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CIVIL SERVICE COMMISSION  
FY 2015/16 ANNUAL REPORT 

Executive Summary 

_______________________________________________________________ 
The Placer County Civil Service Commission is pleased to present its FY 2015/16 annual report. This 
report provides an overview of the Commission’s activities for the past fiscal year and offers information 
on Human Resources activities related to the Commission’s chartered responsibilities. 
 
While this document summarizes the responsibilities of the Civil Service Commission, it should also be 
noted that a significant change in the Human Resources Department that serves the Civil Service 
Commission occurred over the past fiscal year. 
 
As historical background, the Placer County Personnel Department had operated under the auspices of a 
Civil Service Commission for more than 50 years.  Beginning in January 2014, efforts between the Civil 
Service Commission and the County Executive Office were initiated to pursue an integrated Human 
Resources Department.  The intent was to enhance service delivery by combining related programs that 
existed in the Personnel Department and Risk Management Division of the CEO’s office into one 
consolidated Human Resources Department. 
 
With the goal of developing and implementing a model that would provide a more cohesive, responsive 
approach for delivery of services,  the evaluation of Human Resource programs and services was 
undertaken to develop recommendations for options that would reflect a blending of local requirements 
including Civil Service Commission authorities with industry best practices.    
 
In August of 2015, the Civil Service Commission entered into a memorandum of understanding with the 
County Executive establishing a combined department of Human Resources.  On September 15, 2015, the 
Board of Supervisors approved moving forward with a Human Resources Department predicated on 
strategic plan priorities, best business practices and core functional improvements identified through the 
strategic plan process and integrated into departmental administration and operations. 
 
Fundamental to the process was the creation of the new department’s mission, vision and core values – a 
task undertaken by each staff member who contributed individually and small group meetings to hone and 
define the department’s message. Integral to this effort was the development of a Strategic Plan for the new 
HR department to guide and ensure the efficient delivery of human resource services based upon a SWOT 
(strengths, weaknesses, opportunities and threats) analysis.  Along with an external review by 
stakeholders, the SWOT analysis would ultimately yield initiatives that would represent the new 
department’s work plan.     
 
The former classified position of Personnel Director evolved into an unclassified position of Human 
Resources Director with dual responsibility to the Civil Service Commission and the County Executive 
Officer.  In support of the Civil Service Commission and the County of Placer, the Human Resources 
Department staff represents a cohesive, collaborative, competent group of professionals dedicated to their 
jobs, the County and the people they serve.   
 

While this Annual Report provides an overview of the work that is accomplished by the HR Department as 
staff to the Civil Service Commission, a separate Strategic Plan Report will be issued to reflect the full scope 
of work undertaken by the staff of the Human Resources Department in support of the County’s residents, 
visitors and employees. 
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INTRODUCTION 

 
Placer County is a Charter County with approximately 2700 allocated positions. The Charter 

establishes the “home rule” concept to increase citizen participation in county government, 

improve efficiency, and provide for a responsible and cooperative county government.  Further, 

the Charter is the governing document approved by voters which guides the organizational 

structure, duties, and responsibilities of elected and appointing officials.  The Placer County 

Civil Service Enabling Ordinance (PCCSEO) was established in 1961 to create a Civil Service 

System to provide for employment on a merit basis and for equitable uniform procedures for 

dealing with Human Resources matters through a Civil Service Commission.  The PCCSEO was 

adopted pursuant to the County Civil Service Enabling Law found at California Government 

Code sections 31101-31115.  The Placer County civil service system and the Civil Service 

Commission were created by Ordinance No. 501, Series B, which was adopted by the board on 

November 4, 1961 and ratified by the County electorate in the June 1962 election.   

 

The Human Resources Director performs and discharges, under the direction and control of the 

Commission, the powers, duties, purposes, functions, and jurisdiction vested in the Commission. 

The Human Resources Director is responsible to the Commission for carrying out all procedures 

in the administration of the classified service in conformity with the rules of the Commission. 

Placer County Civil Service Commission Established By Ordinance 

In 1962, the Placer County Civil Service System was established by a vote of the people.  The Board 

of Supervisors adopted an enabling ordinance in order to “place County employment on a merit 

basis for the purpose of obtaining the highest efficiency and assuring that the best qualified 

persons available shall be brought into the service of the County.”1  The Civil Service Commission, 

consisting of five residents of the County appointed by the Board of Supervisors to serve as 

Commissioners, is charged with prescribing, amending and enforcing the Civil Service rules and 

regulations, including: 

(a) For the standardization and classification of all positions in the classified 

service;  

(b) For competitive examinations to test applicants for entrance to and 

promotion in the Civil Service System; 

(c) For creation of employment lists upon which shall be entered the names of 

successful candidates in the order of their standing in examinations; 

(d) For provisional appointments where there is no employment lists; 

(e) For appointments to vacant positions from employment lists;  

(f) For publicly advertising all examinations; 

(g) For emergency appointments without reference to employment lists 

when such appointments are found necessary to prevent stoppage of 
                                                           
1
 Placer County Ordinance No. 501 – Series B, AN ORDINANCE ADDING ARTICLE V TO PLACER COUNTY CODE AND 

PROVIDING FOR CIVIL SERVICE FOR COUNTY EMPLOYEES, adopted November 14, 1961. 
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public business, loss of life, or damage to persons or property; 

(h) For certification of eligibles in order of priority lists; 

(i) For rejection of applications or eligibles who fail to comply with the 

requirements of the Commission. 

(j)  That department heads, Board of Officers possessing appointive power shall 

select one of the three persons standing highest on the appropriate 

employment list; 

(k) For a probationary period of not less than six months, but not to exceed one 

year; 

(l) For separation from the Service of employees through layoffs and for re-

employment of the employees laid off; 

(m) For leaves of absences; 

(n)  For promotion, demotion, transfer and reinstatement; 

(o) For holding of hearings on the adoption and amendment of rules and/or 

other Human Resources matters; 

(p) For recommendation of rates of pay for each classification of position based 

upon an annual study of comparative salaries in local governmental agencies 

and private industries; 

(q) For health, welfare and safety of employees. 

Local Agency Human Resources Standards 

The Placer County Human Resources Department operates as an Approved Local Merit System 

(ALMS) and, as such, is charged with ensuring that the Human Resources systems and programs 

are in conformance with the California Local Agency Human Resources Standards (LAPS) as 

outlined in Government Code Sections 19800 -19810. The Civil Service Commission oversees the 

Human Resources rules that regulate the operations to assure compliance with the six merit 

principles outlined in LAPS Chapter 1.  ALMS counties must meet the requirements set forth in 

LAPS Chapter 1 to qualify for certain state and federally funded programs. The Placer County Civil 

Service Commission’s oversight of the Human Resources Department’s adherence to the LAPS 

requirements through compliance with each of the six merit principles is detailed in the body of 

this annual report: 

 

Merit Principle 1 – Recruitment and Selection 

Merit Principle 2 – Classification 

Merit Principle 3 – Training 

Merit Principle 4 – Retention of Permanent Employees 

Merit Principle 5 – Fair Treatment 

Merit Principle 6 – Political Rights and Prohibitions 
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Background 

 

Civil Service in the United States essentially began in 1883 with the signing of the Civil Service Act, 

which “marked the transition from the wild, unbridled ‘spoils system’ of public service in this 

country to the orderly, un-political, and infinitely more efficient merit system.” (United States Office 

of Human Resources Management, Biography of an Idea, A History of the Federal Civil Service, 6 (2003). 

The merit system was instituted in order to remove politics as much as possible from the realm of 

government employment by creating a system in which employment and advancement are based 

upon objective criteria rather than political ties.  The system is based upon specific principles 

established for the purpose of obtaining the greatest efficiency in government service and 

assuring that the best qualified persons available will be employed.   

In 1913, California passed its own Civil Service Act in an effort to establish an equitable and 

efficient system based upon merit.  The Civil Service was expanded in 1939 to the counties by the 

County Civil Service Enabling Law, California Government Code §31100 et seq.  Article 7, Section 

1, of the California Constitution, Public Officers and Employees, establishes the civil service as 

follows: 

(a) The civil service includes every officer and employee of the State except as otherwise 
provided in this Constitution. 

(b) In the civil service, permanent appointment and promotion shall be made under a general 
system based on merit ascertained by competitive examination.   

The purpose of the Civil Service system is set forth as California Government Code §18500: 

(a) To facilitate the operation of Article VII of the California State Constitution. 

(b) To promote and increase economy and efficiency in the state service. 

(c) To provide a comprehensive Human Resources system for the state civil service, 

in which: 

(1) Positions involving comparable duties and responsibilities are similarly 
classified and compensated. 

(2) Appointments are based upon merit and fitness ascertained through 
practical and competitive examination. 

(3) State civil service employment is made a career by providing for security of 
tenure and the advancement of employees within the service insofar as 
consistent with the best interests of the state. 

(4) The rights and interests of the state civil service employee are given 
consideration insofar as consistent with the best interests of the state. 

(5) Applicants and employees are treated in an equitable manner without 
regard to political affiliation, race, color, sex, religious creed, national 
origin, ancestry, marital status, age, sexual orientation, disability, political 
or religious opinions or non-job-related factors. 

(6) Tenure of civil service employment is subject to good behavior, efficiency, 
the necessity of the performance of the work, and the appropriation of 
sufficient funds. 
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Members of the Civil Service Commission 

_______________________________________________________________________________________ 

 

The five (5) member Civil Service Commission (CSC) is appointed by the Board of Supervisors and 

each Commissioner serves a four (4) year term.  The Commission prescribes, amends, and 

enforces rules for all classified positions including recruitment and testing processes, Human 

Resources file and records management, classification maintenance, and conducts hearings upon 

appeals from employees.  A quorum must be present in order to conduct Commission business. 

Commission meetings are open to the public and subject to open meeting laws under the Brown 

Act. 

 

Schedules, agendas and minutes for the meetings can be found on the Commission’s website: 

http://placer.ca.gov/departments/humanresources/csc 

Commissioner Rick Ward (Chair)  

APPOINTED BY: BOS – Supervisor Holmes 

EXPIRES: 8/24/2017 

Commissioner Andrae Randolph (Vice Chair) 
APPOINTED BY: BOS - Supervisor Duran 

EXPIRES: 5/19/2020 

 

Commissioner John Costa 

APPOINTED BY: BOS – Supervisor Uhler 

EXPIRES: 10/15/2016 

Commissioner Ronald LeDoux 

APPOINTED BY: BOS – Supervisor Weygandt 

EXPIRES: 8/14/2019 

 

Commissioner Don Nelson  

APPOINTED BY: BOS – Supervisor Montgomery 

EXPIRES: 8/14/2019 

CSC Attorney 
Bill Wright, THE WRIGHT LAW OFFICE 

2828 Easy Street, Suite 3 
Placerville, California 95667 

 

Commission Staff: 
Lori Walsh, Human Resources Director 

Dawn McCollum, Commission Clerk 

 

http://placer.ca.gov/departments/humanresources/csc
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MERIT PRINCIPLE 1 
RECRUITMENT AND SELECTION 

 

 

 

As a civil service/merit based organization, Placer County is required to provide equal treatment 

in hiring and advancement. Pursuant to Section 3.08.010 of the Placer County Code, a civil service 

system was adopted in order to establish “an equitable and uniform procedure for dealing with 

personnel matters through a civil service commission and to place county employment on a merit 

basis for the purpose of obtaining the highest efficiency and assuring that the best qualified 

persons available shall be brought into the service of the county.” 

The Civil Service Commission has promulgated rules, practices and procedures (see Attachment 

A) to achieve the following objectives as it pertains to hiring and selection: 

1. Recruiting, selecting, and advancing employees on the basis of their relative ability, 

knowledge, and skills, including open consideration of qualified candidates for initial 

appointment. 

2. Providing equitable and adequate compensation. 

3. Training employees, as needed, to assure high quality service. 

4. Retaining employees on the basis of the adequacy of their performance, correcting 

inadequate performance, and separating employees whose inadequate performance 

cannot be corrected. 
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5. Assuring fair treatment of candidates and employees in all aspects of Human Resources 

administration without regard to political affiliation, race, color, national origin, sexual 

orientation, gender/gender identity, religious creed, age, military/veteran status, or 

disability and with proper regard for their privacy and constitutional rights as citizens. 

This “fair treatment” principle includes compliance with the Federal equal employment 

opportunity and nondiscrimination laws and the Countywide Equal Employment 

Opportunity Program (EEOP). 

6. Assuring that employees are protected against coercion for partisan political purposes 

and are prohibited from using their official authority for purposes of interfering with or 

affecting the result of an election or a nomination for office. 

 

In developing the recruitment strategy, the Human Resources Analyst will meet with the 

Department Head (Appointing Authority) or designated hiring manager to identify Subject Matter 

Experts (SME’s), develop a description of the ideal candidate and determine recruitment methods 

such as the development of job announcements, advertising/marketing or outreach campaigns, 

and other strategies for attracting qualified candidates.   

 

Other content to be discussed and potentially included in the online job announcement are: 

 

a) Description of the “ideal” candidate 

b) Special requirements (licensures, certifications, language skills, work 

schedules/locations)  

c) Anticipated dates and timelines for exams or interviews 

d) Types of exam(s) and weighting components 

e) Department-specific or County-wide vacancy information 

 

According to County Code, where possible, exams should be announced on a promotional 

(permanent Placer County employees only) basis where it has been determined that a sufficient 

number of County employees meet minimum qualifications.  However, in the event an open 

recruitment is approved, subject matter experts (SME’s) may also provide valuable feedback 

regarding potential advertising/outreach opportunities with professional organizations or 

outreach agencies that can target the most appropriate and qualified applicant pool. 

 

Prior to testing, the Human Resources Department will review previous exam results to determine 

if additional recruiting/outreach is needed.  The option of whether or not to band the scores 

(based on the number of projected vacancies and department preference regarding the number of 

names certified in reachable ranks) will also be reviewed. 

 

Outreach 

Department SME’s often serve as the primary source of identifying effective marketing and 

outreach opportunities related to the position being filled.  The Human Resources Department can 
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also assist in identifying outreach organizations whose readers/customers meet the specific 

requirements of the vacancy being filled.  The department’s assigned Human Resources Analyst 

will review and discuss possible outreach sources and opportunities available for consideration 

tailored to position requirements, such as: 

 

 Location:  Each County job region (Auburn area, Tahoe area, Roseville/South Placer area) 

has unique needs, recruitment challenges, and resources.  Local publications, websites, and 

local community resources may differ based on the location of the vacancy and related 

applicant pool.   

o Positions assigned to the Tahoe area are often harder to fill given the location and 

cost of living.  When recruiting for Tahoe positions, the Human Resources Analyst 

will plan to highlight benefits and incentives specific to the area and tailor outreach 

and marketing efforts for the appropriate audience.  Performing as many steps in 

the hiring process as possible in the local Tahoe area is encouraged.   

 Publish dates and submittal deadlines:  Application filing periods may be scheduled to 

coincide with available ad run dates and deadlines of selected print outreach sources. 

 Language/cultural requirements:  When recruiting for a position in which the ability to 

speak and understand a foreign language is required; this assessment can be included in 

the exam process by Human Resources staff.  There are several local community resources 

available to assist with posting job information and disseminating the job announcement, 

often free of charge. 

 Educational requirements:  For entry positions requiring a specific degree and little/no job 

experience, college career centers, County department staff, or job fairs serve as an 

effective outreach resource. 

 Job Fairs: The timing of a recruitment filing period may be scheduled to coincide with local 

area job fairs and outreach events to reach a greater number of potential applicants.  The 

Human Resources Department may work with SME’s to arrange to have a departmental 

representative attend the job fair in conjunction with Human Resources Department staff 

to be responsive to questions regarding department and position requirements. 

 Professional Organizations/Memberships/Associations:  There may be industry-specific 

organizations the SME’s may utilize to communicate information regarding County 

recruitments that will reach the specific type of applicant needed, either via web/email 

notifications, flyers, or meetings/conferences. 

 

Exam Development and Administration 

Based on the results of a job analysis, the Human Resources Analyst, hiring manager, and SME’s 

develop the exam(s) which may involve a variety of testing options including any one or 

combination of the following formats: 

 written exams 
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 oral interview exams 

 training and experience supplements/ratings  

 physical agility exams 

 technical or manual skills assessments.  

 

If a determination is made to conduct an oral exam or a training and experience rating in which a 

narrative response will be evaluated and scored, the hiring manager and SME’s may be asked to 

provide suggestions for raters to serve on panel(s).  Typically a rater holds or has held a position 

that is at least one level higher than the position being tested.   

 

Should it be necessary to develop a new written examination, the hiring department may be 

asked to provide current incumbents to validate the newly-developed written exam and provide a 

basis for setting pass points/cutoff scores (if applicable). 

 

If a cultural awareness component is to be included in the oral exam (based on established 

position needs) there are County subject matter experts in this area who can serve as raters 

and/or provide feedback during the testing process.  This can be coordinated with the Human 

Resources Analyst prior to testing.  There must be a clear connection between all exam items and 

formats to the essential duties and related knowledge, skills, and abilities identified during the job 

analysis process.   

Establishing and Certifying Eligible Lists 

An Eligible List is defined in Chapter 3 (section 3.08.170 Definition of Terms) as “A list of names of 

persons arranged in order of final ranking, who have been found qualified through suitable tests 

for employment for positions allocated to a specific class.”  Chapter 3 section 3.08.720A (Eligible 

Lists) further states that, “Eligible lists shall be established as a result of examinations open to all 

persons who lawfully may be appointed to any position in the classified service within the class 

for which examinations are held and who meet the minimum qualifications requisite to the 

performance of the duties of such position as prescribed by the specifications for the class.” 

 

There are six types of eligible lists defined in Chapter 3:  
 

 Re-employment  
 Promotional  

 Open  

 Lateral Transfer/Other Agency Eligible List (i.e. Public Agency Eligible List or PAEL) 

 Reinstatement 

 Alternate   

 

Once the eligible list is established, or if an eligible list already exists, the top five (5) ranks will be 

certified to the Department Head (Appointing Authority) to fill one vacancy.  Each of the five (5) 

ranks can consist of one or multiple applicants depending upon the scores attained. The 
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department will be able to view each application certified as well as any attachments.   One 

additional rank is certified for each additional vacancy (6 ranks certified for 2 openings, 7 ranks 

for 3 openings, 8 ranks for 4 openings, etc.). 

 

NOTE: if there are five or fewer candidates meeting the minimum qualifications, the list is 

certified in random order, and all five candidates are certified to the hiring department as 

eligible for an interview.  Per County Code, the Appointing Authority may also request a 

supplemental recruitment if fewer than five names are on the eligible list. 

Department Hiring/Selection Interview 

The hiring manager reviews the applications of the candidates on the certified eligible list and 

determines which candidates to interview based on a review of the specific job available, the 

needs of the department/position, and the job-related knowledge, skills, and abilities of each of 

the individuals. 

 

While it is not necessary for the hiring manager to interview all candidates certified, it is strongly 

advised and encouraged that the Department interview all candidates (including internal 

candidates) when practical, particularly for Promotional exams. 

 

The department hiring/selection interview is a less formal/structured process than the 

examination process. Such interviews are typically conducted by the hiring manager or immediate 

supervisor and the focus is more on learning about the individual candidate, determining whether 

he/she would be the right ‘fit’ for the department and predicting more accurately how each 

candidate might perform on the job, as opposed to identifying and ranking general skills and 

abilities across assignments. During the hiring/selection interview candidates also have a right to 

learn about the specific job for which they are being interviewed and to ask additional/clarifying 

questions, if needed.  

 

Should a candidate decline to interview (waive), not be available for contact, fail to appear for 

their scheduled interview, or decline a job offer following the interview, the hiring department 

may be entitled to additional names of candidates from lower ranks on the eligible list 

Metrics for FY 15/16 

While the number of recruitments and exams remained similar to the number in FY 14/15, the 
increase in the number of lists certified can be attributed to a greater number of continuous 
recruitments which results in a greater number of lists being certified more often over the course 
of the year.  Additionally, the Temporary Office Assistant (TOA) program began to be diminished 
during FY 15/16 which is reflected in the total number of TOA’s being managed by the HR 
Department. 
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MERIT PRINCIPLE 2 
CLASSIFICATION 

 
 

 
 

 

The County of Placer has a centralized classification system administered by the County’s Human 

Resources Department.  Allocations of positions to departments and changes in the allocation of 

positions are requested by departments and recommended by the Human Resources Director and 

County Executive Officer through the Civil Service Commission to the Board of Supervisors.  The 

Civil Service Commission oversees the classification of positions as outlined in Attachment B. 

 

Classification Study/Review Process 

The County of Placer uses the term “classification study” to describe classification studies that 

typically impact a large number of positions, class series or job families.  Classification studies 

involve researching, analyzing, determining and documenting the responsibilities, duties, 

knowledge, skills, and abilities (KSAs) related to the position(s) for classification, organizational, 

or related purposes.  The anticipated outcomes could include revising the specification and/or 

minimum qualifications, reclassification of the position and/or reassignment of duties or 

reallocation of positions. A “classification review” describes the process that involves one or two 

positions with the primary goal being to determine the most appropriate allocation of a position. 

Classification reviews are typically initiated when an employee or employee's supervisor feels 

they are working "out of class" and that a reclassification is warranted.   

 

Position Inventory Questionnaire(s) (PIQ) are completed by the incumbent, reviewed by a 
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supervisor and/or manager to ensure that the information is accurate, and reviewed by the 

appointing authority for concurrence.  The assigned Analyst reviews the PIQ and then proceeds 

with desk audits and interviews with employees, supervisors, and/or managers.  Classification 

studies may also be initiated by a recruitment job analysis.  As part of the job analysis, the Human 

Resources Department completes knowledge, skills ability (KSA) Scale and Task Scale forms in 

order to thoroughly examine the KSA and assigned functions of the classification being studied.  

New classifications are created, or revisions and updates are made to existing class specifications.  

Any new class specification, or specifications where substantive changes have been made require 

CSC approval. New classifications are then submitted to the Board of Supervisors for salary 

approval and adoption of implementing ordinances.  The CSC has delegated approval of non-

substantive changes to the Human Resources Director. 

 

The appointing authority's input is obtained before a position reallocation is finalized and 

processed for approval. Once the review and analysis is completed, the recommendation is 

presented to the Department Head to approve, deny, or amend the recommendations.  If 

approved, the Analyst notifies the impacted employee union as required per the contract and an 

appeal process is provided to manage any disagreements with outcomes.  The recommendation is 

reviewed with the Human Resources Director and presented to the Civil Service Commission.    

 

The internal process to reclassify positions, establish new classifications, or revise existing class 

specifications is standardized and methodical.  A standardized class specification template is used 

to create a new class or to update the existing specification.  All Human Resources Analysts are 

trained in best practices for classification work with ‘on the job’ training supplemented by outside 

training, including CPS HR Consulting and California State University Sacramento Human Resources 

(HR) Academy courses on classification and compensation.  Staff also participate in International 

Public Management Association for Human Resources (IPMA-HR) training and workshops as well as 

professional level training offered by other organizations. The Department has written Classification 

Review Request Guidelines so that all staff follows the same process.  These measures ensure that 

sound principles of classification and compensation are applied consistently within the County.  

 

Compensation 

The Civil Service Commission is responsible for reviewing salary recommendations for new 

classifications that are a result of the adoption of a new classification or that result from the 

negotiations process (see Attachment C). The County Executive Officer is responsible for 

recommending rates of pay to the Board of Supervisors for employees in the unclassified service 

as per Ordinance 5478-B, 2007. 

 

The County uses a five-step salary schedule.  Employees begin at step one, unless a higher step is 

approved by the CEO.  Following satisfactory completion of 1040 hours of work and a satisfactory 

performance evaluation, which is given at the mid-way point in the probationary period, a merit 

increase to the next step is given.  Merit increases are then given on an annual basis, after 

completion of 2080 hours of work, and a satisfactory performance evaluation, until employees 



Civil Service Commission Annual Report FY 15/16 Page 13 

reach step five.  Merit increases are not automatic and require CSC approval as supported by a 

performance evaluation. 

 

Placer County uses internal equity of classifications to ensure that equivalent skill sets are paid 

similarly within the County.  In addition, within the classified service, there are pay separations 

between classification levels typically based on the following general guidelines: 

   Approximately 10% between entry and journey level classes in a series 

   Approximately 10% between journey and advanced journey (lead) level classes  

   Approximately 10% between lead level and first line supervisor 

   Approximately 15% between journey and first line supervisor 

   Approximately 10% between first line supervisor and senior supervisor 

 

A comprehensive website is accessible by employees and the general public at  

http://placer.ca.gov/departments/humanresources 

 

The website contains class specifications with respective salary ranges, memorandum of 

understandings, and information regarding employee benefits.  

 

Metrics for FY 15/16 

The difference between the metrics in FY 14/15 and FY 15/16 can be attributed to the large 

Information Technology classification study which was conducted in FY 14/15.  The number of 

work-out-of-class requests has continued to diminish from previous years due to the recession 

when hiring freezes precluded vacancies from being filled and required that staff work at levels 

above their current classifications. 

  

http://placer.ca.gov/departments/humanresources
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MERIT PRINCIPLE 3 

TRAINING 

 

 

Responsibility for staff learning and development transferred from the County Executive Office 

Organizational Development division to the newly created Human Resources Department.  In the 

transition, compliance with LAPS as stipulated in Attachment D continues to be accomplished 

through the delivery of courses that meet federal and state-mandates.  Beyond mandated courses; 

the Human Resources Department has identified the following goals in expanding and enhancing 

oversight of the learning and development programs and employee engagement activities as 

described below:   

 

 Develop and implement a needs assessment survey of County staff to elicit specific career 

development training needs; 

 Develop a career development training plan that is responsive to the needs expressed by 

staff and that builds on a curriculum of developmental training; 

 Solicit input from subject matter experts (both internal and external of the County) to 

assess available training options that coincide with the results of the staff survey and the 

curriculum of training design; 

 Develop and implement a plan for coordinating the various employee engagement 

activities as assigned to include the preparation of a project management timeline that 

delineates the roles of various department representatives and staff resources; 

 Lead the creative effort to develop employee onboarding programs and provide assistance 

in recruitment outreach efforts; 

 Prepare a report related to the County’s centralized and de-centralized onboarding 

practices and make recommendations on improvements or modifications with a focus on 

the current ‘new employee orientation’ session. In the context of the report, include options 
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for collaborating with departments including the assigned HR staff; automating the 

onboarding process including benefit enrollment and improvements to the documents and 

information contained on the County’s intranet for accessing employee information; 

 Identify options for creating education cohorts accessible to County employees to enable 

staff to pursue advanced education, degrees and/or certificates; 

 Explore options for implementing a county-wide mentoring program. 

 

Training for Performance and Advancement 

Placer County offers a wide variety of courses to employees to improve performance in their 

current jobs and prepare them for more responsible assignments.  Examples of topics offered 

include specific software application training, technical training in governmental accounting, 

customer service training and several communication topics.  The training catalog is available on 

the County’s intranet.  Course descriptions are grouped by the primary competency to be learned 

which correspond to the competencies defined for thirteen job families in the county. 

 

Supervisory Training 

Primary training for supervisors and managers is offered through two series of five classes 

entitled Supervisor Leadership Training (SLT) and Management Leadership Training (MLT).  Both 

series include the same five topics customized with different emphases depending upon the level.   

 

The topics are:  

1. Understanding the [Supervisor] [Manager] Role 

2. Effective Delegation and Employee Engagement 

3. Performance Management including Progressive Discipline  

4. Writing Performance Reviews 

5. Wrap Up and Next Steps 

 

Other single courses that build supervisory and management skills are offered including a 

“Supervisory Readiness” class for lead-workers and new supervisors. 

  

New Employee Orientation 

All new employees attend a new employee orientation (NEO).  An NEO is usually offered once per 

month.  The content of the training includes: 

 General County Government and Policies 

 Liability & Risk Management Policies 

 General Human Resources Information, including 

o Civil Service System and Policies 

o Probationary Periods and Performance Appraisal 

o Pay, Benefits and Leave provisions 

o Preventing Harassment, Discrimination and Retaliation 

o Union Rights and Information 
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Mandated and EEO Training 

Mandatory training assignments are created using source data from the HR/Payroll system. Courses 

are assigned every two weeks and employees are notified directly from the Human Resources 

Department with a copy to the Department Training Coordinators.  Attendance at mandated training 

is tracked at the department level.  In addition, the Human Resources Department generates a 

quarterly summary with notices to County Department Directors and the Human Resources Director 

to ensure compliance with legal mandates.   

 

Mandated sexual harassment prevention training to comply with AB1825 is offered on-line to 

both supervisors and all employees.   Newly hired or promoted supervisors are required to complete 

AB1825 training within 6 months of hire and every two years thereafter.  

 

Employees are informed of the County’s EEO and non-discrimination policies in numerous ways.  

First, the policies are included in the new hire packet an employee receives on his/her first day of 

employment.  Within approximately the first month of employment, employees attend an 

instructor led new employee orientation which again informs them of the County’s EEO policy and 

plan and the policies prohibiting discrimination, harassment and retaliation of any protected 

group.  The new employee orientation also includes a summary of employee rights and complaint 

procedures.  Written copies of the Workplace Discrimination, Harassment and Retaliation Policies 

are included in the new employee handbook.  As an annual refresher, each annual performance 

appraisal includes an employee acknowledgement of a review and understanding of policies.   

 

New employees also complete an on-line discrimination and sexual harassment awareness 

program with an overview of Title VII of the Civil Rights Act and all state EEO laws including but 

not limited to laws related to mental and physical disabilities, family leave, protections during 

pregnancy, and age discrimination.    In Placer County, this employee program is required to be 

repeated every two years, which exceeds legal requirements.  

 

METRICS FOR FY 15/16: 

 
The Training and Organizational Development Division of the County Executive’s Office was 

transferred to the newly formed Human Resources department in October 2015.  As a result, there 

is no comparative data for FY 14/15. 

 

In the area of supervisory skill development, the HR Department led the effort to provide 

instruction and training on ‘Effective Performance Evaluations’ over 29 separate sessions that 

were hosted in Auburn, Rocklin and Tahoe.  A total 401 employees attended the training.  The 

Supervisor Leadership Training series was provided by the Organizational Development Division 

of the CEO’s office in the Fall of 2014 and Spring of 2015 prior to the transition of OD to the newly 

formed HR Department in the Fall of 2015.  A total of 196 employees attended the classes. 
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MERIT PRINCIPLE 4 

RETENTION OF PERMANENT EMPLOYEES 
 

Placer County firmly believes that performance evaluation and feedback is a critical component of the 

County’s effort to actively engage and retain employees.  Employees that receive regular and relevant 

performance feedback and understand how their performance relates to the department and 

organization’s overall goals are more engaged, able to adapt to change, solve problems creatively, and 

communicate effectively in group and team environments. The performance management process 

provides an opportunity for the employee and performance manager to discuss development goals 

and jointly create a plan for achieving those goals. 

  
Placer County Code, Chapter 3, Section 3.081060 provides that the appointing authority is 

responsible for preparing probationary and annual performance evaluations.  The policy states 

that probationary employees shall receive two appraisals within their probationary period.  

Regular employees shall receive an evaluation prior to the eligibility date for a merit increase and 

annually after they reach the top step of their salary range.  The Code also requires that employees 

have an opportunity to review their performance evaluation prior to placement in the official 

personnel file. 

 

 

 
 

 

Performance Evaluation Process 

Placer County uses a competency based performance management program maintained by the 

Human Resources Department.  Competencies were defined for thirteen different job families.  

Three competencies are common to all job families (Job Knowledge, Dependability and 

Cooperation).  In addition to those three common competencies, five to nine other competencies 

are rated, depending upon the requirements of the job family.     

 

The Human Resources Department administers the performance evaluation program in 
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compliance with LAPS (Attachment E), including the recently implemented ePerformance module 

of the ACORN payroll/HR software application.  Evaluation form templates are customized for 

each of the thirteen job families and made available to supervisors on-line.  An on-line employee 

self-assessment form is provided as an optional step.   The County’s intranet site includes links to a 

number of resources including tips, instructions and tools for the supervisors to support the 

performance evaluation program.  

 

All competencies are rated by supervisors on a five-point scale with an overall performance rating 

automatically calculated based on the summation of the competency ratings.  Descriptive factors 

within each competency guide supervisors to consider various components of the overall 

competency.  Human Resources Analysts provide support and coaching to supervisors when an 

employee’s performance needs improvement. 

 
Merit Increases 
Placer County policy makes a direct link between performance evaluation and merit step 

advancements.  County Code Section 3.04.650 states that requests for step increases must be 

accompanied by performance reports and submitted to the Civil Service Commission for approval.  

Processing of satisfactory performance evaluation and standard step increases has been delegated 

to the Human Resources Director, but the Civil Service Commission routinely reviews evaluations 

that result in a recommendation to withhold a merit increase.  The Commission provides a quality 

control and consistency review and can approve, override, or return the merit request to the 

appointing authority for revision.   

 
Performance Evaluation Training 

The Human Resources Department provides supervisors with multiple training opportunities and 

tools related to the development of performance evaluations.  The County sponsors a five-day 

Supervisor and Manager Leadership training series, which includes two days on performance 

management and writing performance reviews.   A supervisor’s tool kit for the ePerformance 

system is provided through the County’s intranet.  Supervisors can access numerous tools, tips, 

instructions and forms as well as general information about performance management.  

 

All employees learn of the performance evaluation program during the new employee orientation 

which most attend within a month of their hire date.  During the orientation, employees are 

informed that performance evaluations are conducted at least twice during their probationary 

period and annually thereafter.   

 

In summary, Placer County provides a comprehensive performance evaluation system and 

monitoring process for the departments to use in managing performance of employees.  There is 

also performance management training and support available for supervisors on-line and from the 

Human Resources Department. 
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Leaves of Absence and Return to Work 
The Human Resources Department administers employee leaves in compliance with ADA, FMLA, 

CFRA, County code or MOU and other legislated leave provisions. Employees are responsible for 

informing their supervisors in advance of the need to take time off if foreseeable, or as soon as 

possible under the circumstances, depending on the nature of the leave. In determining whether 

time off or a leave request should be granted and whether paid leave is appropriate, Human 

Resources Department staff consult with supervisory or management staff at the department level 

to consider the reason for the request, any applicable policy provisions, and the impact the 

absence will have on departmental operations. An employee who is on a leave of absence due to 

his/her own or a family member’s medical condition may be required to provide certification or 

recertification of that condition. An employee is expected to return to work no later than the next 

regularly scheduled workday after the expiration of an approved leave. If an extension is desired, 

the employee submits the request in writing from his/her supervisor in advance of the expected 

date of return.  

 

Interactive sessions required under the ADA and/or return to work coordination is managed 

through the ADA/Leave Coordinator as part of the Human Resources Department staff.   
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Separation of Employment 
Permanent employees may be separated for cause. Causes for discipline are included in the 

County Code, Section 3.08.1190.   Performance evaluations are conducted on a scheduled basis, or 

as needed, to identify causes to address performance not meeting job standards, illegal or immoral 

actions, job abandonment, misuse of public funds or materials, violation of provisions of the 

County Charter or other rules and regulations governing work conduct, and inability to perform 

essential job functions.  

 

Layoff, reinstatement, resignation, and separation of employees may be initiated because of lack of 

work or funds as determined by the Board of Supervisors.  The County Code (Sections 3.08.1100 

through 3.08.1120) provides procedures for lateral transfer, demotion or transfer in lieu of layoff.  

Laid off employees are placed on reemployment lists.  Layoff procedures are included in the 

County Code and Memorandum of Understanding with recognized employee organizations.  These 

code provisions provide compliance with LAPS as contained in Attachment F. 

 
METRICS FOR FY 15/16 
Performance Management 
The number of performance evaluations reviewed by the HR Department significantly increased 
during the past fiscal year due to the transition from two separate performance evaluation 
platforms to one on-line version.  This transition necessitated that evaluations be completed in a 
timely way in order for the new software application to be introduced. 
Layoffs 
The closure of the County’s wastewater treatment facilities resulted in a reduction in force.  Efforts 
were made to identify positions to which employees subject to layoff could transfer or demote 
which provided options for all but one staff member who was ultimately laid off. 
Leave management 
The number of processed leaves is driven by individual employee circumstances and managed by 
HR staff in compliance with various State and Federal leave laws and MOU provisions. 
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MERIT PRINCIPLE 5 
FAIR TREATMENT 

 

The County of Placer is an equal opportunity employer and promotes fair treatment and 

employment opportunities via policy, procedure, and training. As outlined in the County Code, 

Section 3.08.110, “no person in the civil service system or seeking admission thereto shall be 

appointed, reduced, or removed or in any way favored or discriminated against because of any 

constitutionally or statutorily protected right, or because of age, sex, race, sexual orientation, color 

ancestry, religious creed, national origin, physical disability, mental disability, medical condition, 

marital status or denial of family and medical care leave, family sick leave or pregnancy leave 

except where specific age, sex or physical requirements constitute bonafide occupational 

qualification necessary for proper and efficient operation.”   This code provision complies with 

LAPS as delineated in Attachment G. 

 

 

 
 

Additional County policies (including enforcement and complaint provisions) in place include: 

 

• Policy Against Discrimination, Harassment, and Retaliation  

(Adopted by BOS in 2004 and updated April 3, 2014) 

• Equal Employment Opportunity Plan – EEOP  

(Approved annually by the Civil Service Commission and the Board of Supervisors) 

 

The EEOP has a policy statement, narrative discussions regarding the internal and external 

dissemination of the program and delegation of responsibilities to include a detailed discussion of 

the roles and responsibilities of the Human Resources Director, Civil Service Commission, CEO, 

Board of Supervisors, and Department Heads.  The EEOP also expresses the County’s commitment 
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to eliminating discriminatory and job-related barriers which adversely impact minorities, women, 

and persons with disabilities. 

 

While the EEOP does not assess the local agency work force in comparison to the relevant labor 

force nor under-utilization, the County does capture EEO data, comparing its current workforce to 

the available relevant labor market.  Such data is collected on an annual basis and may be referred 

to in reviewing recruitment and outreach considerations.  The County submits the federal EEO-4 

report every two years.  

 

In the area of recruitment, an EEO statement is provided on the employment application, on the 

County website, as well as on announcements to note that the County is an Equal Opportunity 

Employer and committed to an active nondiscrimination program.  Additionally, the Human 

Resources Department works with County Departments to determine appropriate outreach 

including participation in job fairs, postings in journals, publications, a variety of professional 

organizations, newspapers, as well as resources which target minorities and women.  

 

County policies against discrimination are communicated as part of new employee orientation 

where employees are provided with a review and copy of the County’s policies on discrimination, 

harassment and retaliation and annually during the performance evaluation discussions.  

Employees annually acknowledge receipt and awareness of the policy and its requirements at the 

time of their annual performance review. The Policy Against Discrimination, Harassment, and 

Retaliation is also available on the Human Resources Department’s website.  Additionally, as part 

of the new employee orientation, employees are advised that the County’s “…merit system ensures 

equal opportunity for qualified persons to enter and progress through County service.  The merit 

system provides that appointments and promotions be made by competitive selection processes.” 

Additional information provided includes information regarding examinations and the County’s 

position on determining candidates that are best qualified for the position.  

 

The County website includes specific procedures to ensure accommodation for people with 

disabilities.  Additionally, while the County only accepts applications online, it provides kiosks for 

accessibility purposes, and staff will provide prospective applicants with assistance in applying for 

County employment opportunities.  
 

Employer/Employee Relations 
The Employer/Employee Relations Ordinance is adopted by the Board of Supervisors to provide 

orderly procedures for the administration of employer-employee relations between the County 

and employee organizations.  The policy is intended to promote positive Human Resources 

management and employer-employee relations and strengthen the merit and civil service system.  

The policy provides procedures for meeting and conferring in good faith with recognized 

employee organizations, establishing representation units, recognition of employee organizations, 

election proceedings, and administration. 
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The Human Resources Department takes the lead in developing strategies for labor negotiations, 

serves as subject matter experts on personnel practices and provides advice on matters of policy 

or implementation strategies for payroll/benefit changes.  The MOU provisions work in 

conjunction with County Code provisions related to Human Resources practices and procedures 

and are consistent with LAPS standards.  

 

 

 
 

 

Grievance Procedure 

In compliance with LAPS (Attachment H), the grievance procedure is contained in the County’s 

Personnel Rules, Chapter 3, Section 3.08.290.  Each Memorandum of Understanding also includes 

the grievance procedure.  Persons having a grievance are strongly encouraged to make every 

effort to resolve their grievance by discussion with the person causing the grievance.  Human 

Resources Department Staff are available to assist operating department staff in processing 

grievances.   

 

Grievances not resolved informally are to be filed utilizing the written procedure specified in the 

Code and MOU’s.  Following the initial attempt to resolve the grievance at the informal stage, five 

(5) formal steps are provided.  Grievances reduced to writing progress through successive steps if 

a mutually satisfactory solution has not been reached.  Steps 1, 2, and 3 are processed within the 

department; step 4, addressed by the Human Resources Director and the final step 5, a formal 

written complaint “by any aggrieved person” is directed to the Civil Service Commission.  Formal 

proceedings by the Commission spelled out in the Code and MOU’s, include the formal complaint, 

answer, preliminary Commission hearing, formal Commission hearing, with evidence presented.  

Decision by the Commission is final and binding on all the parties.  
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Disciplinary Action 

The process to initiate disciplinary action is provided in Placer County Code Section 3.08.1160 

through 3.08.1280.    Discipline is defined as discharge (termination of employment), suspension 

without pay, demotion, or reduction of wages. The authority to discipline resides with the 

Appointing Authority, which is defined in the County Code, Section 3.08.1160, as the employee’s 

department head or County Executive Officer. 

 

Grounds for discipline are enumerated in the County Code (3.08.1190) and include, but are not 

limited to, dishonesty, incompetence, inefficiency, insubordination, etc.  The County follows the 

progressive discipline process, which includes informal discipline in the form of verbal counseling, 

written counseling, letter of reprimand and formal discipline from suspension to termination.   

 

To initiate formal discipline proceedings, the appointing authority prepares a Notice of Proposed 

Action which is formally served to the employee including a signed affidavit of service. The 

statement includes rules violated, disciplinary action proposed and a statement informing the 

employee of his or her rights to respond, either orally or in writing, to the appointing authority 

within seven calendar days.  The employee response is heard and considered by the appointing 

authority and the final decision of the appointing authority is imposed.  The employee is advised 

of the right to appeal the appointing authority decision to the Civil Service Commission.   

 

Formal hearing procedures are specified in County Code and followed by the Commission in 

compliance with LAPS (Attachment I).  The Commission hears all cases and does not utilize 

hearing officers.  Records of the proceedings include the evidentiary hearing recordings, all 

admitted evidence being retained and the written final decision of the Commission.  The decision 
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of the Commission is final and at the conclusion of the hearing, the Commission may sustain, 

modify or reverse the discipline imposed by the appointing authority and may make findings and 

enter an order as it deems appropriate. 

 

Appeals of Alleged Discrimination 

County Code, Section 3.08.110 provides a process for individuals to appeal alleged discrimination 

to the Civil Service Commission in compliance with LAPS (Attachment I). The County Code 

procedure is as follows:  Discrimination Prohibited (Code 3.08.110):  General Provisions provides 

that ”No person in the civil service system or seeking admission thereto shall be appointed, 

reduced or removed or in any way favored or discriminated because of any constitutionally or 

statutorily protected right or because of age, sex, race, sexual orientation, color ancestry, religious 

creed, national origin, physical disability, mental disability, medical condition, marital status or 

denial of family and medical care leave, family sick leave or pregnancy leave except where specific 

age, sex or physical requirements constitute bona fide occupational qualification necessary for 

proper and efficient operation.” 

 

Under the County Code, Section 3.08.110 the formal process shall begin with the lowest 

appropriate step as designated in the County Code for matters pertaining to employment 

decisions within the jurisdiction of the Civil Service Commission. Persons who believe they have 

been discriminated against on the basis of discrimination of a protected class may appeal to the 

Human Resources director in writing alleging discrimination within ten (10) working days of the 

alleged discriminatory act.  

 

The appeal shall state the following: 

a). The specific act(s) of alleged discrimination 

b).   The effect of the act(s) of alleged discrimination 

c).   The nature of the relief or remedy which is being sought 

 

Upon the receipt of the appeal, the Human Resources Director determines the appeal step to be 

followed.  The Director is to make every effort to resolve the appeal through an informal 

discussion with the parties concerned.  If the appeal is within the scope of an appointing 

authority’s power to correct the appeal, it is forwarded to the appointing authority and is 

processed to begin at the lowest step of the grievance procedure.  If the Director determines the 

appeal is not within the appointing authority’s scope but is within the scope of the Human 

Resources Director, then the appeal begins at step 3 of the grievance process.  If the appellant is 

not satisfied with the Human Resources Director’s decision, or if the appointing authority rejects 

the Director’s decision, the appellant may submit a request for a hearing before the Civil Service 

Commission. 

 

Appeals related to Layoff  

The layoff process is regulated by the appointing authority making a determination for a reduction 

in force based on a lack of funds or work or in the interest of economy.  Subject to the County 
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Executive Officer’s review, layoffs are approved by the Board of Supervisors.  The Human 

Resources Department is responsible for administering the layoff process and maintains records 

to calculate seniority hours (as it relates to the layoff process) to determine the order of layoff. 

  

The order of layoff is as follows:  extra help, provisional and probationary employees in targeted 

department are laid off in that order except that a permanent employees, who has an 

“unacceptable” performance rating 90 days in advance of layoff is laid off first.   Employees may 

request to voluntarily demote or laterally transfer to a vacant class in lieu of layoff if he/she held 

status in any other class.  Also, “bumping” rights to demote or transfer in lieu of layoff may be 

exercised.  Laid off employees are placed on a re-employment list.  

 

Human Resources Staff monitor the process and consult with employees and/or their union upon 

request to address concerns throughout the process. Provisions of the layoff rules may be subject 

to the grievance procedure as provided in negotiated memorandums of understanding.  As such, 

appeals as related to the layoff procedures would fall within the grievance procedures, as defined 

in the County Code and MOUs. 

 
METRICS FOR FY 15/16 
 
Harassment/Discrimination/Retaliation 
There was a significant increase in the number of complaints received and investigations 

conducted during the most recent fiscal year.  The majority of the complaints alleged a hostile 

work environment. 

 

Grievances 

The number of grievances received did not vary significantly from the previous fiscal year and no 

grievance hearings were held although mediation sessions were facilitated by the Human 

Resources Director. 

 
Disciplinary Actions  
There were a diminished number of disciplinary actions imposed or appealed from the previous 

fiscal year although a greater number of appeal hearings were held in FY 15/16.   
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MERIT PRINCIPLE 6 
POLITICAL RIGHTS AND PROHIBITIONS 

 

The Local Agency Human Resources Standards Section 17160 refers to the requirement that the 
Federal Hatch Act and applicable State statutes shall be followed.   In order to comply, all 
employees must be informed of their political rights and prohibited practices under the Hatch Act 
and applicable state laws.  
 

On an annual basis, the Human Resources Director issues a notice all employees relative to 
Political Activities as a reminder that County time and staff cannot be used to advocate a position 
or campaign for a position or a candidate. The notification states that County employees may wear 
campaign buttons at work, and certainly can place material on their personal vehicle which may 
be used on occasion for County business. However, County vehicles and equipment may not be 
used to campaign or promote a cause/candidate.  
 
As well, County Ordinance 14.76 prohibits the use of county equipment or facilities for political 
purposes or display, distribute, or post any political sign, poster, or other writing on any county 
equipment or facilities,  
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Attachments 
 

*Note that the Personnel Rules have not been amended or modified to reflect 
the transition of references from Personnel to Human Resources



Civil Service Commission Annual Report FY 15/16 Page 29 

ATTACHMENT A 

General Requirement LAPS Section 17110 

Recruiting, selecting, and advancing employees shall be on the basis of their relative ability, 

knowledge and skills, including open consideration of qualified applicants for initial appointment. 

 

Recruitment LAPS Section 17111 

Recruitment efforts shall be planned and carried out in a manner that assures equal employment 

opportunity and open competition for initial career service appointment for all job applicants. Basic 

recruitment efforts for entry into the career service shall include posting of examination 

announcements in appropriate public places for a minimum of five working days to ensure that an 

adequate number of candidates will apply. 

 

Selection Procedures LAPS Section 17112 (a) 

Selection procedures, including appropriate ranking for entry to the career service, shall be job 

related and shall maximize to the extent practicable validity, reliability, and objectivity.  The Uniform 

Guidelines on Employee Selection Procedures, as published in the Consolidated Federal Register (at 5 

CFR, 900, Subpart F, appendix B), are incorporated into these rules. 

 

Part 7 of County Code Section 3.08 establishes the civil service commission rules and 

policies governing Examinations in Placer County. The guiding principle of Part 7 is 

consistent with LAPS Section 17112 and states:  “Examinations for the establishment of 

eligible lists shall be competitive and by such character as fairly to test and determine the 

qualifications, fitness and ability of competitors actually to perform the duties of the class 

or position for which they see appointment”. 

Appointments from Eligible Lists LAPS Section 17112 (c) 

Appointments to permanent career service positions shall be made through selection from 

appropriately ranked eligible lists. Appointment procedures may not allow appointment either 

beyond the top ten eligibles or the top ten-percent of eligibles, or the top predetermined score group 

of those on an eligible list who are willing to accept the conditions of employment. 
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The certification rule is specified in the County’s Code, Part 8, Section 3.08.780. The 

rules establish the order and use of the lists and for open lists, candidates for career service 

positions can be certified to the hiring departments when their scores are in the top five 

ranks of an eligible list. If hiring for more than one position, one additional rank   can be 

certified for each additional vacancy (i.e., two vacancies get six ranks, three vacancies get 

seven ranks etc.).  Recruitment and selection activities within Placer County (County) are 

centralized within the Human Resources Department. Recruitment and selection services 

are provided by the Human Resources Department working closely with the hiring 

departments. The Human Resources Department is the centralized repository for 

recruitment and selection related records and documentation, including the administration 

of the online application system. 

 

Permanent Appointments LAPS Section 17112 (d) 

Permanent appointment for entry to the career service will be contingent upon satisfactory 

performance by the employee during a reasonable, time-limited probationary period. As a general rule, 

probationary periods may not exceed one year. 

 

Pursuant to Chapter 3, Section 3.08.1050 of the County’s Code, all permanent 

appointments from open eligible lists to positions in the classified service shall serve a 

probationary period of twelve months, with specific exceptions noted in the Code.   

 

Non-status Appointment LAPS Section 17112 (e) 

Non-status appointments shall not be used as a way of defeating the purpose of the career service 

and shall have a reasonable time limit. As a general rule, reasonable time limit is one year. If lists of 

eligibles are available, they shall be used for filling temporary positions. Short-term, emergency 

appointments may be made without regard to the other provisions of this section, to provide for 

maintenance of essential services in an emergency situation when normal procedures are not 

practical. 

 

Non-status appointments cover three types of appointments including provisional, 

emergency, and extra-help. The common element in these types of appointments is that 

they do not provide merit system status to the job incumbents and are limited in duration. 

Additionally, both provisional and extra help appointments must meet the minimum 
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qualifications of the classification.  

 

Extra-Help Appointments:  

Per the County’s Code, Section 3.08.940, when a need is warranted, extra help staff may 

be hired from a probationary/permanent list or from a specific extra help recruitment, 

established specifically for extra help.  The manner in which eligibles are hired is the same 

for those who would be hired for probationary/permanent staff.  Eligibles selected for hire 

must be selected from the top 5 ranks who expressed willingness to accept an extra help 

assignment, as related to the provisions outlined in the County Code.  Further, an extra help 

employee may not transition to permanent status if he/she was hired from an extra help 

only eligible list.   Extra help assignments are not made to vacant permanent positions and 

staff are not employed for more than 1,000 hours in a fiscal year without approval of the 

Civil Service Commission.  As previously mentioned, the County Code specifically states 

that time served in an extra help appointment is not credited towards the probationary 

period.  

 

Provisional Appointments:  

Per County Code 3.08.930, provisional appointments may be requested if there is no 

eligible list from which regular appointments can be made. Provisional appointments shall 

be for no longer than 90 calendar days in any fiscal year.  Applicants must meet the 

minimum qualifications for the specified position and in order to be considered for a 

probationary/permanent appointment, the appointee must apply via a competitive 

recruitment and selection process, and be reachable on the respective eligibility list, 

pursuant to the County’s certification rule. 

 

Emergency Appointments:  

 Based upon Section 3.08.960 of the Code, any legally competent officer or employee may 

employ such persons without regard to the civil service restrictions as regards 

appointment.  As specified in the County Code, emergency appointments may be made 

when there is an emergency condition which threatens life or public property.  Emergency 

appointments shall not exceed 10 days, be extended, or provide employment for more than 
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10 days in any 12 month period to any one person.  Time spent as an emergency 

appointment shall not be counted towards the probationary period.  

 

Career Advancement LAPS Section 17113 

Formal promotional examination processes are encouraged when filling higher-level career service 
positions.  Such processes shall maximize to the extent practicable validity, reliability, and objectivity. 

 
Per the Code, the County encourages promotional opportunities, as specified in 

Section 3.08.350, which states that when practicable, vacancies in the classified 

service shall be filed by promotion. The County does not differentiate between 

departmental specific versus countywide promotional exams; however supplemental 

questions may be developed for applicants to indicate which department he/she is willing 

to work in and as such, the eligibility list will be filtered accordingly. Those eligible to apply 

for promotional recruitments must hold permanent status as a Placer County employee (i.e. 

passed the initial probationary period).  Promotional recruitments are typically conducted 

for advancement to the advanced journey, technical, and/or supervisory level positions 

when there are a sufficient number of qualified applicants within the County.  

 

ATTACHMENT B 

General Requirement LAPS Section 17120 

Equitable and adequate compensation will be provided. 

Classification LAPS Section 17121 

Classification plans shall be maintained on a current basis, and shall: 
a) Be the foundation for selection, compensation, training, promotion, demotion, reduction in force, 

reemployment, and related decisions; 
 

b) Include class specifications formally adopted by the local agency's governing board or its 
authorized representative; and 

 
c) Include job-related minimum qualifications or employment standards of education, experience, 

knowledge, and abilities. 
 

Authority for implementing and maintaining the County Classification Plan can be found in 
Chapter 3 of the County Code, beginning with Article 3.08.470 through 3.08.520. 
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ATTACHMENT C 

Compensation LAPS Section 17122 

To maintain a high quality public workforce and to assure equitable compensation for comparable 
work, the compensation plan shall take into account the responsibility and difficulty of the work, the 
compensation needed to compete in the labor market, and other pertinent factors.  
 
As per County Code 3.04.600, the Human Resources Director is responsible for preparing and 
transmitting a salary schedule each fiscal year to the Board of Supervisors, including minimum 
and maximum rates of pay that account for internal and external equity for all classes within the 
classified service as has been negotiated with labor organizations as appropriate. 
 

ATTACHMENT D 

Training LAPS Section 17130 

Employees will be trained as needed to assure high-quality performance. In addition to providing 
training to improve performance, training should also be provided as needed to prepare employees 
for more responsible assignments and to implement affirmative action plans for equal employment 
opportunity. 
 

ATTACHMENT E 

General Requirement LAPS Section 17140 

Employees shall be retained on the basis of the adequacy of their performance, and provision shall be 

made for correcting inadequate performance and separating employees whose inadequate performance 

cannot be corrected. 

 

Employee Evaluation LAPS Section 17142 
Local agencies should establish a systematic method of evaluating employee performance, which 
should influence such Human Resources management decisions as merit salary adjustments, need for 
training, and order of layoff.  
 
3.08.1060 Performance appraisal.  

 A. Report Required. For probationary periods of six months, the appointing authority shall  

  prepare a performance appraisal for each employee at the end of three months and prior  

  to the expiration of six months. For probationary periods of twelve (12) months or  

  eighteen (18) months, the appointing authority shall prepare a performance appraisal at  

  the end of six months and prior to the expiration of the twelve (12) months or eighteen  

  (18) month probationary period. 

 B. Failure to Prepare Report. Failure by an appointing authority to prepare an interim  

  performance appraisal for a probationary employee shall result in a rebuttable   

  presumption of “Standard” as to the missed evaluation. In addition, such failure shall  
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  require the appointing authority to obtain the review and approval of the county executive 

  officer prior to rejection of any such employee during the probationary period. As an  

  alternative to rejection, the county executive officer may direct that the appointing  

  authority request extension of the employee’s probation under Section 3.08.1050(B). 

 C. Status Following Evaluation. If release is not specifically recommended before the end of 

  the probationary period, the probationer shall acquire permanent status. For PPEO  

  bargaining unit employees, the remaining six months of probation shall be waived and  

  the employee shall be deemed a regular employee if the employee receives an overall  

  rating of “exceeds performance standards” or greater on his or her six-month   

  performance evaluation. 

 D. Step Increase. An employee performance evaluation form shall be submitted prior to an  

  employee’s eligibility date for a step increase with a recommendation regarding merit  

  salary increase. 

 E. Annual Evaluation. Employees in Step 5 shall receive an evaluation annually. 

 F. More Than One Supervisor During Rating Period. In the event an employee has been  

  under the direct supervision of more than one supervisor: 

  1. Rating shall be both by the last person to supervise the employee and by the  

   person who supervised the employee for the longest period of time during the  

   rating period in question. 

  2. If the person who supervised the employee for the longest period is no longer  

   employed in county service: 

   a. Such person, if available, shall be provided the opportunity to confer with  

    the rating supervisors. 

   b. If such person is not available, or declines to comment, the rating shall be  

    by the last supervisor and such other supervisor as may be directed by the  

    department head. 

   c. The rater or raters shall prepare and submit to the appointing authority a  

    performance appraisal of the employee at the conclusion of the rating  

    period. Failure by the supervisor to submit such report shall result in a  

    rebuttable presumption of “Standard” as to the missed evaluation. 

G. Right of Employee Review and Comment. No performance appraisal shall be placed in a 

departmental file, nor shall it be transmitted to the Human Resources department or civil 

service commission, until the employee has reviewed the evaluation personally with the 

rating  supervisor and, if requested by the employee, such employee has reviewed the 

evaluation personally with such employee’s appointing authority or designee. 

 H. Comments. The provisions of Section 3.04.170 shall also be applicable to performance  

  appraisals. (Ord. 5700-B § 33, 2013; Ord. 5683-B § 42, 2012; Ord. 5627-B § 14, 2010;  
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  Ord. 5549-B § 4, 2009; Ord. 5531-B, 2008; Ord. 5478-B (Attach. A), 2007; prior code §  

  14.2015) 

ATTACHMENT F 
 
Separation and Layoff – LAPS Section 17141 

Employees who have acquired permanent status shall not be subject to separation except for cause or 

such reason as curtailment of work or lack of funds.  Procedures will be established to provide for the 

transfer, demotion or separation of employees whose performance continues to be inadequate after 

reasonable efforts have been made to correct it.  Retention of employees in classes affected by 

reduction in force shall be based upon systematic consideration of type of appointment and other 

relevant factors. 

 

ATTACHMENT G 

General Requirement LAPS Section 17150 
Fair treatment of applicants and employees in all aspects of Human Resources administration 
will be assured, without discrimination and without regard to political affiliation, and with 
proper regard to their privacy and constitutional rights as citizens.  

 
Equal Employment Opportunity LAPS Section 17151  
 

a) Equal opportunity shall exist in recruitment, examination, appointment, 
 training, promotion, retention, discipline, or any other aspect of employment. 

b) Prohibitions against discrimination consistent with the Civil Rights Act of 1964 

 as amended (42 U.S.C. § 2000e et seq.), the Rehabilitation Act of 1973 as 

 amended (29 U.S.C. § 791 et seq.), the Age Discrimination in Employment Act of 

 1967 as amended (29 U.S.C. § 621 et seq.), the Equal Pay Act of 1963 (29 U.S.C. § 

 206 (d)(1)), and other relevant statutes shall be established and enforced. 

c) Equal employment opportunity programs shall be developed and implemented 

 to include the following: 

 (1)  Removal of artificial barriers to equal employment opportunity. 

 (2)  Assessment of the local agency’s work force, including a comparison of  

  the local agency’s work force composition with the relevant labor force  

  composition.  Records of such assessments and comparisons shall be  

  provided annually and at such other time as required to the State  

  Human Resources Board Executive Officer. 

 (3)  Where there is statistically significant underutilization of any group  

  based on race, ethnicity or gender as shown by the work force-labor  

  force comparison, the local agency shall:  

  Develop and implement written recruitment plans which will ensure all- 

  inclusive outreach and equal opportunity for all groups.  Copies of such  
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  recruitment plans shall be made available, upon request, to the State  

  Human Resources Board Executive Officer.   

 

Assess selection processes to ensure that they are based solely on job-related criteria and are free of 

illegal adverse impact as defined in the Uniform Guidelines on Employee Selection Procedures 

(Guidelines), incorporated in Section 17112, against any group.  Such assessments shall be conducted 

consistent with procedures outlined in the Guidelines.  Where illegal adverse impact is found, the 

local agency shall identify the cause and take appropriate corrective action on a timely basis. 

 

Comply with all equal employment opportunity requirements mandated by federal agencies as a 

condition for obtaining or maintaining federal funding of programs. 

 

ATTACHMENT H 

Employee/Management Relations LAPS Section 17152 
 
a) Nothing in a local agency employee-management relation’s agreement shall conflict 
 with these standards. 
b) There shall be written procedures for resolving employee grievances and 

 discrimination complaints. To the maximum extent possible, the procedures should 

 include steps to resolve discrimination and all other types of employee grievances 

 without recourse to formal appeals procedures. 

 

ATTACHMENT I 

Appeals LAPS Section 17153 

 

a) In the event of separation for cause or demotion for cause, local agencies shall provide 

 permanent employees in covered programs with the right to appeal through an 

 impartial process that results in timely, enforceable decisions. 

b) Local agencies shall provide for appeals of alleged discrimination, by an applicant or 

 employee, through an impartial process that results in timely, enforceable decisions. 

c) In the event of reduction in force, employees with permanent status shall have the 

 right to appeal the application of reduction in force rules as they relate to the 

 establishment of and certification from layoff and re-employment lists. Such appeals 

 shall be through an impartial process that may be recommendatory or enforceable on 

 the appointing authority. This provision shall not be construed to provide for employee 

 appeals of management rights to identify the classes of layoff, number of positions to 

 be reduced and effective date of the layoffs. 
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