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SOLANO COUNTY CIVIL SERVICE COMMISSION

Regular Meeting

September 9, 2015

Wednesday - 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 Antoinette Rasmussen 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 15-0040 Minutes of August 12, 2015

8-12-15Attachments:

5. Communications

6. Information Items (No Action Required by Commissions)

7. Additions to, or deletions from, the Agenda

8. Approval of the Agenda

Page 2 Solano County Printed on 9/4/2015



September 9, 2015Civil Service Commission Agenda - Final

SCHEDULED CALENDAR

(All items under Scheduled Calendar require Commission Action)

CSC 15-0039 Receive a report on the recruitment flow and process from the Director 

of Human Resources and provide direction on potential process 

improvements.

Exhibit 1

Exhibit 2

Exhibit 3

Exhibit 4

Exhibit 5

Exhibit 6

Exhibit 7

Exhibit 8

Attachments:

MISCELLANEOUS ITEMS

9. Commission/Staff Comments

Adjourn

To the Civil Service Commission meeting of October 14, 2015 at 6:30 P.M., Board 

Chambers, 675 Texas Street, Fairfield, CA
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HUMAN RESOURCES' RECOMMENDATION:
The Director of Human Resources recommends that the Commission receives a report on the recruitment flow and
process and that the Commission provides direction on potential process improvements.

SUMMARY:
In June 2015 the Civil Service Commission received public comment regarding employee dissatisfaction with a
recruitment, and the Commission received additional information and provided comments during their August 2015
meeting.  The Commission has asked for a review on how the recruitment process is conducted.

DISCUSSION:
Merit System Principles
The Human Resources Department conducts recruitments in accordance with merit system principles, as required by the
Federal Uniform Guidelines on Selection Procedures and as codified in the Solano County Code Chapter 20, Human
Resources, Article I, Civil Service (adopted on September 6, 1966 and amended on April 28, 1992).

County Code Section 20-10, Purpose of personnel system, states:

It is the purpose of this article to provide for a comprehensive personnel system for the county civil service which will
do the following:

(a) Promote and increase economy and efficiency in the county civil service.
(b) Provide for equitable and uniform procedures for dealing with personnel matters.
(c) Provide for the grouping of positions with comparable duties and responsibilities into appropriate classes.
(d) Provide for appointment and promotion of employees based on merit as determined by competitive examination,

thus assuring the recruitment and retention of well-qualified employees.
(e) Assure the county employment is made a career by providing for security of tenure and advancement within the

http://solano.legistar.com:443/View.ashx?M=F&ID=4008827&GUID=A35A408A-5B53-444A-877E-A9D717E776D4
http://solano.legistar.com:443/View.ashx?M=F&ID=4008828&GUID=23581C37-7095-4ADB-810C-1E9A604AFB91
http://solano.legistar.com:443/View.ashx?M=F&ID=4008829&GUID=BAC9D7C8-6A67-4797-A63A-F4C1B845480F
http://solano.legistar.com:443/View.ashx?M=F&ID=4008830&GUID=2F319133-FEB6-42BF-8831-C1A9BED31948
http://solano.legistar.com:443/View.ashx?M=F&ID=4008831&GUID=5ED9D653-3E96-486C-B788-19EDCD8F71B3
http://solano.legistar.com:443/View.ashx?M=F&ID=4008832&GUID=FC211AE7-41EA-4B42-8657-871C0D0912A2
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(e) Assure the county employment is made a career by providing for security of tenure and advancement within the
service whenever practicable.

(f) Provide for the right of employees to appeal from actions taken which affect them adversely and to be heard on
all matters with which they are concerned.

The federal Uniform Guidelines on Employee Selection Procedures is the framework for our merit system audit of Child
Support Services and social services programs.  The six federal merit principles audited were:

1. Recruitment and Selection - Employees are recruited, selected, and advanced on the basis of their relative ability,
knowledge, and skills, including open consideration of qualified applicants for initial appointment.

2. Compensation - Employees are paid equitable and adequate compensation.
3. Training - Employees are trained as needed to assure high quality performance.
4. Retention of Permanent Employees - Employees are retained on the basis of adequacy of their performance,

inadequate performance is corrected, and when inadequate performance cannot be corrected, employees are
separated.

5. Fair Treatment - Applicants and employees are treated fairly in all aspects of personnel administration without
regard to political affiliation, race, color, national origin, sex, religious creed, age or handicap and with proper
regard to their privacy and constitutional rights as citizens.

6. Political Rights and Prohibitions - Employees are protected against coercion for partisan political purposes and
are prohibited from using their official authority for the purpose of interfering with or affecting the result of an
election or a nomination for office.

The December 23, 2014 federal merit system audit found Solano County’s human resources practices, including
recruitment and selection, “in full compliance” following the “thorough assessment of the County’s personnel system for
both Health and Social Services and Child Support Services Departments…” (Exhibit 1)

The Solano County Grand Jury issued its 2015 report on Procedures for Hiring Solano County Employees. As part of the
Grand Jury’s research, they interviewed:

· Members of the County Administrator’s Office

· Members of the Human Resources leadership

· Members of the Health & Social Services Department (HSS)

· A former HSS employee

· A prospective applicant for a County position

· Several Human Resources Analysts

The Grand Jury also reviewed:

· Two County-wide Vacancy Reports

· New Requisition Guide for Hiring (flowchart for hiring)

· Social Worker III open recruitment and hiring steps

· Office Assistant II open recruitment and hiring steps

· Clinic Physician Supervisor open recruitment and hiring steps

· Environmental Health Manager recruitment and hiring steps

· 2014 Human Resources goals

· Solano County bargaining units by departments

· Human Resources’ organizational chart

· Vacant positions and average lag days

The Grand Jury did not find fault with the recruitment process, but rather, described it as complex and made
recommendations to fill the two vacant Human Resources Analyst positions and to be more engaged in educating others
about the complexities involved in the hiring process. (Exhibit 2)

General Recruitment Process
Civil Service Rule 4.02, Method of Recruitment, states

The Director of Human Resources shall determine the recruiting plan that in his/her judgment will result in the most
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successful recruitment possible within practical limitations of budget, time, and needs of the County departments.

Civil Service Rule 5.01, Establishing Selection Procedures, states

The Director of Human Resources has the authority to establish examinations and examination selection
procedures when in his/her discretion and judgment such procedures are called for. The Director shall make the
final decision as to whether an open or promotional examination will best serve the interests of the County.

A sample recruitment process is attached as Exhibit 3.

A recruitment can either have either a fixed filing deadline (Civil Service Rule 4.05) or have no deadline (continuous
recruitment, Civil Service Rule 4.03). In addition to the filing deadline (fixed or continuous), the recruitment will either be
promotional (open only to current County employees, Civil Service Rule 5.06) or competitive (open to any person, Civil
Service Rule 5.05).

In addition to the employment application, the Human Resources Director identifies the various testing and selection
procedures which may include written tests, oral interview appraisal, evaluation of education and experience,
performance of tasks required, and other recognized objective methods of determining proficiency (Civil Service Rule
5.01, 5.02 and 5.03).

Having identified the recruitment deadline, recruitment audience (promotional or competitive) and testing and selection
procedures, the recruitment announcement is prepared (Civil Service Rule 4.01). Recruitments must be open for a
minimum of five working days (Civil Service Rule 4.01), although most are open for 14 days or longer.

The testing and selection procedures are designed to differentiate applicants based on their relative knowledge, skills and
abilities in relationship to the applied-for classification. An examination may include one or more of the following
elements:

· Supplemental questionnaire

· Written examination

· Job-skills performance test

· Oral interview

Utilization of these various testing and selection procedures is an important and necessary screening protocol as it
measures applicants knowledge, skills and abilities to successfully perform the work of the applied-for classification.
Scoring of these various procedures differentiates applicants between not qualified (failed the test), qualified and well-
qualified applicants and serves the merit system principles to hire well-qualified candidates with selection based on the
relative ability, knowledge and skills of the applicants.

A common testing and selection procedure is the use of an oral board panel. The composition of this oral interview panel
is set both under the Civil Service Rules and through the Director of Human Resources’ established guidelines (Civil
Service Rule 5.18 and Exhibit 4). Rating Guidelines have been prepared (Civil Service Rule 5.16 and Exhibit 5) and the
scoring is set per Civil Service Rule 5.17.

After the completion of all phases of the examination, applicants’ are placed on the eligible list. The eligible list may be
weighted between the various testing and selection procedures or wholly based on one element such as the oral
interview  (Civil Service Rule 5.21).

At limited stages of the recruitment process, an applicant for employment may appeal

· Who is found to lack any of the requirements or qualifications established for the examination (Civil Service Rule
4.13A)

· Who is physically unfit to perform the duties of the class (Civil Service Rule 4.13B)

· Who is addicted to illegal drugs or the habitual use of alcohol to excess and is not entitled to the protections of
the Americans with Disabilities Act (Civil Service Rule 4.13C)

· Who presents evidence of immoral, infamous, or disgraceful conduct (Civil Service Rule 4.14D)

· Who has been convicted of or pled nolo contendere to a felony or misdemeanor if there is a rational relationship
between the conviction and the applied-for position (Civil Service Rule 4.14E)

· Who has been discharged from the Armed Forces under conditions less than honorable (Civil Service Rule
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· Who has been discharged from the Armed Forces under conditions less than honorable (Civil Service Rule
4.14F)

· Who has submitted a false, incomplete, misleading or late application (Civil Service Rule 4.14G)

· Who was removed for job-related reasons upon the written request of the appointing authority (Civil Service Rule
4.13H)

· Who has been previously dismissed from public or private employment or has resigned to avoid such dismissal
for any of the reasons listed above (Civil Service Rule 4.13I)

· Who finds an ambiguous or doubtful question or items upon an examination and calls it to the attention of the
proctor either during or immediately after the examination (Civil Service Rule 5.15)

· As soon as the rating of an examination has been completed and the eligibility list established (Civil Service Rule
5.23 - see the full text, below)

Civil Service Rule 5.23, Examination Results Notice
As soon as the rating of an examination has been completed and the eligible list established, each
candidate shall be notified by mail of the result of the examination, and, if successful, of his/her
examination final score.

A. Any candidate may, within ten days after the date upon which the notices of the written
examination results were mailed request to review his/her answer sheet and compare it with a “key”
answer sheet to determine the accuracy of his/her score. Exam questions will not be available. For
those exams obtained from professional psychometric organizations, a request can be made to have
that organization double check his/her score.

B. The application and examination records of applicants are confidential records which may be
reviewed by appropriate appointing authorities in accordance with procedures established by the
Director of Human Resources.

C. Candidates may not view the examination rating forms or the written comments of the oral board
raters.

Recent Recruitment Process

A recent recruitment was for Employment Resources Specialist III. A copy of the recruitment process is enclosed (
Exhibit 6) as well as the recruitment announcement (Exhibit 7).

A copy of the classification specification (job description) is enclosed (Exhibit 8).  The definition of this classification is:

“Under general supervision, serves as lead worker and expert resource to other staff; provides expert advice to
case carrying staff to assist in the management of integrated cases; performs specialized assignments requiring
an advanced level of technical knowledge in both public assistance grant programs and employment services; and
performs related duties as required.”

Some of the listed job duties are:

· Interviews, advises and guides a diverse population of clients to ascertain employability, isolate barriers to
employment, evaluate need for and authorize public assistance benefits, and authorize ancillary benefits/services
necessary to mitigate the impact of employment barriers.

· Conducts complete appraisal of case records to assess clients education, work experience, skills, abilities and
job interest and attempts to match them with available employment opportunities.

· Provides guidance to case carrying staff in the development of individual employment plans and recommends
appropriate refers to employment, training, and social services.

The recruitment plan was for a competitive recruitment with a fixed application filing deadline. Applicants were reviewed
for minimum qualifications and all applicants who were unable to demonstrate meeting the minimum qualifications were
sent a disqualification notice.

Concurrent with the completion of the employment application, applicants also completed and submitted a supplemental
questionnaire. (The supplemental questionnaire was contained within the recruitment announcement and applicants
were advised that it was part of the selection process.) The supplemental questionnaire consisted of two narrative
questions and an affirmation, which were:
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1. Please explain your work experience in determining and authorizing public assistance benefits. Please include
the name of your employer, the type of public assistance benefits you granted, and your average case size.

2. Please explain your work experience leading and coordinating the work of other staff. Please include the name
of the employer, the dates you performed the lead work, and the number of staff you directed.

3. I understand that a copy of my college degree or transcripts is required to verify that I meet the education
requirement of this class specification. I further understand that failure to submit my educational documents by
the final filing deadline will result in immediate disqualification from the recruitment.

Following screening and determination of the minimum qualifications, the first phase of the examination was to rate the
supplemental questionnaire. A relative ranking was made of these applicants with greater weight given to question #1
than question #2. As this is a lead worker and expert resource classification, greater weight was given to those
applicants with experience in ascertaining employability, isolating barriers to employment, and developing plans and
recommending appropriate referrals for employment, training and social services (question #1).

Those applicants who demonstrated a higher relative knowledge, skills and abilities were invited to an oral board
interview. The balance of the applicants were provided written notice which included, “Although you met the minimum
experience requirements, you were not among the most qualified as based on your answers to the supplemental
questions.”

Included in the grouping of applicants who met the minimum qualifications but were not the most well-qualified were
Eligibility Benefit Specialists II who did not articulate as successfully as others work experience in employment
development duties as articulated within the Employment Resources Specialist III classification. The Director of Human
Resources received letters from some applicants “appealing the denial of my application” and asserting that the
supplemental questionnaire should be used only to support meeting the minimum qualifications and not as part of the
selection procedures.

The use of the supplemental questionnaire to differentiate applicants was consistent with the Civil Service Rules,
particular Civil Service Rule 4.02 (Method of Recruitment) and Civil Service Rule 5.01 (Establishing Selection Procedure).
The Civil Service Rules do not provide for an appeal when an applicant is dissatisfied with a score/ranking.

In order to address the concerns and feelings of the employees that there is limited advancement, the Director of Human
Resources provides the following recommendations and asks the Commission to provide direction on:

1. Review of the Employment Resources III classification specification and provide recommended changes, if any,
to the minimum qualifications as well as the required knowledge, skills and abilities.

2. Provide Civil Service Rule changes for the Commission’s consideration which would permit the Human
Resources Department to revisit (without a new recruitment) qualified applicants who did not advance in the
selection procedures because of their relative ranking and continue the testing procedures for such applicants;
and to have multiple, integrated eligible lists.

ALTERNATIVES:
The Civil Service Commission could elect to not receive this report on the recruitment flow and process; however, this
alternative is not recommended at the Commission’s last meeting the request was made for additional information. The
Commission, alternatively, would provide different direction to the Director of Human Resources.

OTHER AGENCY INVOLVEMENT:
None.
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