent with prior
Commission hearings, I will recommend:

1. The Commission adjourns to a closed (non-public) session with attendees of the Commission,



File #: CSC 16-0029, Version: 1

1. The Commission adjourns to a closed (non-public) session with attendees of the Commission,
Executive Secretary, Counsel, recording secretary, court reporter (if any), authorized County
representative(s), “Employee E” and her authorized union representative.

2. Any witness(es), public members and others would not be in attendance of the closed session.

3. The moving party (in this instance, the employee/union) presents evidence first.[1]

4. The responding party (in this instance, the County) follows the employee/union presentation.

5. The Commission may ask questions at each stage.

6. The Commission retires to weigh the evidence, discuss the merits and makes its decision. After
making its decision, the President reconvenes the Commission in public session and announces its
decision.

ALTERNATIVES:

Similar to prior allegations of workplace discrimination, the Commission could elect to appoint a hearing officer
(Civil Service Rule 1.034, Civil Service Commission Hearings (Final Administrative Review Level), paragraph
C, Hearing by a Hearing Officer). In this instance, the Director of Human Resources recommends that the
Commission hears the matter directly and not appoint a hearing officer.

OTHER AGENCY INVOLVEMENT:

None.
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HUMAN RESOURCES' RECOMMENDATION:

The Department of Human Resources (Human Resources) recommends the Civil Service Commission amend
the class of Library Assistant, Supervising.

SUMMARY:

The Solano County Library uses the class of Library Assistant, Supervising, to plan, organize and supervise
clerical and technical level library services staff. The last revision of this class specification was over 13 years
ago. Human Resources is proposing to amend the Library Assistant, Supervising classification to more
accurately reflect a clear description of the essentials duties, required knowledge, skills and abilities, and to
revise the minimum qualification requirements.

DISCUSSION:

On November 12, 2003, the Civil Service Commission approved the Library Assistant, Supervising class
specification, which has not been revised since adoption. Library Services submitted a request to Human
Resources to review the class specification for Library Assistant, Supervising. The requested changes will
offer internal employees multiple pathways for career advancement, and external applicants more
opportunities for employment with Solano County. The proposed revisions will update the knowledge, skills
and abilities, broaden the minimum qualifications, and update the class specification into the current standard
format.

Copies of the proposed class and the revised class specifications are attached.

ALTERNATIVES:

The Civil Service Commission could elect not to approve the proposed class specification amendments.
However, this is not recommended as the Library has requested the updates to ensure that the class
specification reflects a clear and accurate description of the duties and responsibilities of the position and

http://solano.legistar.com:443/View.ashx?M=F&ID=4722451&GUID=0239C91B-1BF9-436F-A17F-445EBBB6EC7F
http://solano.legistar.com:443/View.ashx?M=F&ID=4722452&GUID=EC720AA2-C892-465B-8129-53D7A8CC71BA
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revises the minimum qualifications.

OTHER AGENCY INVOLVEMENT:

Human Resources worked with the Library in revising the class specification. The Library Assistant,
Supervising class specification is represented by SEIU, Local 1021 (Union). On August 30, 2016, the County
representatives met with SEIU’s representatives, and during the meeting, the proposed class specification
revisions were discussed and some changes made. The County concluded the meet and confer process as
required under Government Code Section 3500 et al. The designated SEIU, Local 1021 Union representative
was provided final draft copy of the revised classification.



COUNTY OF SOLANO 
CLASS SPECIFICATION 

LIBRARY ASSISTANT, SUPERVISING 

 

 Est. 10/03 

 

DEFINITIONCLASS SUMMARY: 

 

Under direction, plans, organizes and supervises clerical and technical level library services.; 

performs related duties as required.   

 

DISTINGUISHING CHARACTERISTICS: 

 

This class is responsibility for providing first-line supervising over clerical and technical level 

library work primarily in circulation and computer center services.  Incumbents have overall 

responsibility for planning, organizing, supervising and evaluating the work of library support 

staff.  Successful performance of the work requires the use of considerable independence, 

initiative, and discretion within established guidelines.  This class is distinguished from the:   

 senior Library Assistant (Senior) class in that the latter arewhich  expected to performs a 

variety of specialized technical level tasks and to provides lead worker guidance in the 

support of library operations.;  This class is also distinguished from the  

 Library Associate class in that the latter arewhich is expected to provide 

paraprofessional level reference and program services;s. 

 Librarian (Supervising) plans, organizes, supervises and participates in the work of a 

library section or a library branch; manages budgets for collections or periodicals. 

  

SUPERVISION RECEIVED AND EXERCISED: 

 Supervision is provided by a Librarian (Supervising). 

 Employees in this class supervise employees in clerical or technical classes primarily in 

circulation and computer center services.  

 

EXAMPLES OFESSENTIAL DUTIES:  This class specification represents the core area of 

responsibilities; specific position assignments will vary depending on the needs of the 

department. 

 

Depending on the assignment, duties may include but not be limited to the followingPerforms 

supervisory duties such as: 

 sSupervises, assigns, directs,  and evaluates and reviews the work of staff engaged in 

clerical and technical library wwork primarily in circulation and computer center services 

and support activities in accordance with departmental policies.                                                                                              

 reviews work prepared by staff. 

 Pplans,  schedules and assigns clerical and support work to maintain desired service 

levels during library hours.  

 establishes  f acceptable work  and evaluates performance; 
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 reviews work and recognizes employees’ work efforts and accomplishments; 

 interviews applicants and recommends selections; 

 reviews and approves timesheets and requests for leave; 

 tTrains new staff in the duties and tasks of their jobs as well as library policies and 

procedures; arranges on-going training so staff can stay current with job related skills;  

 assists in the development and delivery of in-service training workshops;  

 may train and supervise volunteers; and. 

 communicates supports and enforces County and Department policies and procedures 

including those related to equal opportunity and to safety. 

 mMaintains and prepares statistical reports; oversees all monetary transactions; verifies, 

updates and enters library information in databases and other filing systems. 

 aAssists with facility and equipment maintenance; coordinates and oversees the booking 

of meeting, conference and group study rooms as well as the set-up and take-down of 

these rooms for library programs and use by outside groups or organizations. 

 aAssists in the development and maintenance of procedure manuals. 

 aAssists in developing budget requirements for supervised sections. 

 Mmay oversee assigned library facility and/or staff in the absence of a supervisor or 

division head or in other special circumstances. 

 conducts outreach in the community to promote library services and programs; and, 

 performs other duties as assigned. 

 

QUALIFICATION GUIDELINES 

EDUCATION AND/OR EXPERIENCE: 

1. High school diploma, GED, or equivalent  

2. Experience:  Either (1):  One year as a Library Assistant (Senior) oOr  

 3. (2):  Three years of full-time clerical and/or technical experience in a California public 

library, and One year of lead or supervisory work experience in any field (may be 

inclusive of or distinct from the required clerical and/or technical experience) .  Three 

years of clerical and technical library experience providing direct customer service 

including one year of lead or Senior Library Assistant experience. 

 

 

Education:  High school diploma, GED, or equivalent. 

 

Note:  One year of clerical and/or technical experience in a public library may be substituted 

with an Associate of Arts degree from an accredited college or university. with major course 

work in library science. 

 

LICENSING, CERTIFICATION AND REGISTRATION REQUIREMENTS: 

 Possession of or ability to obtain a valid Class C California driver’s license may be 

required for some positions. Some positions in this class will require applicant to 

possess a valid California driver’s license, Class C, by the time of appointment. 

  

 

REQUIRED KNOWLEDGE, SKILLS AND /ABILITIES 
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Knowledge of: 

 Working knowledge of basic supervisory practices and principles including selection, 

training, work planning, evaluation and discipline of staff. 

 Standard and accepted principles and practices of supervision, leadership, motivation, 

team building, organization, training, and conflict resolution. 

 Working knowledge of gGeneral library methods and procedures including basic data 

processing applications and automated systems used in library support activities. 

 

 Working knowledge of pEffective customer servicePublic contact techniques. 

 

 Working knowledge of bBasic budgetary principles and practices. 

 

 Working knowledge of Mmodern office methods, procedures, and equipment, personal 

computers and software. 

  

 English composition, spelling, grammar, vocabulary and punctuation for both written and 

oral communications. 

  

 Formats and appropriate terminology for written communications such as reports, 

memorandum, and records.  

 

Skill and/or Ability to:  

 Supervise, evaluate, train and develop staff and organize and manage their work. 

 pPerform complex clerical work and assist customers in the use of library resources and 

equipment;  

 sSchedule and train staff to work in the various services areas;  

 pPlan, organize and conduct training sessions;  

 pPrepare and maintain complete and accurate reports and records;  

 iInterpret and apply library procedures and policies;  

 eExercise sound independent judgement within established guidelines;  

 uUnderstand and follow oral and written instructions;  

 uUse a computer;  

 Wwork a flexible schedule;  

 wWork under pressure and meet short deadlines; 

  Ccommunicate effectively both verbally and in writing;  

 eExercise tact and diplomacy;  

 eEstablish and maintain cooperative working relationships. 

 

SPECIAL REQUIREMENTS 

 

Possession of or ability to obtain a valid Call C California driver’s license may be required. 

 

PHYSICAL REQUIREMENTS: 

 

 Mobility and Dexterity:  Positions in the class typically require stooping, kneeling, 
reaching, standing, walking, fingering, grasping, feeling (i.e. sense of touch), and 

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...

Formatted ...



repetitive motion.  Tasks may involve extended periods of time at a keyboard or 
workstation. 

 Lifting, Carrying, Pushing and Pulling – Light Work:  Employees in this class will be 
exerting up to 20 pounds of force occasionally and/or up to 10 pounds of force 
frequently, and/or a negligible amount of force constantly to move objects. 

 Vision:  Positions in this class may require the employee to have close visual acuity, with 
or without correcting, to prepare and analyze data and figures, transcribe, view a 
computer, read, etc.  Some tasks may require the ability to perceive and discriminate 
colors or shades of colors, depth, and visual cures or signals.  Positions in this class also 
may require employees to have depth perception in order to operate motor vehicle. 

 Hearing/Talking:  Positions in this class may require the employee to perceive the nature 
of sounds at normal speaking levels with or without correction, and may have the ability 
to receive detailed information through oral communication.  Positions in this class may 
require  the employee to express or exchange ideas by means of the spoken word. 

 

WORKING CONDITIONS: 

 Office Work:  Employees in this class will most often be working in an office setting.  

 Traffic Hazards:  Employees in his class may be required to operate a vehicle and thus 
will be subject to traffic hazards while driving. 

 Disruptive/Confrontational Human Contacts:  employees in this class may be subject to 
disruptive and confrontational people. 

 

SUPPLEMENTAL INFORMATIONOTHER REQUIREMENTS:  
 

 Background Checks:  The County may conduct a background check and a reference 
check on candidates prior to appointment to a position within this class.  The background 
check may include the State of California Department of Justice, the Federal Bureau of 
Investigation, the Child Abuse Central Index and criminal checks in any City/County 
where the applicant has live, worked or attended school. 

 Independent travel:  Employees may be required to travel independently, for example, to 
assess properties, to attend meetings with other County employees, to attend meetings 
with community organizations, etc. 

 

Independent travel may be required. 

 Hours of Work:  Incumbents may be required  

Willingness to work evenings, Saturdays and Sundays at any library branch or division, as 

assigned. 

 

 

 

 

 

________________________                                          +_______________ 

Department Head      Date 

 

 

Est. 9/03 

CLASS HISTORY AND CLASS INFORMATION: 

 Date Approved by the Civil Service Commission: November 2003 

 Date Adopted by the Board of Supervisors: December 2003 
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COUNTY OF SOLANO 
CLASS SPECIFICATION 

LIBRARY ASSISTANT, SUPERVISING 

 

  

CLASS SUMMARY: 

Under direction, plans, organizes and supervises clerical and technical level library services.   

 

DISTINGUISHING CHARACTERISTICS: 

 Library Assistant (Senior) class which  performs a variety of specialized technical level 

tasks and  provides lead worker guidance in the support of library operations;   

 Librarian (Supervising) plans, organizes, supervises and participates in the work of a 

library section or a library branch; manages budgets for collections or periodicals. 

  

SUPERVISION RECEIVED AND EXERCISED: 

 Supervision is provided by a Librarian (Supervising). 

 Employees in this class supervise employees in clerical or technical classes primarily in 

circulation and computer center services.  

 

ESSENTIAL DUTIES:  This class specification represents the core area of responsibilities; 

specific position assignments will vary depending on the needs of the department. 

 

Performs supervisory duties such as: 

 supervises, assigns, directs, evaluates and reviews the work of staff engaged in clerical 

and technical work and support activities in accordance with departmental policies.                                                                                              

 plans, schedules and assigns clerical and support work to maintain desired service 

levels during library hours.  

 recognizes employees’ work efforts and accomplishments; 

 interviews applicants and recommends selections; 

 reviews and approves timesheets and requests for leave; 

 trains new staff in the duties and tasks of their jobs as well as library policies and 

procedures; arranges on-going training so staff can stay current with job related skills;  

 assists in the development and delivery of in-service training workshops;  

 may train and supervise volunteers; and 

 communicates supports and enforces County and Department policies and procedures 

including those related to equal opportunity and to safety 

 maintains and prepares statistical reports; oversees all monetary transactions; verifies, 

updates and enters library information in databases and other filing systems. 

 assists with facility and equipment maintenance; coordinates and oversees the booking 

of meeting, conference and group study rooms as well as the set-up and take-down of 

these rooms for library programs and use by outside groups or organizations. 

 assists in the development and maintenance of procedure manuals. 

 assists in developing budget requirements for supervised sections. 



 may oversee assigned library facility and/or staff in the absence of a supervisor or 

division head or in other special circumstances. 

 conducts outreach in the community to promote library services and programs; and, 

 performs other duties as assigned. 

 

EDUCATION AND/OR EXPERIENCE: 

1. High school diploma, GED, or equivalent  

2. One year as a Library Assistant (Senior) or  

3. Three years of full-time clerical and/or technical experience in a public library, and One 

year of lead or supervisory work experience in any field (may be inclusive of or distinct 

from the required clerical and/or technical experience).   

 

Note:  One year of clerical and/or technical experience in a public library may be substituted 

with an Associate of Arts degree from an accredited college or university. 

 

LICENSING, CERTIFICATION AND REGISTRATION REQUIREMENTS: 

 Possession of or ability to obtain a valid Class C California driver’s license may be 

required for some positions.  

 

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES 

Knowledge of: 

 Standard and accepted principles and practices of supervision, leadership, motivation, 

team building, organization, training, and conflict resolution. 

 General library methods and procedures including basic data processing applications 

and automated systems used in library support activities. 

 Effective customer service techniques. 

 Basic budgetary principles and practices. 

 Modern office methods, procedures, equipment, personal computers and software. 

 English composition, spelling, grammar, vocabulary and punctuation for both written and 

oral communications. 

 Formats and appropriate terminology for written communications such as reports, 

memorandum, and records.  

 

Skill and/or Ability to:  

 Supervise, evaluate, train and develop staff and organize and manage their work. 

 Perform complex clerical work and assist customers in the use of library resources and 

equipment;  

 Schedule and train staff to work in the various service areas;  

 Plan, organize and conduct training sessions;  

 Prepare and maintain complete and accurate reports and records;  

 Interpret and apply library procedures and policies;  

 Exercise sound independent judgement within established guidelines;  

 Understand and follow oral and written instructions;  

 Use a computer; 

 Work a flexible schedule;  

 Work under pressure and meet short deadlines; 



 Communicate effectively both verbally and in writing;  

 Exercise tact and diplomacy;  

 Establish and maintain cooperative working relationships. 

 

PHYSICAL REQUIREMENTS: 

 Mobility and Dexterity:  Positions in the class typically require stooping, kneeling, 
reaching, standing, walking, fingering, grasping, feeling (i.e. sense of touch), and 
repetitive motion.  Tasks may involve extended periods of time at a keyboard or 
workstation. 

 Lifting, Carrying, Pushing and Pulling – Light Work:  Employees in this class will be 
exerting up to 20 pounds of force occasionally and/or up to 10 pounds of force 
frequently, and/or a negligible amount of force constantly to move objects. 

 Vision:  Positions in this class may require the employee to have close visual acuity, with 
or without correcting, to prepare and analyze data and figures, transcribe, view a 
computer, read, etc.  Some tasks may require the ability to perceive and discriminate 
colors or shades of colors, depth, and visual cures or signals.  Positions in this class also 
may require employees to have depth perception in order to operate motor vehicle. 

 Hearing/Talking:  Positions in this class may require the employee to perceive the nature 
of sounds at normal speaking levels with or without correction, and may have the ability 
to receive detailed information through oral communication.  Positions in this class may 
require  the employee to express or exchange ideas by means of the spoken word. 

 

WORKING CONDITIONS: 

 Office Work:  Employees in this class will most often be working in an office setting.  

 Traffic Hazards:  Employees in his class may be required to operate a vehicle and thus 
will be subject to traffic hazards while driving. 

 Disruptive/Confrontational Human Contacts:  employees in this class may be subject to 
disruptive and confrontational people. 

 

OTHER REQUIREMENTS:  

 Background Checks:  The County may conduct a background check and a reference 
check on candidates prior to appointment to a position within this class.  The background 
check may include the State of California Department of Justice, the Federal Bureau of 
Investigation, the Child Abuse Central Index and criminal checks in any City/County 
where the applicant has live, worked or attended school. 

 Independent travel:  Employees may be required to travel independently, for example, to 
assess properties, to attend meetings with other County employees, to attend meetings 
with community organizations, etc. 

 

Hours of Work:  Incumbents may be required to work evenings, Saturdays and Sundays at 

any library branch or division, as assigned. 

 

CLASS HISTORY AND CLASS INFORMATION: 

 Date Approved by the Civil Service Commission: November 2003 

 Date Adopted by the Board of Supervisors: December 2003 

 Date(s) Revised: N/A 

 Date(s) Retltled and Previous Titles of Class: 

 Class Code: 745020 
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HUMAN RESOURCES' RECOMMENDATION:

The Department of Human Resources (Human Resources) recommends the Civil Service Commission
establish the class of Records Coordinator.

SUMMARY:

The Records Coordinator classification will be utilized to coordinate the Countywide Records Information
Management (“RIM”) Program. The RIM program will require the Records Coordinator to develop and
implement records management services, oversee electronic document content programs, implement
standards to safeguard the County’s records, and oversee the conversion of paper-based records to electronic
format. The Records Coordinator will also ensure compliance with the Records and Information Management
Governance Policy for the creation, processing, retention, and ultimate disposition of paper and electronic
records.

DISCUSSION:

The Records Coordinator classification was created in response to the Board of Supervisors addition of the to
be determined “TBD” position as part of the adopted budget in order to accomplish the goal of converting the
County’s records to electronic format.

The Records Coordinator will, under general supervision, plan, develop, administer and implement document
support functions that affect all County departments. This will include ensuring that the County is in
compliance with Records and Information Management Governance Policy, administering work streams for
the County’s RIM program, and overseeing County records/electronic documents and scanning functions
associated with a digital mail room.

Copies of the proposed class specification are attached.

ALTERNATIVES:

The Civil Service Commission could elect not to establish the proposed class specification of Records

http://solano.legistar.com:443/View.ashx?M=F&ID=4722455&GUID=FBDC0A6C-17B2-4735-B2C5-A53DB5CB19B8
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The Civil Service Commission could elect not to establish the proposed class specification of Records
Coordinator. However, this is not recommended as the General Services Department has requested this new
classification and the Board of Supervisors approved adding one position in the FY2016/17 Budget.

OTHER AGENCY INVOLVEMENT:

Human Resources worked with the General Services Department in creating and revising the Records 
Coordinator class specification.  The Records Coordinator class is represented by SEIU, Local 1021 (Union) 
and on July 21, 2016, the Union’s Regional Field Director was provided the proposed class specifications for 
review.  Following rescheduling then cancelling a meeting, the Union indicated that they no longer wished to 
meet and confer over the new class.



COUNTY OF SOLANO 
CLASS SPECIFICATION 

RECORDS COORDINATOR 
Effective Date:  XX/XX/XXXX 

 

CLASS SUMMARY: 

Under general supervision, plans, develops, administers and implements document support 

functions that affect all county departments and includes; (1) ensuring Records and Information 

Management Governance Policy  compliance regarding document production, distribution, 

retention, and disposition; (2) administering work streams for the County’s Records and 

Information Management (RIM) Program; (3) overseeing County records/electronic documents 

and scanning functions associated with a digital mail room. 

 

DISTINGUISHING CHARACTERISTICS: 

This class is distinguished from the: 

 Central Services Manager class which plans, organizes and manages the functions of 
central purchasing, mail services, duplicating and printing, records management, and 
surplus property; serves as Assistant purchasing Agent for the County; and serves a 
member of the County’s senior management team. 

 

SUPERVISION RECEIVED AND EXERCISED: 

 Supervision is provided by the Central Services Manager. 

 

ESSENTIAL DUTIES: This class specification represents the core area of responsibilities; 

specific position assignments will vary depending on the needs of the department. 

 

 Manages the Countywide Records and Information Management (RIM) Program by: 

 overseeing and assisting in the development and implementation of records 
management services; 

 overseeing the Electronic Document Content (EDC) programs; 

 implementing standards to safeguard the County’s records regardless of the medium 
(paper or electronic);  

 overseeing the conversion of paper-based records to electronic format;  

 developing standards and guidelines to keep electronic records in an accessible format;  

 leveraging scanning capabilities and software applications to accomplish conversion and 
maintenance of accessible electronic records; and 

 recommending ongoing records management improvements including best practices, 
technology applications, operational effectiveness, and training. 

 Serves as liaison to County departments and provides technical records management 
assistance tailored to Department needs consisted with approved RIM, EDC and records 
retention governance standards, policies and procedures. 
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 Identifies, facilitates and ensures compliance with the Records and Information 
Management Governance Policy for the creation, processing, retention and ultimate 
disposition of paper and electronic records; monitors legislative proposals and advises 
County regarding impacts of proposed legislation as it pertains to programs of responsibility; 
and maintains and revises the Countywide records retention schedule, records transfer and 
disposal schedules in collaboration with County Counsel. 

 Facilitates development and maintenance of electronic filing systems to meet administrative, 
legal and financial requirements. 

 Upon direction, assists with the research and retrieval of public records requests, including 
historical records.  

 Provides support and consultation regarding best practices of records management to 
departments that have legal responsible control over records. 

 Monitors and makes recommendations to the Central Services Manager for the annual 
operational budgets for the Central Services Records Management Budget Unit, including 
mid-year and third quarter projections. 

 May represents the office and the County in meetings with the public. 

 Attends offsite training as required. 

 Performs other duties of a similar nature or level as assigned. 

 

EDUCATION AND EXPERIENCE: 

Option I:  

 Education:  Associate’s degree or higher from an accredited college or university with a 

major in Information Management, Library Science, Computer Science, Business or 

Public Administration or a closely related field;  

AND 

 Experience:  Two years of full-time paid experience in records and information 

management, including archival records and electronic document management.  

 

Option II: 

Possession of one or more of the following certifications may be substituted for the education 
and experience requirements listed above: Certified Records Manager (CRM) or equivalent as 
accredited by the Institute of Certified Records Manager (ICRM) or Association of Records 
Manager and Administrators. 

 

LICENSING, CERTIFICATION AND REGISTRATION REQUIREMENTS: 

 Applicants are required to possess a valid California Driver’s License, Class C.  

 

Note:  All licenses, certificates and registrations must be kept current while employed in this 
class. This may include the completion of continuing education units to maintain the required 
registration in good standing.  Employees must keep their licenses, certifications and 
registrations current and failure to do so may constitute cause for personnel action in 
accordance with Civil Service Rules or applicable bargaining agreement. 
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REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 

 Laws, regulations and policies pertaining to records management and electronic content 
management, mail services processing and delivery, retention and destruction of government 
records, privacy rights and requirements for working with confidential records. 

 Technology and information systems pertaining to records and electronic content document 
management (including archival document and collections management), mail-courier 
services, and office administration. 

 Research techniques and information sources with local governments, libraries, and 
archives.  

 Communicate clearly both orally and in writing. 

 Customer service techniques for dealing with customers. 

 English composition, spelling, grammar, vocabulary, and punctuation for both written and 
oral communications.  

 Formats and appropriate terminology for written communications such as business 
correspondence, policies, procedures and narrative reports. 

 Basic mathematics for developing, preparing and completing numerical and/or statistical 
reports.   

 Standard office procedures, practices, equipment, personal computers, and software. 

 

 Skill and/or Ability to:  

 Develop and implement operational procedures. 

 Identify and analyze administrative problems and implement operational changes. 

 Understand, interpret and apply applicable laws, regulations and policies and use good 
judgment in their application.  

 Research laws, regulations, procedures and/or technical reference materials; analyze, 
evaluate and interpret the data gathered; draw logical conclusions; develop reasonable and 
deliverable options, make appropriate recommendations; and implement the resultant 
change effectively. 

 Manage a variety of simultaneous work projects and carry them through to successful 
completion. 

 Communicate information and ideas clearly and concisely, both orally and in writing. 

 Work with and speak to various cultural and ethnic individuals and groups in a tactful and 
effective manner. 

 Represent the office in meetings with representatives from various County and non-County 
organizations, with local businesses, with customers, and/or with the general public. 

 Establish good relationships with the public and with customers and provide customer 
service that meets and exceeds unit goals and expectations. 

 Prepare a variety of written communications to include reports, policies and procedures. 

 Maintain accurate records and document actions taken. 

 Perform a variety of technical and specialized tasks and functions in an independent, 
competent and timely manner. 
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 Maintain confidentiality of records and information per pertinent laws/regulations. 

 Use modern office equipment to include computers and related software applications. 

 

PHYSICAL REQUIREMENTS: 

 Mobility and Dexterity:  This class typically requires employees to perform the following: 
stooping, kneeling, reaching, standing, walking, fingering, grasping, feeling (i.e. sense of 
touch), and repetitive motion.   

 Lifting, Carrying, Pushing and Pulling -- Medium work:  This class typically requires 
employees to perform the following: exerting up to 50 pounds of force rarely, and/or up to 20 
pounds of force frequently, and/or up to 10 of force constantly to move objects.   

 Vision:  This class typically requires employees to have close visual acuity, with or without 
correction, to prepare and analyze data and figures, transcribe, view a computer terminal, 
read, etc.  This class requires employees to have depth perception in order to operate a 
motor vehicle. 

 Hearing/Talking:  This class typically requires employees to perceive the nature of sounds at 
normal speaking levels with or without correction, and have the ability to receive detailed 
information through oral communication.  Employees in this class are also required to be 
able to communicate to express or exchange ideas. 

 

WORKING CONDITIONS: 

 Office Work:  Employees in this class will most often be working in an office setting.  

 Work in an Industrial Area:  Employees in this class will make periodic site visits to off-site 
locations to observe storage locations for County’s inactive records and thus will be subject 
to exposure to moving mechanical parts, inadequate lighting, intense noise, fumes, odors, 
and dust. 

 Traffic Hazards:  Employees in this class will be required to operate a vehicle and thus will 
be subject to traffic hazards while driving.  

 Disruptive/Confrontational Human Contacts:  Employees in this class may be subject to 
disruptive or confrontational people.  

 

OTHER REQUIREMENTS: 

 Background Checks: The County may conduct a background check and a reference check 
on candidates prior to appointment to a position within this class.  The background check 
may include the State of California Department of Justice, the Federal Bureau of 
Investigation (FBI), the Child Abuse Central Index (CACI), and criminal checks in any 
City/County where the applicant has lived, worked or gone to school. 

 Independent Travel:  Incumbents are required to travel independently, for example, to 
perform work at other work sites, to attend meetings with other County employees, to attend 
meetings with community organizations, etc. 

 

CLASS HISTORY AND CLASS INFORMATION: 

 Date Approved by the Civil Service Commission: 

 Date Adopted by the Board of Supervisors: 

 Date(s) Revised: 
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 Date(s) Retitled and Previous Titles of the Class: 

 Class Code: 
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HUMAN RESOURCES' RECOMMENDATION:

The Department of Human Resources (Human Resources) recommends the Civil Service Commission
establish the class of Pharmacy Specialist.

SUMMARY:

The Pharmacy Specialist classification will be utilized to coordinate the development, implementation,
maintenance and evaluation of the Strategic National Stockpile Pharmaceutical Program Plan for Solano
County. The Pharmacy Specialist develops, reviews and maintains the program’s Medical Countermeasure
Management Plan and supporting documentation for the annual State Technical Assistance Review; and
develops program proposals to meet State and Federal funding requirements.

DISCUSSION:

This work has been performed for the County by contract to date. However, the work is ongoing and it is
appropriate to create a new classification to have this work performed by a County staff member.

The Pharmacy Specialist will, under supervision, participate in preparation for medical emergencies to include
developing drills and exercises, such as discussion-based exercises and operations-based exercises
compliant with the Homeland Security Exercise and Evaluation Program. Then, during emergency medical
situations, the Pharmacy Specialist coordinates with healthcare community partner organizations to account
for and control items procured rapidly and effectively dispense items, such as vaccines.

Copies of the proposed class specification are attached.

ALTERNATIVES:

The Civil Service Commission could elect not to establish the proposed class specification of Pharmacy
Specialist. However, this is not recommended as the Health and Social Services Department has requested
this new classification and will ask the Board of Supervisors to add one position in the FY2016/17 Mid-year

http://solano.legistar.com:443/View.ashx?M=F&ID=4722457&GUID=B7C48357-E81A-4C91-8382-7CE67D52526F
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Budget resolution.

OTHER AGENCY INVOLVEMENT:

Human Resources worked with the Health and Social Services Department in creating and revising the
Pharmacy Specialist class specification. The Pharmacy Specialist class is represented by SEIU, Local 1021
(Union) and on September 14, 2016, the Union’s Regional Field Director was provided the proposed class
specification for review. On September 29, 2016, since the Union affirmed that they did not have any
objections and did not wish to meet and confer on the new class specification, the County sent a close out
letter to the Union’s Regional Field Director.
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COUNTY OF SOLANO 
CLASS SPECIFICATION 

PHARMACY SPECIALIST 
Effective Date:  XX/XX/XXXX 

 

CLASS SUMMARY: 

Under general supervision, coordinates the development, implementation, maintenance and 

evaluation of the Strategic National Stockpile (SNS) Pharmaceutical Program Plan for Solano 

County; develops, reviews and maintains the program’s Medical Countermeasure Management 

Plan and supporting documentation for the annual State Technical Assistance Review; and 

develops program proposals to meet State and Federal funding requirements. 

 

DISTINGUISHING CHARACTERISTICS: 

This class is distinguished from the: 

 Health Services Manager class which organizes, directs and supervises the activities of 
one or more health clinic(s) or public health program(s) to serve a population group 
within the County and assists in the development, implementation and evaluation of 
policies and procedures related to clinic operations and/or program activities; and the 

 Emergency Medical Services Coordinator class which plans, organizes and evaluates 
basic and advanced pre-hospital life support components of the Solano County Emergency 
Medical Services (EMS) System; researches and makes recommendations regarding pre-
hospital care services based on laws and regulations; and writes and reviews new policy 
related to paramedics, EMT’s and other pre-hospital personnel. 

 

SUPERVISION RECEIVED AND EXERCISED: 

 Supervision is provided by a supervisor or manager in the Emergency Services Bureau in 

the Medical Services Division, Department of Health and Social Services. 

  No supervision is exercised over others.   

 

ESSENTIAL DUTIES: This class specification represents the core area of responsibilities; specific 

position assignments will vary depending on the needs of the department. 

 Coordinates the development, implementation, maintenance, and evaluation of the Strategic 

National Stockpile (SNS) Pharmaceutical Program Plan for Solano County and develops 

reviews, and maintains the program’s Medical Countermeasure Management (MCM) Plan 

and supporting documentation for the annual State Technical Assistance Review by 

performing the following: 

 developing program proposals to meet State and Federal funding requirements;  

 administering and overseeing specially funded activities and functions related to the 

above plans; 

 developing drills and exercises, such as discussion-based exercises and operations-

based exercises compliant with the Homeland Security Exercise and Evaluation 

Program; preparing after-action reports and coordinating corrective action plans;  
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 maintaining and updating related policies and procedures for the Strategic National 

Stockpile (SNS) Pharmaceutical Program Plan and the Medical Countermeasure 

Management (MCM) Plan; 

 working closely with Federal, State and local planning partners to ensure integration of 

response plans, and communication plans; 

 developing and providing training to healthcare community partner organizations, such 

as just-in-time training procedures for Point of Dispensing (POD) operations;  

 conducting annual Local Technical Assistance Reviews;  

 providing pharmaceutical-based information to the Division leadership; 

 working in coordination with healthcare community partner organizations to establish 

Point of Dispensing (POD) sites within Solano County to achieve rapid and effective 

dispensing of SNS and MCM materials; 

 developing and implementing plans and procedures for the receipt, staging, storing, 

dispensing, responding to recalls, removing due to expiration, etc. of pharmaceuticals 

and materials; and  

 planning for and coordinating the transportation and dispensing of SNS/MCM 

pharmaceuticals and supplies. 

 Managing inventory to account for and control items procured, including control and 

management of vaccine, antivirals, and antibiotics. 

 Working with Division leadership to secure and properly make available vaccines at 

vaccination clinic drills/exercise as required by grant deliverables. 

 Preparing reports including data on registered users and activity and updates made to the 

SNS plan. 

 May consult with pharmacists employed by the California Department of Public Health to in 

providing guidance and direction to local health jurisdictions. 

 May measure, pour, weigh and count medicines  

 Performs other duties of a similar nature or level as assigned. 

 

EDUCATION AND EXPERIENCE: 

 Education:  One of the following:  

Associate’s degree or higher from an accredited college with a major in Pharmacy 

Technology,  

OR 

Completion of a course of training specified by the State of California Board of Pharmacy,  

OR 

Graduation from a school of pharmacy recognized by the Board of Pharmacy,  

OR  

Certification by the Pharmacy Technician Certification Board 

AND 

 Experience:  Two years of full-time paid experience as a Pharmacy Technician preferably in 

a public health facility or hospital setting, preferably including at least one year of experience 

in an emergency or disaster planning environment.  
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 LICENSING, CERTIFICATION AND REGISTRATION REQUIREMENTS: 

 Applicants are required to possess a valid California Pharmacy Technician license issued by 

the California Department of Consumer Affairs, Board of Pharmacy. 

 Applicants are required to possess a valid California Driver’s License, Class C. 

  

Note:  All licenses, certificates and registrations must be kept current while employed in this 

class.  This may include the completion of continuing education units to maintain the required 

registration in good standing.  Employees must keep their licenses, certifications and 

registrations current and failure to do so may constitute cause for personnel action in 

accordance with Civil Service Rules or applicable bargaining agreement. 

 

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 

Knowledge of:  

 Pharmaceutical terminology. 

 Characteristics, strengths, and dosage forms of pharmaceuticals. 

 Pharmaceutical systems of weights, measures and calculations. 

 Pharmaceutical procedures and techniques. 

 Inventory control procedures and records. 

 Laws, rules and regulations governing pharmacy technician activities and the handling and 

storage of pharmaceuticals including controlled substances. 

 Appropriate dosing, administration and adverse reactions for a variety of pharmaceuticals 

including medical countermeasure pharmaceuticals and for the Federal Chemical Hazards 

Emergency Medical CHEMPACK program pharmaceuticals. 

 Laws, regulations, principles, practices and policies applicable to public health, emergency 
preparedness and response planning. 

 Oral communication techniques to include presentations to groups of various sizes in a 
positive, inclusive, and motivational manner, such as trainings. 

 English composition, spelling, grammar, vocabulary, and punctuation for both written and 
oral communications.  

 Formats and appropriate terminology for written communications such as business 
correspondence, policies, procedures and narrative reports. 

 Standard office procedures, practices, equipment, personal computers, and software. 

  

Skill and/or Ability to:  

 Develop and implement operational policy, procedures and protocol. 

 Understand, interpret and apply applicable laws, regulations and policies and use good 
judgment in their application.  

 Measure, pour, weigh and count medicines to the appropriate dose. 

 Perform basic mathematical computations. 
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 Manage a variety of simultaneous work projects and carry them through to successful 
completion. 

 Participate in determining the appropriate course of action in stressful and/or emergency 
situations. 

 Communicate information and ideas clearly and concisely, both orally and in writing. 

 Work with and speak to various cultural and ethnic individuals and groups in a tactful and 
effective manner. 

 Establish and maintain effective working relationships with those contacted in the 
performance of required duties. 

 Collaborate with other health professionals. 

 Communicate and organize projects involving a broad spectrum of personnel and 
community resources. 

 Represent the division in meetings with representatives from various County and non-
County organizations, with local businesses, with customers, and/or with the general public. 

 Prepare a variety of written communications to include reports, policies and procedures. 

 Maintain accurate records and document actions taken. 

 Maintain confidentiality of records and information per pertinent laws/regulations. 

 Use modern office equipment to include computers and related software applications such 
as Kirby Lester tablet counter, the California Health Alert Network and the ReddiNet System. 

 

PHYSICAL  REQUIREMENTS : 

 Mobility and Dexterity:  This class typically requires employees to perform the following: 
stooping, kneeling, reaching.   

 Lifting, Carrying, Pushing and Pulling -- Light Work: Employees in this class will be exerting 
up to 20 pounds of force occasionally and/or up to 10 pounds of force frequently, and/or a 
negligible amount of force constantly to move objects.   

 Vision:  This class typically requires employees to have close visual acuity, with or without 
correction, to prepare and analyze data and figures, transcribe, view a computer terminal, 
read, etc.  This class requires employees to have depth perception in order to operate a 
motor vehicle. 

 Hearing/Talking:  This class typically requires employees to perceive the nature of sounds at 
normal speaking levels with or without correction, and have the ability to receive detailed 
information through oral communication.  Employees in this class are also required to be 
able to communicate to express or exchange ideas. 

 

WORKING CONDITIONS: 

 Office Work:  Employees in this class will most often be working in an office setting.  

 Work in a medical clinic facility:  Employees in this class will be working in a medical clinic 
facility and thus will be subject to exposure to chemicals, toxic agents, blood and other 
bodily fluids, and communicable diseases. There may also be occasional exposure to 
extreme temperatures, inadequate lighting, and work space that restricts movement.   

 Traffic Hazards:  Employees in this class will be required to operate a vehicle and thus will 
be subject to traffic hazards while driving.  
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OTHER REQUIREMENTS: 

 Background Checks: The County may conduct a background check and a reference check 
on candidates prior to appointment to a position within this class.   

 Independent Travel:  Incumbents are required to travel independently, for example, to attend 
meetings with Federal, State and community organizations, etc. 

 Hours of Work:  Incumbents may be required to work weekends, holidays, irregular hours, 
on-call, and after normal business hours. 

 Child Abuse Reporting:  Selectees for employment must, as a condition of employment, sign 
a statement agreeing to comply with Section 11166 of the California Penal Code relating to 
child abuse reporting.  

 Elder Abuse Reporting: Selectees for employment must, as a condition of employment, sign 
a statement agreeing to comply with Section 15630 of the California Welfare and Institutions 
Code relating to elder abuse reporting. 

 

 

CLASS HISTORY AND CLASS INFORMATION: 

 Date Approved by the Civil Service Commission: 

 Date Adopted by the Board of Supervisors: 

 Date(s) Revised: 

 Date(s) Retitled and Previous Titles of the Class: 

 Class Code: 
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HUMAN RESOURCES' RECOMMENDATION:

The Director of Human Resources recommends that the Commission instructs the Director of Human
Resources to request the State of California Mediation and Conciliation Services to call and conduct secret
ballot elections regarding the decertification petition received of Unit 6 (Health and Social Services
Supervisors) and regarding the decertification petition received of Unit 16 (Mid-Management); provided, that
the Director of Human Resources confirms the decertification petitions received were accompanied by the
required showing of support.

SUMMARY:

The County’s Employer-Employee Relations Rules and Regulations provides in Section 14, Certification and
Decertification of a Recognized Employee Organization, the process when a collection of employees or a
different employee organization wishes to decertify an existing recognized employee organization. Validation
of the decertification petitions submitted showing of support will occur on Friday, October 14, 2016. The next
step for the Commission to request that the State of California Mediation and Conciliation Services call and
conduct a secret ballot election for each of the two decertification petitions.

DISCUSSION:

The Commission is impartial as to whom County employees elect to be represented by/through.

Unit 6, Health and Social Services Supervisors
On October 3, 2016, the Human Resources Department received a decertification petition of Unit 6, Health
and Social Services Supervisors. This bargaining unit is presently represented by the Public Employees
Union, Local One.  The petition was submitted from Professional and Technical Engineers, Local 21.

In accordance with the County’s Employer-Employee Relations Rules and Regulations:

· A timely decertification petition was submitted.

· Professional and Technical Engineers, Local 21, has submitted the required proof of support of at least
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· Professional and Technical Engineers, Local 21, has submitted the required proof of support of at least
30% of the employees in Unit 6, Health and Social Services Supervisors.

· The Director of Human Resources has mailed to each Unit 6 employee a notice that a decertification
petition has been received and a secret ballot election will occur.

· “[t]he Commission shall request the Station Conciliation Service to call and conduct a secret ballot
election in accordance with its own procedures and regulations…”

The matter before the Commission today is the request for the Commission to make the request of the State
of California Mediation and Conciliation Services.

Unit 16, Mid-Management
On October 3, 2016, the Human Resources Department received a decertification petition of Unit 16, Mid-
Management. This bargaining unit is presently represented by the Public Employees Union, Local One. The
petition was submitted from Professional and Technical Engineers, Local 21.

In accordance with the County’s Employer-Employee Relations Rules and Regulations:

· A timely decertification petition was submitted.

· Professional and Technical Engineers, Local 21, has submitted the required proof of support of at least
30% of the employees in Unit 16, Mid-Management.

· The Director of Human Resources has mailed to each Unit 6 employee a notice that a decertification
petition has been received and a secret ballot election will occur.

· “[t]he Commission shall request the Station Conciliation Service to call and conduct a secret ballot
election in accordance with its own procedures and regulations…”

The matter before the Commission today is the request for the Commission to make the request of the State
of California Mediation and Conciliation Services.

ALTERNATIVES:

None. The County’s Employer-Employee Relations Rules and Regulations dictate in Section 14, Certification
and Decertification of a Recognized Employee Organization, paragraph D, that the Commission shall request
the State Conciliation Service to call and conduct a secret ballot election.

OTHER AGENCY INVOLVEMENT:

None.
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HUMAN RESOURCES' RECOMMENDATION:

This is an informational item only.

SUMMARY:

At the May 2016 and September 2016 meetings, individual Commissioners asked for a breakdown of appeals.
The Human Resources Director and Assistant Director met with the Commission President and Vice-President
on October 3, 2016 regarding how the Human Resources Department can satisfy the request.

DISCUSSION:

Prior to October 2016, no statistical records existed on how many appeals are received and the outcome of
appeals.

At the September 2016 meeting, the Commission amended Civil Service Rule 4.09, Notice of Action on
Application/Right of Appeal, in part by permitting an applicant who received a disqualification notice to amend
an incomplete or deficient application by the appeal deadline.

Beginning in October 2016, the Human Resources Department started tracking appeals from applicants or
candidates who have been disqualified, including the results of the appeal. In approximately 2-3 months, the
Human Resources Department will report back to the Commission by providing statistical data on the appeals
received during this timeframe.

ALTERNATIVES:

None.

OTHER AGENCY INVOLVEMENT:

None.
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