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UNEMPLOYMENT COMPENSATION PROCEDURES

AUTHORITY: California Unemployment Insurance Code

DISCUSSION: The California unemployment security system, based on the Unemployment
Insurance Code, is designed to assist the prompt reemployment of persons seeking work and to
reduce the hardship of the involuntarily unemployed. The City is required to fund the cost of
unemployment compensation benefits for qualified claimants. Every separating employee may
be eligible for up to several thousand dollars in benefits payments. Consequently, supervisors,
department heads and the Personnel Department must implement and diligently maintain
procedures which will assure the successful challenge of improper claims and thereby
minimize the City’s liability.

POLICY:

A.

The Personnel Department is responsible for administering the City’s participation in
the Unemployment Compensation Program, including processing benefit claims and
presenting appeals to the California Unemployment Insurance Appeals Board.

Department Heads are responsible for establishing and maintaining staffing patterns and
personnel practices which minimize the City’s exposure to benefit payment liability.
This responsibility should be performed consistent with the need to provide necessary
service to the public. The Personnel Department will assist in providing counsel
concerning potential liability.

Department Heads or their designees on request of the Personnel Department or on their
own initiative are responsible for providing claimant information to the Personnel
Department unemployment insurance representative which may be used to minimize the
City’s liability.

Department Heads or their designees are responsible for originating and maintaining
limited availability forms, CS-40(LAF), for all hourly and other part-time employees.

Individual supervisors are responsible for investigating the reasons for all separations
from City service and reporting that information to the Personnel Department in an
expeditious manner on the Supervisor’s Employee Separation Reporting Form,
CS-40(Ul).

Hourly employees who refuse work are not eligible for unemployment compensation
benefits. Individual supervisors are responsible for keeping records of all work refusals
made by hourly employees in order to avoid unwarranted payments to employees who
have refused work. See “Supervisor’s Instructions,” Limited Availability Form, CS-40
(LAF).
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Occasionally, the State Employment Development Department may verbally request
claimant information directly from City supervisors. In responding to these oral
requests, supervisors shall first consult with a Personnel Department’s unemployment
insurance representative for authorization and shall then fully provide the State with
information needed. Written claimant information shall be provided to the Employment
Development Department only by the Personnel Department’s unemployment insurance
representative.

IV.  SUPERVISOR’S EMPLOYEE SEPARATION REPORTING PROGRAM: (Form
CS-40-(U1))

A.

In order to successfully administer this program, considerable information is required
about all separating employees, classified and unclassified. Supervisors or others
designated by their Department Head shall:

1. Complete a Supervisor’s Employee Separation Reporting Form on all separating
employees. For purposes of this program, separation means:

@) Quit - When an employee has resigned voluntarily, or when an
individual resigns in lieu of being discharged.

(b) Discharge - When an employee has been fired or terminated from City
employment, including failing the initial probationary period.

(©) End of Limited Appointment - When an employee is separated at the
time a job of specific duration comes to an end. This should not be used
in the case when an employee is discharged before the job ends.

(d) Layoff - When an employee is separated from City employment because
of lack of work or funds. This should not be used in the case when an
employee is discharged.

(e) Failed Probation (Involuntary) - When an employee is involuntarily
returned to a prior City job. (see discharge).

() Failed Probation (Voluntary) - When an employee voluntarily chooses to
return to a prior City job.

(9) Disability Retirement - When an employee retires on a disability pension
as approved by the City’s Retirement Board.
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(h) Service Retirement - When an employee separates from the City on a
pension, but has not reached the mandatory retirement age and is not on
a disability pension. (For unemployment compensation purposes, this
type of retirement is considered a voluntary quit.)

(1) Other Absence of More Than 5 Workdays - When an employee is on
unauthorized leave or suspension.

(k) Deceased - Self-explanatory.

2. Compile all data which may be useful in constructing a complete story leading
up to the separation. See suggested areas of inquiry in the Addendum to this
section.

3. Make available to separating employees Form CS-40(UI-1), which gives
information concerning unemployment compensation and the City’s official
address.

4. Forward all reports immediately to the Personnel Department, Records Section.

If appropriate, a blue resignation form (CS-P-2) shall be completed by all resigning
employees. This form should be attached to the Supervisor’s Employee Separation
Reporting form, CS-40(Ul).

V. RECEIPT OF UNEMPLOYMENT COMPENSATION CLAIMS AND RELATED FORMS:

A

All correspondence from the State of California or any other State to the City of San
Diego related to the Unemployment Compensation Program is to be addressed to the
Personnel Department’s unemployment insurance representative.

When any correspondence is sent to any other department, it shall be forwarded
immediately to the Personnel Department’s unemployment insurance representative.
Call your assigned Personnel Department Liaison Analyst for assistance. (The State has
a 10-day response deadline from time of mailing; late response can automatically cause
unemployment compensation costs to be assessed against the City.) If at all possible,
hand deliver or fax such correspondence. Use of interoffice mail is often too slow.
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VI.  ATTENDANCE AT HEARINGS:

A.

If an unemployment compensation claim is appealed by the City or the  claimant, it
will be necessary for persons with firsthand knowledge of the case to appear at a
hearing before an administrative law judge. When this occurs, all witnesses required
for the case shall be made available for the hearing.

The Personnel Department’s unemployment insurance representative may schedule and
conduct a pre-hearing conference when a hearing is to be held.

VIl.  CLAIMS FOLLOW UP PROCEDURES:

A

Periodically, the Personnel Department’s unemployment insurance representative will
provide claimant information to department heads or their designees who are then
responsible for providing timely information in return concerning:

a. Claimants who have waived certification or failed to report for job interviews;
and
b. Claimants who have declined job offers, and for hourly employees, refused

offers of increased work hours.
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Instructions: Facts concerning the reason for separation are essential in the processing of
unemployment compensation claims. Supervisors should seek responses to the questions listed below
and note them on the Supervisor’s Employee Separation Reporting Form (CS-40 (Ul)).

REASON FOR SEPARATION INFORMATION REQUIRED
1. Other job Name and address of company, rate of pay, and starting
date.
2. Dissatisfaction
a. Did employee have a better job lined up? If so,
a. Rate of pay apply Item 1.
b. Hours or shift b. Why could employee not work these hours?

What hours were employee scheduled? Why
were hours scheduled disagreeable? Did
employee select own hours? Did employee
restrict hours or days at time of application for
work? Was a change in hours requested?
Suggested? Discussed? Denied? Available?
Refused by employee? Why?

Supervision C. What were the complaints?
d. Job assignment, co- d. Did employee tell the supervisor? Did the
workers, etc. supervisor take any action to satisfy the
complaint? Did the employee request a
transfer?
e. Future of job e. Was employee subject to layoff at a definite

future time? Had employee been told this or
was it personal speculation? Did employee
have another job?
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REASON FOR SEPARATION INFORMATION REQUIRED
f. Living conditions, f. Was it a matter of personal preference or was
housing, climate, etc. there a serious effect on health and welfare?
g. Transportation g. How long had employee been commuting to

work? Length of time required to commute?
Distance? How traveled? How long had these
facilities been used? What brought about the
inability to continue commuting as before?
What means of transportation was used and
relied upon at time the job was accepted?
What effort has been made to obtain other
transportation? Ride pools? Advertising?
Bulletin board? Did employee live at present
address at time of employ? Did the employee
move away from the area of work? Why?
How long ago did move take place? Was a
transfer to a work location closer employee’s
home requested? Suggested? Offered?
When? Denied? Why?

3. Personal Reasons
_ - o
a lIness or death in a. Who was ill in family? Closeness of
family relationship? Nature of illness? How much

time will be required in caring for ill person?
How long has present condition existed? Why
must employee take responsibility? When does
employee anticipate returning to the labor
market? Was a leave of absence requested?
Suggested? Discussed? Denied? Refused by
employee? Why?
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REASON FOR SEPARATION INFORMATION REQUIRED

b. To be married b. When will marriage take place? Where? Will
employee move from area? Where? When?
Were reinstatement rules discussed? Does
employee plan to work after marriage?

C. Returning home C. Does the employee have a prospect of a job
there?
d. To remain home d. Is presence at home required? Is employee

staying home to care for children because of
preference? Necessity? What effort has
employee made to secure adequate child care?
Inquiries? Advertised? How much effort put
forth? Was a leave of absence requested?
Suggested? Discussed? Denied? Refused by
employee? Why? What was previous child
care arrangement? For how long? What
happened to terminate it? Matter of
preference? Necessity? Why? Domestic
duties? Why?

e. Business for self e. Type of business? Expected to be a permanent
venture? Expected income?

f. Resigned to join spouse f. Has spouse established a permanent domicile
elsewhere? Is spouse employed at new
location? Is spouse temporarily transferred? For
how long? What living arrangements have
been made? Does employee plan to seek work?
Was a transfer or leave of absence requested?
Suggested? Discussed? Denied? Refused by
the employee? Why?

4, Pregnancy When is baby due? How long will doctor allow
employee to work? Was a leave of absence requested?
Suggested? Discussed? Denied? Refused by
employee? Why? If leave of absence is not going to be
requested who determined the date of employee’s
resignation? How was it agreed upon? What was said?
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REASON FOR SEPARATION

Health reasons

Unreported or continued absence
proceeded by leave

Voluntary retirement
Resigned to enter military service

Resigned because of Union
reasons

Job abandonment or reasons
unknown

Layoff

End of limited employment

INFORMATION REQUIRED

Does employee plan to work after birth of child?
Doctor’s written statement regarding length of time
employee can work is of prime importance.

On doctor’s advice? Reason illness necessitates
termination of work? Name and address of doctor?
Proof of doctor’s advice to quit-letter? Estimated
period of time before able to work again? Entitled to
sick leave? How long? Expired? Entitled to Industrial
Leave? Requested? Refused? Suggested? Discussed?
Was leave of absence refused by employee or City?
Why?

Reason for leave. Was extension requested?

Reason for decision. Eligible for pension?

Was employee drafted, enlisted, reserve call-back or
anticipation of call to duty? Does the order instruct
employee to report for physical exam or for induction?
Date of induction - where? For how long?

What were they? What was the employee’s
responsibility?

Background details that may have motivated
abandonment. Is address known where a letter of
inquiry can be sent? Was a letter sent? Response
received?

Was other job offered? If so, state occupation, rate of
pay and shift. Reason for rejection if known. If no
offer made, so state. Did employee accept offer, then
change mind? Did employee try other job, then decide
to reject?

Limited (temporary) employee? Period of specific
work? Other type of work requested? Other type of
work offered? Refused by employee? Why? Transfer
requested or discussed?
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REASON FOR SEPARATION INFORMATION REQUIRED
13. Discharge (or voluntary quit Full statement of facts, especially the act which brought
in lieu of discharge) for violation  about the decision to discharge and when it occurred.
of rule, insubordination, Applies to probationary employees as well. What
falsification of documents, sub- excuse did the employee give for the actions? If
standard attendance, etc. dishonest act or violation of rule, be specific. What?

Where? When? How? Did employee know of rule or
that act was dishonest? Prior acts of similar
misconduct? When? Was the employee reprimanded?
Warned? When? How often? How severely? A
general warning or a final warning? If because of
attendance or punctuality, set forth specific attendance
record and pattern. Was employee warned? Severity
general or final? What was cause of problem? Was
help suggested? What? Was it in employee’s power to
reasonably control poor attendance? How? What
efforts were made? Other reasons — be specific.
Outline steps taken by employee to appeal the
discharge.

14. Resigned because of incarceration What was nature of offense? When incarcerated? For
how long? Where?



CITY OF SAN DIEGO CIViIL SERVICE COMMISSION

SUPERVISOR'S EMPLOYEE SEPARATION REPORTING FORM

REFERENCE: PERSONNEL MANUAL INDEX CODE L-6.

INSTRUCTIONS: THIS FORM IS TO BE COMPLETED BY THE SEPARATING EMPLOYEE'S FIRST LEVEL (IMMEDIATE) SUPER-

IMMEDIATELY SENT THROUGH THE CHAIN OF COMMAND TO THE PERSONNEL DEPARTMENT (M.S. 6A).

VISOR AND
IF POSSIBLE, TO FULLY DEVELOP THE

SUPERVISORS MUST PERSONALLY INTERVIEW EACH SEPARATING EMPLOYEE,
REASONS FOR SEPARATION. SUGGESTED QUESTIONS BASED ON THE REASON FOR SEPARATION ARE FOUND AS ADDEN-

DUM A(1) IN THE PERSONNEL MANUAL. FOR FURTHER ASSISTANCE, CALL YOUR PERSONNEL DEPARTMENT LIAISON
ANALYST.

DEPT./DIVISION

WORK PHONE

SUPERVISOR'S NAME

CLASSIFICATION

NAME OF EMPLOYEE

FORWARDING ADDRESS OF EMPLOYEE

DAYSOFWORK___________ HOURS OF WORK

SOCIAL SECURITY NUMBER o

REASON FOR LEAVING (ATTACH EXTRA PAGES IF NECESSARY):

EFFECTIVE DATE OF SEPARATION:

O auit J piscHARGE [0 LEAVE OF ABSENCE 0 END OF LIMITED EMPLOYMENT OR LAYOFF

NARRATIVE - (FULLY DESCRIBE REASON FOR TERMINATION):

COPY OF RESIGNATION FORM ATTACHED: [0 YEs [J NO [IF NO, WHY NOT?

IMPROVEMENT

FINAL OVERALL
EVALUATION [JSUPERIOR [JABOVE AVERAGE [ AVERAGE ] NEEDED [J UNSATISFACTORY

RECOMMENDATION FOR REHIRE: O ves O no

REMARKS:

EMPLOYEE WAS GIVEN FORM CS-40 (1-1) - NOTICE TO EMPLOYEE ABOUT UNEMPLOYMENT COMPENSATION

{DATE)

DATE:

SIGNED - SUPERVISOR S —

DIV. SUPT./DEPT. HEAD DATE:

FOR PERSONNEL DEPARTMENT USE

VACATION PAYOFF SICK LEAVE PAYOFF ___________________ COMPTIME PAYOFF

CS-40 (Ul) (REV. 10-79}



Addendum B

SAN DIEGO CIVIL SERVICE COMMISSION
Personnel Department

LIMITED AVAILABILITY FORM

Reference: Personnel Manual Index Code L-6

Instruction:  Applicants for hourly work or hourly employees are to complete and file this form as
often as is necessary to maintain up-to-date information. (See additional instructions
on reverse.)

SOCIAL SECURITY
NAME: NUMBER:

ADDRESS: DATE:

1, am only available for part-time employment.
(Print Full Name)
Due to the above reason,. | am only available on the following days of the week at the hours specified:

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

hours hours hours hours hours hours hours

Additional comments: (E.G: specific times, dates, or other exceptions)

I understand that if any of the above conditions change, it is my responsibility to immediately notify
my immediate supervisor and/or Personnel Department. This would include a desire to change to
fewer hours or a greater number of hours, including the opportunity to be considered for a full standard
work week.

APPLICANT/EMPLOYEE SIGNATURE DATE



Completion Instructions

1.

All applicants who desire to work less than a full 80-hour pay period must complete this from
as a supplement to the Employment Application.

All full-time employees who desire to reduce their working hours to less than an 80-hour pay
period must complete this form as a formal notice to their supervisor.

In identifying the days and hours of availability, it is important to state the specific hours, i.e.,
Sunday, 10:00 a.m. - 2:00 p.m. In the event that a person has no preference as to specific hours
but wants to work a limited number of hours per day or week, it should be specified by shift,
i.e., Monday - 3 hours, p.m. shift. Each day in this case must be identified with a shift
preference and a number of hours from 0 hours to 8 hours of availability.



NOTICE TO EMPLOYEE ABOUT UNEMPLOYMENT COMPENSATION

This form has been given to you because (1) you have been separated from your job, or (2) you are expected to be in nonpay status for
more than 5 consecutive work days.

City workers have unemployment compensation rights similar to those of workers in private industry. If you become unemployed or are
in nonpay status for more than 5 consecutive work days and you want to FILE A CLAIM, go to the Employment Development
Department Office nearest your home address.

TAKE WITH YOU —

1. Your SOCIAL SECURITY ACCOUNT NUMBER CARD.

2. The OFFICIAL NOTICE of your most recent SEPARATION or of your present NONPAY status if you have received it.

3. THIS FORM. The office where you file your claim will obtain information needed for your claim from:

CITY OF SAN DIEGO
Personnel Department
202 C Street

San Diego, CA 92101

KEEP THIS FORM. It is important to have it if you file a claim for unemployment compensation.

CS 40.0 Ul (1)



QUESTIONS MOST OFTEN ASKED
Who will pay unemployment benefits?

If you are eligible, you will be paid by the State Employment Development Department under the provisions of California’s
unemployment compensation law. The amount of your weekly benefits and the period for which benefits will be paid will
generally be determined by the State. The City of San Diego actually funds these benefits.

Under what conditions will | be eligible?
State law requires that:
a. You must be unemployed, able to work, and available for any suitable work;

b. You must file a claim and must register for work at the local Employment Development Department Office and must
continue to report to that office as directed; and

C. You must have had the employment or wages in a base period as specified in the State law.

You will be disqualified for such reasons as the following:

a. Quitting your job voluntarily without good cause or being discharged for misconduct connected with your work; or
b. Refusing an offer of a suitable job without good cause.

Do | have the right of appeal?

Yes. If a determination is made that you are ineligible for or are disqualified from benefits, you have the right to appeal provided
in the State law.

Are there any penalties?
Yes. If you willfully make a fraudulent claim, you are subject to a fine or imprisonment, or both. If you made a mistake in giving

information when you filed your claim, notify the local employment office as soon as you discover the mistake, in order to avoid
penalty.
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l. AUTHORITY:

A Council Resolution No. 87898, adopted December 16, 1947: “...BE IT RESOLVED,
By the Council of The City of San Diego, as follows:

That an apprenticeship training plan under the general supervision of the Civil
Service Commission of The City of San Diego, and subject to the rules of said Civil
Service Commission is hereby adopted in the following trades:

Auto Mechanic; Blacksmith; Carpenter; Electrician; Painter; Plumber;
Machinist, and Radio Technician; and

IT ISHEREBY FURTHER RESOLVED, That the City Manager of The City
of San Diego be, and he is authorized and empowered to sign the necessary
contracts and standards on behalf of The City of San Diego, necessary to
establish and put in effect said apprenticeship training plan.”

B. 1961 Revised Apprenticeship Standards of the San Diego City Civil Service Joint
Apprenticeship Committee approved by the Administrator of Apprenticeship for the
State of California:

Il. POLICY:

A. Joint Apprenticeship Committee:

1. Membership:

a. Voting members: 4 members nominated by the City as an employer; 4
members nominated by the employee organization formally
recognized to represent the Skilled Trades and Equipment Operator
Unit.

(1)  All voting members of the Joint Apprenticeship Committee
shall be permanent City employees.

(2 All members of the Committee nominated by the formally
recognized employee organization shall be journey level
personnel in the trades having an apprenticeship program.

3) Three regular and three alternate members shall be nominated
by the City Manager and shall be supervisory employees from
departments designated by the Personnel Director. One regular
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(4)

(5)

and one alternate member, who will serve as Secretary to the
Committee, shall be nominated by the Personnel Director from
among the non-represented employees of the Personnel
Department staff.

Nominating letters of regular and alternate members proposed
by the formally recognized employee organization, the City
Manager, and the Personnel Director shall be sent to the Civil
Service Commission.

The employees nominated will be reviewed for appointment by
the Civil Service Commission. Upon Commission approval, a
letter of appointment will be sent to the appointed member.

b. Non-voting advisory members: The San Diego Community College
District and the State Division of Apprenticeship Standards will each
provide one representative to furnish information to the Committee
concerning their respective specialties.

C. Observer: An Apprentice Representative, who is the most senior
apprentice in training, with at least six months remaining for
completion of apprenticeship. The Secretary will determine seniority
by hiring date. In cases of equal seniority, ties will be broken by the
determination of original date of City employment, rank on eligible
list, and time of application, in that order.

(1)

()

(3)

The Alternate Apprentice Representative will be the next most
senior apprentice, with at least one year remaining for
completion of apprenticeship. It is the responsibility of the
Apprentice Representative to inform the alternate to appear,
when necessary.

The Apprentice Representative shall not serve more than two
six-month periods in office, unless the number of apprentices
in training does not allow representation as indicated above.

The Secretary will announce in the minutes of meetings any
changes in Apprentice Representative and Alternate
Apprentice Representative assignments.
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4) It shall be the duty of the Apprentice Representative to check
apprentices’ record books and record cards.
2. Responsibilities:

On behalf and by virtue of the authority delegated by the Civil Service

Commission to

a. Supervise and enforce the training provisions of the Apprenticeship
Standards.

b. Adopt rules and regulations for the conduct of its affairs.

C. Serve in an advisory capacity for the school program.

d. Indenture apprentices.

e. Review apprentice work and school records at six-month advancement
periods and advance apprentices as appropriate up to and including the
journey level class.

f. Investigate the training provided apprentices and recommend
appropriate action.

g. Keep records and make reports.

h. Establish approved curricula for each apprenticeship.

3. Meetings:

a. The Committee usually meets on the second Wednesday afternoon of
each month. Time, date, and place of meetings will be announced in
the monthly agenda.

b. Special meetings may be called by the Committee, or by any

Committee member, whenever an urgent matter requires consideration
by the Committee.

B. Apprenticeship Standards:

1. General: The apprentice training standards are:
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a. Each apprentice must complete approved classes each year at the San
Diego Community Colleges, or other colleges and technical schools,
or take approved correspondence course lessons. The minimum
number of hours or correspondence course lessons, and specific
classes or lessons required each year shall be as determined by the
Committee.
b. Each apprentice must complete the number of hours for each work
process as listed in the applicable trade standards.
2. Training Periods:
Years of
Trade Training
Refrigeration Mechanic 4
Building Inspector 3
Building Inspector/Fire 4
Prevention Inspector
Carpenter 4
Cement Finisher 3
Communications Technician 4
Electrician 5
Equipment Mechanic 4
Equipment Operator 2
Equipment Painter 4
Heating Technician 4
Machinist 4
Painter 3
Plumber 4
Roofer 3
Welder 4
3. Maximum Number of Apprentices to Journey Level Workers:

For each trade in the City’s Apprenticeship Training Program, the following
ratios shall apply:

a.

For the first apprentice hired in a given trade, there shall be one
journey level worker to assist in training the apprentice.
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b. For each additional apprentice hired in that trade, there shall be three
journey level workers to assist in training.
It is the policy of the Civil Service Commission to maximize utilization of the
Apprenticeship Training Program, as much as feasible, within the above listed
ratios. In order to assure that the utilization of apprentices is maximized for
each trade, the Commission shall request the City Manager to annually
establish goals for the coming year and to quarterly report on the state of
attainment of those goals.
I1l. PROCEDURE:
A Steps In Becoming An Apprentice:

1. Have application accepted for examination.

2. Pass all required tests; placed on eligible list.

3. When reachable on eligible list, interviewed by appointing authority; and if
tentatively selected, pass medical examination if required, and report for work
on the agreed upon day.

4. Orientation and presentation of a copy of Apprenticeship Training Program
instructions and work processes by the Secretary.

5. Appear at next Committee meeting for indenture.

6. Enroll at the San Diego Community Colleges, or other approved colleges or
technical schools, for related technical classes, or take approved
correspondence courses.

7. Veterans may apply to Veterans’ Administration for training allowance.

8. Enter active on-the-job training.

Indenture:

1. Under direction of the Apprenticeship Committee Secretary, the apprentice

prepares a Form DAS-1 which identifies the apprentice
and indicates Committee action. The form is supplied by and returned to the
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Apprentice Consultant, State Division of Apprenticeship Standards.

2. At the meeting of the Apprenticeship Committee when the apprentice is to be
indentured, the Secretary relates personal background history of the
apprentice.

3. The apprentice is directed to report to the office of the Coordinator of
Technical Education, San Diego Community Colleges, or other approved
colleges or technical schools, to prepare the application for technical
instruction. This application is supplied by and returned to the Coordinator of
Technical Education. If a correspondence course is the source of training,
enroll in that course, upon Divisional approval.

4. In original indentures, the date of hire shall be used as the date for
commencement of apprenticeship training.

C. Meetings: The apprentice presents a completed Apprentice, Record Book, and
Training Record Card to the Committee. The Committee reviews the apprentice’s
previous training period, and decides eligibility for advancement.

D. Prior Experience Credits:
1. Credit for Prior Training and Experience:
a. Apprentices may be allowed advanced standing in training for verified

prior experience and education (education alone will not be approved
for advance standing) equivalent to training received in the City of San
Diego Apprenticeship training program. Advanced standing will be
granted only in six month increments.

b. Before indenture, the Secretary will explain to the apprentice the
requirements and procedures for obtaining advanced standing. An
indentured apprentice who wishes to request advanced standing shall,
during the first month of training:

1) File a memorandum with the appointing authority and the
Secretary, giving formal notice of intent to seek advanced
standing, including an estimate of the amount of reduction the
apprentice intends to seek.
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(2 Be given Forms CS-AT-1, Apprentice Training and
Experience, and copies of work processes, to be forwarded to
former employers to substantiate any prior work experience
applicable to the training received in the City of San Diego
apprenticeship program.

3 Prepare a personal resume, listing prior work experience and
education (including college transcripts), stating how they
relate to the program to which the apprentice is indentured.

4) When the forms and the resume have been completed, the
apprentice shall forward them to the appointing authority for
verification, evaluation, and comment. The appointing
authority shall forward the material to the Secretary.

(5) The Committee will review the appointing authority’s
recommendation, and appraise the apprentice’s experience and
education. The Committee may allow credits judged to be
“equivalent” to training and education received in the City of
San Diego Apprenticeship Program.

E. Apprentice Record Books:

1. A new apprentice record book is issued to the apprentice at the beginning of
each six-month period of training. Apprentices will use the books to keep an
accurate record of their training in proper work processes, class attendance,
and school grades or correspondence course progress.

2. The apprentice and the appointing authority make entries in the apprentice
record book each month. College or school instructors make monthly entries
for school attendance and grades.

a. The apprentice:

1) Enters actual work hours worked for each day and totals them
for the month on the daily calendar provided.

2 Enters the number of hours spent performing each work
process.

3) Obtains a work grade, and supervisor’s initials to confirm
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monthly entries.

4) At the completion of each six-month training period,
individually enters on the last page of the book hours of work
performed under each work process during the six months.

The total of work hours and school hours or lessons completed
for the period are entered on the inside back cover in the spaces
provided.

(5) The apprentice has final responsibility for all entries made by
all parties in the record book. Prior to presenting the record
book for review at the end of each training period, the
apprentice should be sure that it is complete in all respects. On
meeting dates, before submitting the book to the Committee,
the apprentice shall first present it to the Apprentice
Representative to check.

b. The college or school instructor or correspondence course coordinator
each month:

1) Enters the apprentice’s hours of class attendance or number of
lessons completed and totals them in the space provided.

(2 Enters the apprentice’s grade for the month and initials this
entry.

C. The appointing authority, or delegated representative, each month:
(1)  Verifies that the apprentice’s entries are accurate.

2 In the space “Grade,” rates the apprentice’s work during the
month as follows: A = Outstanding, B = Above Standard, C =
Competent, D = Below Standard, F = Unsatisfactory.

3) Makes appropriate comments in the space provided.
4) Signs the book in the space “Supervisor.”

3. When the record book of an apprentice indicates insufficient on-the-job
training in a work process designated by the Standards for the trade, and it
appears that such training will only be available in another department or
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major division, the appointing authority may arrange a transfer.

Advancement of Apprentices:

1.

At the close of each six-month training period, the apprentice is required to
report to the Committee for review of work record and school grades.
Advancement is made upon the approval of the Committee without Civil
Service examination.

Each successful six-month period of advancement in training is accompanied
by a pay increase. Such increase shall be to the next percentage of the
appropriate journey level worker’s rate as shown in the City salary ordinance
effective at the time of advancement. (Exception: In a 5-year Apprenticeship
Program, advancement to Period 10 will not be accompanied with a pay
increase.)

Many factors, in addition to completion of required school courses and the
specified work processes, are evaluated in considering the advancement of an
apprentice. These include cooperation, job interest, judicious use of sick
leave, willingness to follow instructions, etc. If an apprentice is not fulfilling
the obligations in these aspects, the appointing authority should advise the
Committee in writing immediately to assure that the Committee is fully
informed of an apprentice’s progress prior to consideration for advancement.
Further, apprentices work under progressively less supervision as their
progress allows.

Communications Technician Apprentices must obtain or posses one of the
following:

a. Federal Communications Commission (FCC) General Radiotelephone
Operators License, or higher; or

b. National Association of Radio & Telecommunications Engineers, Inc.
(NARTE) Second Class RF Technician Certification, or higher; or

C. Associated Public-Safety Communications Officers, Inc. (APCO) RF
Technician Certification; or

d. National Association of Business & Educational Radio, Inc. (NABER)
RF Technician Certification.
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Communications Technician Apprentices, especially those seeking a
reduction of term, should attempt to obtain a license or certification as soon as
feasible, but must obtain one or the other before advancement to the journey
level.

The Committee will keep all affected apprentices informed of any licenses or
certificates required by the State or other authority. As a condition to
satisfactorily completing apprenticeship, the apprentice shall submit for
Committee verification any such required licenses or certificates.

G. Reducing The Term Of Apprenticeship:

1.

An apprentice’s term may be shortened by up to 12.5% for merit, but may not
exceed 26 weeks.

In order to apply this policy to the City program in a uniform and equitable
manner, the following merit standards are established and the apprentice’s
record should indicate:

a. Work grades averaging B or better over the complete term up to the
date of request, with either A or B grades for each of the six monthly
grades immediately prior to the request.

b. Employee Performance Report ratings of “Satisfactory” or better.

C. Satisfactory college attendance or correspondence course progress
during each year of training.

d. College or correspondence course grades averaging B or better.

e. Record of successful training in all required major work processes and
possession of all required licenses.

f. Completion of all college or correspondence courses, or successful
completion of approved equivalency as determined and documented
by the appointing authority.

g. Record free from major disciplinary actions.
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3. An apprentice who meets the above requirements may apply for a reduced
training period. The periods of training during which this application may be
made, and the maximum length of time the training period may be reduced by,

are:
LENGTH OF MAXIMUM
TRAINING I?I'If?lil\ﬁ\lDll\(I)g TRAINING
PROGRAM REDUCTION
5 years gt 26 weeks
4 years 7" 26 weeks
3 years 5t 19.5 weeks
2 years 3" 13 weeks
4, Procedure:

a. An eligible apprentice prepares a written request for reduction in
training time, including proof of completion of requirements “a”
through “g” of “lll, G, 2” above, and turns it in to the Appointing
Authority a minimum of six weeks prior to the appropriate Committee
meeting.

b. The Appointing Authority makes a recommendation and forwards the
request to the Secretary a minimum of four weeks prior to the
appropriate Committee meeting.

C. The Secretary verifies that all requirements have been met and submits
the request to the Committee.

d. The Committee interviews the apprentice, makes a final disposition of
the request, and notifies the State Division of Apprenticeship
Standards and the Personnel Department of its action.

e. The regular procedure for advancing a graduating apprentice to the

journey level is then followed.
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H. Completion Of Apprenticeship:

1.

Upon successful completion of training, the Committee advances the
apprentice to the journey level class.

The graduated apprentice is advanced to D Step of the pay rate for the journey
level class. Except in a 5-year Apprenticeship Program, a graduated
Apprentice shall be advanced to E Step of the journey level class.

Eligibility for a normal merit increase to E step will be one year from the date
of advancement to the journey level class. (Except for Apprentices who
graduated from a 5-year Apprenticeship Program.)

The apprentice receives a certificate from the State Apprenticeship Council
with full recognition of having attained journey level status and a certificate of
completion of related technical studies from the San Diego Community
Colleges appropriate institution.

1. Associate In Arts or In Science Degrees:

1.

Basic Requirements: An apprentice who has a high school diploma or its
equivalent and completes certain requirements stipulated by the San Diego
Community Colleges or other appropriate college may be eligible to receive
an Associate in Arts or an Associate in Science degree. Apprentices should
contact the appropriate school, directly.
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AUTHORITY: City Charter Section 115. CIVIL SERVICE COMMISSION.

POLICY: Frequently, the City is a participant in manpower, training, or similar human
resource programs which are funded all or in part by the Federal or State government. These
agencies may impose, as a stipulation for participation, certain requirements or guidelines on
the selection of program participants. Since the Civil Service Commission is responsible for
establishing the personnel rules, policies, and practices governing City employment, it is
important that the Commission review these programs to determine their compatibility with
the City’s merit system, and to establish guidelines for the selection, promotion, and removal
of employees in such programs.

PROCEDURE:

A. Upon notice from the City Manager or other appropriate authority of the City’s intent
to participate in federal or State funded programs which involves the employment of
program staff and participants within the City’s Classified Service, the Personnel
Director shall review the program and report to the Commission on the compatibility
of the program with the City’s merit system.

B. The Commission shall establish the policies and guidelines it deems necessary for the
implementation of the program. The Commission may delegate to the Personnel
Director the responsibility for implementing such guidelines and policies in the
selection of program participants.

C. The Personnel Director shall periodically report to the Commission on all Classified
Service positions filled under these programs, and on any other matters deemed
appropriate.
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POLICY:

A.

Intent:

The Clerical Pool is a temporary clerical support service intended to provide assistance
to departments on an as-needed basis. The Personnel Department maintains this service
as a source of on-call clerical personnel available for short-term needs. The Clerical
Pool is staffed by limited, hourly clerical employees including Clerical Assistants and
Stenographers. The purpose of the pool is to assist departments in maintaining a
continued level of service and production when regular employees are absent and/or
during periods of extra-heavy work loads.

It is not the intent of the City to utilize pool employees essentially as “regular”
employees, yet deny them the fringe benefits of regular employees. Therefore,
departments will not use clerical pool employees to avoid budgeting for adequate
staffing or to fill vacant budgeted positions for the long term.

Duration:

1. Clerical Pool assignments may be approved by the Personnel Department for a
variety of short-term needs, such as replacement of regular employees on
vacation or sick leave, special help during brief periods of extra heavy work load,
and temporary filling of vacant budgeted positions pending certification and
selection from the eligible list.

For the purpose of this section, “short-term” shall mean for a period not to
exceed 30 calendar days.

2. The use of Clerical Pool employees for long-term appointments (those over 30
days in duration) will not be approved except as listed below.

a. Pool assignments to fill vacancies in budgeted positions may be made as
long as necessary to fill the position from the eligible list. A Requisition
for Certification (Form CS-490) must be filed with the Personnel
Department before these assignments will be approved.

b. Under special circumstances, the Personnel Director may approve
assignments longer than 30 days.
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Generally, pool employees are paid by the using department from salary savings. If
salary savings are not available, the request for pool help will require prior approval by
the City Manager or non-managerial department head. Each department is responsible
for monitoring available salary savings and acquiring necessary approval when salary
savings are not available.

Although pool employees do not earn vacation and sick leave while in an hourly status,
they may be allowed to use previously earned credits.

If the department to which the employee is assigned approves, the pool employee may
use previously earned credits for paid leave which falls within the pool assignment
period.

Il. PROCEDURE:

A.

The Personnel Department Records Section should be contacted as soon as emergency
needs are known. In the case of vacation relief and other anticipated needs, the Records
Section should be given as much advance notice as possible.

1. The using department must provide the following information with the request:
a. Classification requested
b. Dates, work hours, and location of assignment
C. type of work to be performed
d. reason for request

Requests for assignment of pool personnel pending certification and selection from an
eligible list must be accompanied by a Request for Certification (Form CS-490).

Initial assignments or extensions (for reasons other than a vacant position) beyond 30
calendar days must be approved in advance by the Personnel Director. Requests for
approval are to be submitted by memorandum and must include the following
information:

1. Nature of the work to be performed (work load, special project, etc.); and if the
request is for sick or vacation relief, the name of the incumbent.

2. Description of the special circumstances which warrant a long term assignment.

3. The reason a limited appointment from the regular eligible list is not appropriate.
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CLERICAL POOL EMPLOYEE EVALUATION REPORT:

Upon assignment of pool personnel, the Personnel Department will send a Clerical Pool
Employee Evaluation form to the using department. This should be completed and returned at
the end of the assignment or after 30 calendar days, whichever comes first. The information
obtained from this report is used to evaluate the quality of service the Pool is providing and to
assist in evaluating the performance of pool employees. The same care should be taken with
these evaluations as is taken with regular Employee Performance Reports.
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l. AUTHORITY:

A.

City Charter Section 28. DUTIES OF THE MANAGER. “(The City Manager) shall
have the power, to employ experts, or consultants to perform work or give advice....

City Charter Section 35. PURCHASING AGENT. “The Purchasing Agent shall
make all purchases of supplies, materials, equipment, and insurance...”

City Charter Section 94. CONTRACTS. “In the construction, reconstruction or
repair of public buildings, streets, utilities and other public works,...the same shall be
done by written contract...”

City Charter Section 117(a). UNCLASSIFIED AND CLASSIFIED SERVICES.
“The Unclassified Service shall include:...15. Persons employed in positions for
expert professional temporary service when such positions are exempted from the
Classified Service for a specified period of temporary service by order of the Civil
Service Commission.”

City Charter Section 117(b). UNCLASSIFIED AND CLASSIFIED SERVICES.
“The Classified Service shall include all positions not specifically included by this
section in the Unclassified Service....”

City Charter Section 118. RULES. “The Civil Service Commission shall
recommend to the City Council all rules and amendments thereto for the government,
supervision and control of the classified service.”

Civil Service Rule XVII. REVIEW OF CONTRACTS FOR SERVICES. “All
contracts for services shall be reviewed by the Civil Service Commission prior to
execution to ensure compliance with the personnel-related provisions of the City
Charter, Municipal Code, and the Civil Service Commission Rules and Regulations.”

Council Policy 300-7. CONSULTANT SERVICES SELECTION. “The City
requires services of a recurring nature or for a specific onetime project which cannot
be routinely provided by City staff, either because of the expertise required or the
ongoing work load. Consultants may be employed where City staff is unable to
accommodate this requirement.”

Administrative Regulation 25.01. ADVERTISING, BIDDING, AND AWARD OF
CONSTRUCTION UNDER $25,000 IN VALUE.

Administrative Regulation 25.6. SELECTION OF CONSULTANTS FOR WORK
REQUIRING LICENSED ARCHITECT AND ENGINEERING SKILLS.
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REVIEW OF CONTRACTS FOR SERVICES

Administrative Regulation 25.7. HIRING OF CONSULTANTS OTHER THAN
ARCHITECTS AND ENGINEERS.

Il. POLICY:

A.

The Civil Service Commission shall review all contracts for services with the City of
San Diego regardless of monetary size, prior to execution. This includes those
contracts which require City Council approval, as well as contracts requiring only
City Manager approval; contracts under $3000 in a 12-month period that may be
executed by purchase order only; and all extensions or substantive revisions to any
contracts listed above.

Contracts for supplies, materials, equipment and insurance do not require review by
the Civil Service Commission provided however that such contracts do not include
provisions for contracting of services.

I1. PROCEDURE:

A.

A Department planning to contract for services should provide a copy of the contract
specifications or documents describing the needed services immediately after the
decision to request contract services has been made and prior to releasing Requests
for Proposals, advertising, negotiating with outside personnel, or executing
agreements. This document should include:

1. a description of the project and services required,;
2. the number of contractual personnel required to perform said services;
3. the length of time for which these services will be required,;

4. all significant terms of the contract including compensation, work review,
selection process and extension or renewal clauses.

The Civil Service Commission or its designee will review these documents
concerning proposed contract services to determine if said services meet the
personnel-related provisions of the above City Charter, Rules and Regulations, and
Policies. The Civil Service Commission or its designee shall initial and return to the
originating department the documents provided concerning the proposed use 0
contractual services.

For all actual contracts for services, the originating department shall provide to the
Civil Service Commission or its designee for review and signature:
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1. all Requests for Council Action (1472’s) and attachments prior to being
submitted to Council,
2. all written agreements for services prior to execution with the outside
contractor.
D. The Civil Service Commission shall receive a monthly staff report on contracts

reviewed.



PERSONNEL REGULATIONS
City of San Diego

July 1, 2002 Page 1 of 13
PERSONNEL REGULATION BOOK
INDEX
CHARTER /RULE/
PM INDEX CODE SUBJECT
VI Acceptance of Positions in Lower Grade
C-5 Address, Change of
XV Administration of Civil Service
Il Advertisement of Examinations
I Affirmative Action Program: See
A-1 Applicants and Applications - Nondiscrimination
F-1 Equal Employment Opportunity
Appointing Authority Interview Guide
141, C-1 Age: See
I, C-1 Age Limits
141 Age Requirements
City Employees Retirement System
C-2 Aliens
X, -2 Annual Leave
B-2 Appeal: See
L-2 Allocation of a position to a class
L-3 Discipline
C-4 Hearings
] Medical
XI, L-3 of application rejection
Xl, L-3 of Removal
of Suspension
I Applicants and Applications
F-1 Appointing Authority Selection Interviews
122 Appointments
VIl Authority for
Vil, E-7 Emergency
123 Improvement of Status
VII, E-5 Limitations
VII Limited
VIl Permanent
VII Provisional
H-9 Restricted
VIl Salary

Selection
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INDEX
CHARTER /RULE/
PM INDEX CODE SUBJECT
M-1 Apprenticeship Training
G-2 See also: Probationary Periods
H-8 Step Increases
C-3 Arrests
A-2 Conviction Records
Motor Vehicle - Commission Policy Statement
I Assembled Examinations, definition
H-4 Base rate (defined)
H-1 Bilingual
Pay
I Boards
Examining
L-5 Bump Rights
H-4 Call Back Pay
H-7 Overtime Pay
Stand-by Pay
D-3 Career Advancement
A-3 Continuing Objectives
Continuous Service (defined)
218 Contributions for Employment, No
C-3 Conviction, Criminal
L-1 Counseling,
L-6 Unemployment
12.1 Councilmanic Salaries
X, 1-9 Court Leave
120 Credits
X, -2 Limitations and
X, -3 Annual Leave
120, C-6 Sick Leave
Veterans
C-3 Criminal Conviction Policy

L-1 Debts, employee
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INDEX
CHARTER /RULE/
PM INDEX CODE SUBJECT
* Definitions
IX, E-7 Demotions
L-5 in Lieu of Layoff
H-6 Differential, Shift
120, C-6 Discharge
I, C-5 Military
Non-resident
see also Discipline
129, XI, L-2 Disciplinary Actions - Discipline
L-1 Counseling
IX, E-7 Demotion
Discharge (See Discharge)
131 False statement by applicant
Xl, L-3 Hearings
A-2 Motor Vehicle Violations
127, Xl Performance Reports
G-7 Employee Performance Review Program
Xl, L-2
129.1 Removals
Xl, L-2 of Striking Employees
L-2 Reduction in Compensation
Xl, L-2 Reprimands
J-4 Suspensions
Disclosure of Personal Information
XVI K-2 Discrimination
] Complaint Procedure
A-1 Non-discrimination, Applicants and Applications
Policy Statement
I, D-1 Disqualification
C-4 Examination

Medical
X, -7 Educational Leave
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INDEX
CHARTER /RULE/
PM INDEX CODE SUBJECT
Xl Efficiency
127 Standards of
121, IV Eligible Lists
VI, E-5 Change in Address of Failure to Reply
Vv, E-1 Duration of
Vv, E-1 Extension of
VI, E-5 Priority of
v Promulgation
V, E-2 Re-employment
Vv, E-3 Reinstatement
1V, E-5 Removal of Eligibles
v Subdivision and Merging
Vil Emergency
H-4 Appointment
X, I-3 Candidates for Overtime
Leave
L-1 Employee
Counseling
127, Xill Performance Evaluation Procedure, see
G-7 Authority for
L-2 Representation for Discipline
L-6 Separation Reporting Form
134 Employment
F-1 Contributions Prohibited
Interview Form
A-1 Equal Employment Opportunity Policy

G-1 Ethics and Conduct, Code of
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124,

131

I,
Il
I,
Il
I,
Il
Il
Il
1,
VIII,
Il
Il,
X1,

VI,

D-1

H-1

D-1
D-1

D-2

Cc-4

D-4
D-2
D-5
D-1
H-8
E-3
L-6
E-1
-7

H-4

Examinations
Administration
Announcements
Bilingual
Character of
Conduct of
Conduct of Candidate
Disqualification
Grades
Inspection of Papers
Kinds of
Medical
Notice of Results
Postponement and Cancellation of
Preservation of Papers

Promotional

Ranking System
Review and Appeal
Suspended Competition

Examining Boards

Exceptional Merit Increases
for Reinstatements

Exit Interviews

Extension of
Eligible Lists
Leave without pay
Shift
Extra Rates
Bilingual
Shift
Stand-by
False Statement by Applicant

Federal Funded Programs
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CHARTER /RULE/
PM INDEX CODE SUBJECT
L-1 Financial Counseling
115 11, X1 G-3, G-1, Fingerprint
C-3
133 Fraud on Civil Service Provisions
B-1 Functional Organization Charts
132 Gifts or Payments by Applicants Forbidden
K-1 Grievance Procedure
Xl, L-3 Hearings
X, H-2 Holidays
H-1 Bilingual Compensation for
115 1, XI G-3,G-1 Identity Verification Program
C-3
VIl, E-7 Improvement of Status
i, D-1 Interview
L-6 Boards
F-1 Exit
F-1 Form
Guide for the Appointing Authority
128 Investigations
K-2 Discrimination Complaint Procedures
M-1 Joint Apprenticeship Committee
129, V, L-5 Layoff
V, L-5 Job Rights
L-5 Notice of
V, L-5 Order of
L-5 Permanent Employees from Limited Positions
V, L-5 Probationary Employees
V, L-5 Re-employment
V, L-5 Seniority
L-6 Unemployment Insurance
H-4 Leave, Compensated (defined)
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INDEX

CHARTER /RULE/
PM INDEX CODE SUBJECT

Leaves of Absence
Annual Leave
Compulsory
Court
Educational
Emergency
Extension
General Requirements
Holidays
Maternity
Military
Sick Leave
Special Leave Without Pay
Transfer of Credits
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11.1 Legislative Power - Nondelegable
130 Limitations and Credits
L-6 Limited Availability Form
211 Loyalty Oath
Manager, see City Manager
i, C-4 Medical Examinations
XV Meetings of the Civil Service Commission
H-8 Merit Pay Increases

120, C-6 Military
X, I-10 Discharge
Leave

XV Minutes
M-1 Civil Service Commission
Apprenticeship

H-6 Night Shift

H-4 Normal work scheduled (defined)
218 No Contributions for employment
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INDEX
CHARTER /RULE/
PM INDEX CODE SUBJECT
A-1 Nondiscrimination
K-2 Commission Policy
F-1 Complaint Procedure
Selection
217 No payment for Office
211 Oath of Office
A-3 Obijectives, Continuing
Il Open Examinations
i, D-1 Oral Boards
1, B-1 Organization Charts, Functional
H-3 Out-of-class Assignments
H-1 for Bilingual
G-6 Outside Employment or Enterprise,
Regulation of
H-4 Overtime Compensation
M-2 Participation in Federal or State Funded Programs
H-5 Part-time positions, Salary Status of
H-1 Pay Differentials
H-6 Bilingual
H-3 Night work
H-6 Out-of-class Assignments
H-7 Shift work
Stand-by
H-8 Pay Increases
I-2 Pay-in-lieu, Annual Leave
132 Payment or Gifts by Applicants Forbidden
217 for Office, No
126 Payrolls, Certification of
127, X1, Performance Reports

G-7 Performance Review Program, Employee
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INDEX
CHARTER /RULE/
PM INDEX CODE SUBJECT
G-2 Permanent Appointment Probationary Periods
J-4 Personal Information, Disclosure of
Personnel
37 Director
116 Manual
XV
I, C-4 Physical Examinations
31 Political
134 Activities
134 Assessments and Contributions Prohibited
135 Influence Prohibited
Practices Forbidden
M-3 Pool, Clerical
137 Power
70 of Taxpayers to Enforce Rules
139 to Fix Salaries
Further Powers
120 C-6 Preference, Veterans’
H-4 Premium Rate Overtime
VIl, G-2 Probationary Period
124, VIII Promotions
D-3 Career Advancement
I, D-4 Examinations
H-8 Pay Increases
G-2 Probationary Periods for
VIl Provisional Appointments
H-8 Step Increases

-2 Annual Leave
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INDEX
CHARTER /RULE/
PM INDEX CODE SUBJECT
H-4 Rates
H-4 Base
I Premium
Standard
115 1, XI G-3, G-1, Record Checks
C-3
215, J-4 Records, Publicity of
Recruitment Standards, see
Standards for Recruitment
V, L-5 Reduction in Personnel
XI, L-2 Reduction in Compensation
Reemployment
V, E-2 Lists for regular work
V, E-2 Lists for seasonal work
125 Register, Service
G-6 Regulation of Outside Employment or Enterprise
vV, E-3 Reinstatement
XI Removal
30 Cause for
129.1 of Officers and Employees
Xl, L-2 of Striking Employees
129 Procedure
Suspension and Layoffs
XV Reports to the Civil Service Commission
I, B-1 Functional Organization Charts
L-2 Representation for Counseling and/or Disciplinary
Actions
L-2 Reprimand (defined)
VI, E-5 Requisition and Certification

C-5

see also Certification
Residence
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INDEX
CHARTER /RULE/
PM INDEX CODE SUBJECT
I, C-2 Resident Aliens
Xl, L-6 Resignation
141 Retirement
City Employees Systems
H-6 Rotating Shifts
118 Rules, Civil Service
121 Salaries,
70 Councilmanic
Power to Fix
41.1 Salary
H-5 Setting Commission
H-9 Status of Part-time Employees
Starting Salary Upon Appointment
H-4 Scheduled Workweek defined
Schedules - see Work Schedules
V, F-1 Selection Interviews, Appointing Authority
L-6 Separation Reporting Form
G-2 Service
117 Active Duty (defined)
120, C-6 Classified
1-10 Military Credits
125 Military Leave
117 Register
Unclassified
H-6 Shift Differentials
X, -3 Sick Leave
H-1 for Bilingual
H-5 Call back

X, I-7 Special Leave Without Pay
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INDEX
CHARTER /RULE/
PM INDEX CODE SUBJECT
M-1 Special Programs
M-2 Apprenticeship
Participation in Federal and State Funded Programs
H-6 Split Shift
M-1 Standards
127, Xl Apprentice
of Efficiency
C-1 Standards for Recruitment
C-2 Age Limits
C-3 Citizenship
C-4 Criminal Conviction Policy
C-5 Medical Examination
C-6 Residence
Veterans’ Preference
H-9 Starting Salary Upon Appointment
M-2 State Funded Program
H-8 Step Increases
129.1 Striking Employees
X, D-5 Suspended Competition
129, XI, L-2 Suspensions
129 Removal Authority
1-3 Terminal
1-2 Sick Leave
Annual Leave
Terminations - see Discipline and Resignations
Tests - see Examination
IX, E-7 Transfers
L-5 in Lieu of Layoff

i Unassembled Examinations
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INDEX
CHARTER /RULE/
PM INDEX CODE SUBJECT
H-4 Unclassified
117 Overtime for
Service
L-6 Unemployment Insurance Procedures
120, 11 Veterans’ Preference
136 Violations and Penalties
X Workers” Compensation
-2 Annual Leave
X, I-3 Sick Leave
H-4 Work Schedules (defined)
H-4 Day (defined)
H-6 Differentials for
H-2 Holiday
H-4 Normal work schedule (defined)
H-4 Period (defined)
H-4 Week (defined





