CIVIL SERVICE COMMISSION — COUNTY OF KERN
1115 Truxtun Avenue
Bakersfield, California 93301

Regular Meeting CORRECTED
Monday, June 13, 2022 ITEM NO. 13
5:30 pm

THIS MEETING WILL BE HELD IN THE BOARD OF SUPERVISORS CHAMBERS

AMERICANS WITH DISABILITIES ACT
(Government Code Section 54953.2)

The Board of Supervisors Chambers is accessible to persons with disabilities. Disabled individuals who
need special assistance to attend or participate in a meeting of the Civil Service Commission may
request assistance at the Human Resources Division — County of Kern or by calling (661) 868-3962. Every
effort will be made to reasonably accommodate individuals with disabilities by making meeting materials
available in alternative formats. Requests for assistance should be made at least three (3) working days
in advance, whenever possible.

All Civil Service Commission agenda item supporting documentation is available for public review at the
County of Kern Human Resources Division, 1115 Truxtun Avenue First Floor, Bakersfield, CA, 93301
during regular business hours, 8:00a.m. — 5:00 p.m., Monday through Friday, following the posting of
the agenda. Any supporting documentation that relates to an agenda item for an open session of any
regular meeting that is distributed after the 72-hour posting period and prior to the meeting will also be
available for review. This disclosure does not pertain to closed session items and/or those that are not
otherwise public.

PUBLIC SESSION

1. Public Presentations
This portion of the meeting is reserved for persons desiring to address the Commission on any matter
not on this agenda or wishing to place the item on the next agenda and over which the Commission has
jurisdiction. Please note that no response is required from the Commission or staff and no action can be
taken on non-agenda items; however, the Commission may instruct staff to place the item on the agenda
for a future meeting. Speakers are limited to three minutes. Please state and spell your name for the
record before making your presentation.

*CONSENT AGENDA: All items listed with asterisk (*) are considered routine and non-controversial by
Commission staff. Consent items will be considered first and may be approved by one motion if no member of
the Commission or public comments were submitted for discussion. If discussion is desired, the item will be
removed from the consent agenda and will be considered in listed sequence.

*2. Approval of Minutes
Regular meeting on May 9, 2022; APPROVE

*3. Examination Schedule: The following examinations have been scheduled in accordance with Civil
Service Rules and established procedures; APPROVE

8271) Office Services Specialist-Bilingual-Lamont
8516) Administrative Coordinator

8519) Office Services Assistant-Bilingual

8520) Supervising Buyer

8521) Deputy Coroner Manager

8522) Senior Workforce Department Analyst
8523) Assessment Technician
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8524) Office Services Technician-Ridgecrest

8525) Office Services Specialist-DP-DHS

8526) Senior Appraiser-DP-Assessor-Recorder’s Office
8527) Human Services Aide-Department of Human Services
8528) Staff Development Specialist

8529) Supervising Staff Development Specialist

8530) Librarian II-DP-Shift

8531) Child Support Specialist |

8532) Park Supervisor

8533) Cook-Lake Isabella

8534) Human Services Supervisor-Lake Isabella-DP-DHS
8535) Social Service Supervisor |[I-DP-DHS

8536) Office Services Specialist

8537) Public Health Program Manager-DP

8538) District Attorney’s Investigator

8539) Sheriff's Support Technician-Shift

8540) Administrative Coordinator-DP-Department of Airports
8541) Social Service Worker I-Taft-DHS

8542) Deputy Chief Information Technology Officer-ITS
8543) Public Health Program Specialist

8544) Environmental Health Specialist-In Training
8545) Office Services Technician-DP-PH

8546) Airports Maintenance Worker

8547) Senior Nutrition Site Coordinator-Lake Isabella
8548) Senior Nutrition Program Coordinator

8549) Graphic Artist

8550) Senior Maintenance Worker

8551) Sheriff's Sergeant-DP

8552) Social Service Worker I-Mojave-DHS

8553) Emergency Medical Services Coordinator

8554) Systems Analyst I/1I

8555) Autopsy Assistant

8556) Senior Groundskeeper-Lake Isabella

8557) Senior Legal Process Technician

8558) Fiscal support Specialist

8560) Maintenance Worker

4. New Specification(s): The following job specification(s) have been created and approved by the Chief
Human Resources Officer and are submitted for the Commission’s review in accordance with Civil
Service Rule 204.21. REVIEW, RECEIVE, AND FILE

o Workforce Development Program Manager, Iltem No. 0818

5. Revised Specification(s): The following job specification(s) have been revised and approved by the
Chief Human Resources Officer and are submitted for the Commission’s review in accordance with Civil
Service Rule 204.21; REVIEW, RECEIVE, AND FILE

a) Fire Prevention Inspector /11, Item Nos. 1178 and 1179
b) County Administrative Office Manager and Deputy Chief Financial Officer, Items No. 0782 and 0494
¢) Youth Services Officer I/ll, Senior Youth Services Officer, Youth Services Officer Maintenance
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Worker and Youth Services Officer Senior Maintenance Worker, Item Nos. 3566, 3563, 3560, 3574, and
3570

6. Civil Service Commission Frequently Asked Questions Informational Document: Civil
Service Secretary to present Frequently Asked Questions Informational Document for CSC
website; APPROVE AND AUTHORIZE SECRETARY TO POST ON CSC WEBSITE

7. First Reading of Amendment to Rule 300 of the Civil Service Commission; WAIVE READING; APPROVE

8. Civil Service Rule 1800 Update: Counsel to the Civil Service Commission to provide report
on status of Rule 1800 investigations and revisions.

9. Civil Service Rules Revisions Update: Commission Secretary to provide report on
status pertaining to Civil Service Rules revisions.

10. Commission Secretary Iltems/Report: Commission Secretary to present to the Commission
and to the public, information, announcements, and items pertaining to the Secretary’s
activities.

11.Human Resources Division Items/Report: Chief Human Resources Officer to present to the
Commission and to the public, information, announcements, and items pertaining to the Human
Resources Division that are pertinent to Commission business.

12. Commission Member Presentations or Announcements: On their own initiative, Commission
members may make a brief announcement or a brief report on their own activities (Government Code §
54954.2 (a)).

Adjourn to Closed Session: The Commission will adjourn to closed session to consider the

appointment, employment, evaluation of performance, discipline, or dismissal of public employees or to hear
complaints or charges brought against employees by another person or employee. If an employee chooses to
have his or her matter heard in public session, it will be heard at this time, prior to adjournment to closed session.

CLOSED SESSION (Government Code & 54957)

13. PUBLIC EMPLOYMENT - Diseipline/Dismissal/Release Application Appeal Request
Firefighter Recruit (Fire Department) — Case No. 2022-0103

14. PERFORMANCE EVALUATION - Consideration of the evaluation of performance of the Civil
Service Commission Secretary (Govt Code § 54957(b)(1))

15. Reconvene from Closed Session; Adjourn to Regular Meeting to be held on Monday,
July 11, 2022, at 5:30 p.m.



AGENDA ITEM NO._2 _
SUMMARY OF PROCEEDINGS

CIVIL SERVICE COMMISSION — COUNTY OF KERN
1115 Truxtun Avenue
Bakersfield, California 93301

Regular Meeting
Monday, May 9, 2022
5:30 p.m.

PRESENT: Commissioners Agbalog, Oliver, and Price

ABSENT: Commissioners Holt and Rose

OTHERS: Devin Brown, Tracey Eldridge, Michael Goulart, Maria Murbach, Brian Van Wyk, and
others.

NOTE: Ag, Ho, Ol, Pri, and Ro are abbreviations for Commissioners Agbalog, Holt, Oliver, Price, and
Rose. For example, Ho/Pri denotes Commissioner Holt made the motion and Commissioner Price
seconded the motion. The abbreviations “ab” means absent and “abd” abstained.

COMMISSIONER ACTION IS SHOWN IN CAPS AFTER EACH ITEM

Vice President Oliver called the meeting to order at 5:30 p.m.

PUBLIC SESSION
1. Public Presentations
None

*CONSENT AGENDA
*2. Approval of Minutes
Regular Meeting on April 11, 2022, Special meeting on April 26, 2022; NO PUBLIC COMMENT:;

APPROVED,; Ag/Pri — 3 ayes/2 ab (Ho/Ro)

*3. Examination Schedule: The following examinations have been scheduled in accordance with
Civil Service Rules and established procedures; NO PUBLIC COMMENT; APPROVED; Ag/Pri
— 3 ayes/2 ab (Ho/Ro)

8271) Office Services Specialist-Bilingual-Lamont
8490) Probation Division Director-DP

8492) Deputy Conservator

8493) Juvenile Corrections Maintenance Worker-Shift
8494) Librarian llI-DP-Shift-Library

8495) Vocational Nurse I/

8496) Office Services Specialist-Bilingual-Delano
8497) Human Resources Specialist |

8498) Environmental Health Specialist-In Training
8499) Program Coordinator-DP-Public Health

8500) Behavioral Health Program Supervisor

8501) Accountant I/Il/llI

8502) Office Services Technician-Department Promotional-Veterans
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8503) Cook-Taft

8504) Health Education Assistant I/l

8505) Behavioral Health Recovery Specialist Aide
8506) Environmental Health Specialist I/11/111

8507) Public Health Epidemiologist

8508) Human Services Program Specialist-DP-DHS
8509) Fire Dispatch Assistant-Shift

8511) Environmental Health Specialist IV

8512) Program Support Supervisor-DP-Public Health
8514) Departmental Analyst |

8515) Deputy Sheriff Trainee-Shift

8516) Administrative Coordinator

8517) Automotive Parts Storekeeper |

8519) Office Services Assistant-Bilingual

. Revised Specification(s): The following job specification(s) have been revised and approved

by the Chief Human Resources Officer and are submitted for the Commission’s review in
accordance with Civil Service Rule 204.21; REVIEWED, RECEIVED, AND FILED;

a) Deputy Sheriff Trainee, Item No. 4497; Ag/Pri — 3 ayes/2 ab (Ho/Ro)
Devin Brown, Chief Human Resources Officer, provided a summary. No public comment.

b) Sheriffs Support Technician, ltem No. 3278; Ag/Pri — 3 ayes/2 ab (Ho/Ro)
Mr. Brown provided a summary. No public comment.

c) Environmental Health Technician Il and Senior Environmental Health Technician, Items No.
2181 and 2182; Ag/Pri — 3 ayes/2 ab (Ho/Ro)
Mr. Brown provided a summary. No public comment.

d) Health Plan Services Specialist, Senior Health Plan Services Specialist, and Health Plan
Services Coordinator, Items No. 0466, 3059, and 0458; Pri/Ag — 3 ayes/2 ab (Ho/Ro)
Mr. Brown provided a summary. No public comment.

e) Proposed Revised Job Specifications Affected by Wage Adjustments - Airport Maintenance
Worker, Senior Maintenance Worker, Automotive Parts Storekeeper, Automotive Service
Worker, Behavioral Health Peer Specialist, Senior Behavioral Health Peer Specialist, Building
Service Worker, Senior Building Service Worker, Cook, Senior Cook, Disposal Site Gate
Attendant, Supervising Disposal Site Gate Attendant, Engineer, Senior Engineer, Fiscal
Support Technician, Fiscal Support Specialist, Groundskeeper, Senior Groundskeeper, Legal
Process Technician, Mail Clerk, Maintenance Worker, Senior Maintenance Worker, Medical
Assistant, Public Health Aide, Security Attendant, Tree Trimmer, Senior Tree Trimmer, Stock
Clerk |, and Stock Clerk I, tems No. 4911, 4910, 2614, 5239, 3725, 3724, 5647, 5635, 5502,
5501, 4980, 4945, 1074, 1072, 2865, 2845, 5390, 5380, 3155, 2834, 4916, 4915, 3421, 3440,
4949, 5357, 5356, 2625, and 2610; Pri/Ag — 3 ayes/2 ab (Ho/Ro)

Mr. Brown provided a summary. No public comment.
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5. Civil Service Rule 1800 Update:
Brian Van Wyk, Deputy County Counsel, reported that he had met with the HR team and there
was one investigation that was behind schedule due to the unavailability of a witness. The
parties involved were all aware and were fine with the timelines.

6. Civil Service Rules Revisions Update: Maria Murbach, Commission Secretary, provided a
summary on the proposed revisions for CS Rules 200 and 300.

Mr. Van Wyk informed the Commission that while working on the proposed revisions, he
also reviewed files and notes that the previous County Counsel, Mark Nations, had been
working on. Staff would seek any input that your Commission would like in editing the rules.
Commissioner Price stated that he would hold off on comment at this time.

7. Commission Secretary Monthly Report:
Maria Murbach, Commission Secretary, reported that she had attended the Brown Act training
presented by Assistant County Counsel Kendra Graham. The presentation was very
informative, and she looks forward to attending in the future.

8. Human Resources Division Items/Report:
Mr. Brown reported HRD had submitted their budget to the CAO’s office last Monday. The HRD
budget included a 3% step-down plan. The next step in the process is for the CAO office to
prepare a full preliminary budget for BOS to adopt and that scheduled meeting is June 28, 2022.
He stated that would keep the Commission updated as the budget process continues.

9. Commission Member Presentations or Announcements:
None

Adjourn to Closed Session: at 5:53 p.m., the Commission adjourned to closed session to consider
the appointment, employment, evaluation of performance, discipline, or dismissal of employees or
to hear complaints or charges brought against employees by another person or employee.

CLOSED SESSION (Government Code § 54957)

10. PUBLIC EMPLOYMENT - Discipline/Dismissal/Release
Group Counselor Il (Human Services) — Case No. 2020-0110; HEARING DATES SET TO
JUNE 20, 21, and JULY 14, 2022.

11. PERFORMANCE EVALUATION - Consideration of the evaluation of performance of the Civil
Service Commission Secretary (Govt Code § 54957(b)(1)); NO REPORTABLE ACTION.

12. Vice President Oliver adjourned the meeting at 6:15 p.m. to the next Regular Meeting to be
held on Monday, June 13, 2022, at 5:30 p.m.
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Test Schedule May/June 2022
Exam # Recruitment Title Open Date Close Date Recrulter Action Requestor
Assigned

8271 |Office Services Specialist-Bilingual-Lamont 5/2/2022 Continouos DMR UnSuspended DMR
8516 |Administrative Coordinator 5/2/2022 5/6/2022 DMR Open DMR
8519 |Office Services Assistant-Bilingual 5/2/2022 Continuous DMR Open DMR
8520 |Supervising Buyer 5/2/2022 5/13/2022 DG Open DG
8521 |Deputy Coroner Manager 5/2/2022 5/13/2022 MGV Open MGV
8522 |Senior Workforce Department Analyst 5/2/2022 5/6/2022 MG DP MG
8523 |Assessment Technician 5/2/2022 Continuous DG Open DG
8524 |Office Services Technician-Ridgecrest 5/3/2022 Continuous DMR Open DMR
8525 |Office Services Specialist-DP-DHS 5/9/2022 5/13/2022 DMR DP DMR
8526 |Senior Appraiser-DP-Assessor-Recorder's Office 5/9/2022 5/13/2022 DAG DP DAG
8527 |Human Services Aide-Department of Human Services 5/9/2022 5/20/2022 DMR Open DMR
8528 |Staff Development Specialist 5/6/2022 5/16/2022 MJG Open MJG
8529 |Supervising Staff Development Specialist 5/6/2022 5/16/2022 MJG Open MJG
8530 |Librarian Il - DP - Shift 5/5/2022 5/11/2022 KB DP KB
8531 |Child Support Specialist | 5/5/2022 5/19/2022 DG Open DG
8532 |Park Supervisor 5/612022 5/20/2022 KB Open KB
8533 [Cook - Lake Isabella 5/6/2022 5/20/2022 DG Open DG
8534 |Human Services Supervisor-Lake Isabella-DP-DHS 5/9/2022 5/13/2022 DMR DP DMR
8535 |Social Service Supervisor lI-DP-DHS 5/9/2022 5/13/2022 DMR DP DMR
8536 |Office Services Specialist 5/9/2022 5/30/2022 KAS Open KAS
8537 |Public Health Program manager - DP 5/9/2022 5/13/2022 KAS DP KAS
8538 |District Attorney's Investigator 5/16/2022 5/27/2022 MES Open MES
8539 |Sheriff's Support Technician-Shift 5/11/2022 Continuous MGV Open MGV
8540 |Administrative Coordinator-DP-Department of Airports 5/16/2022 5/18/2022 DG DP DG
8541 |Social Service Worker |-Taft-DHS 5/16/2022 5/27/12022 DMR Open DMR
8542 |Deputy Chief information Technology Officer - DP - ITS 5/17/2022 5/19/2022 KAS DP KAS
8543 |Public Health Program Specialist 5/18/2022 6/1/2022 KAS Open KAS
8544 |Environmental Health Specialist - In Training 5/18/2022 Continuous KAS Open KAS
8545 |Office Services Technician - DP - PH 5/19/2022 5/25/2022 KAS DP KAS
8546 |Aiports Maintenance Worker 5/18/2022 6/1/2022 DG Open DG
8547 |Senior Nutrition Site Coordinator-Lake Isabella 5/19/2022 6/2/2022 DG Open DG
8548 |Senior Nutrition Program Coordinator 5/19/2022 6/2/2022 DG Open DG
8549 |Graphic Artist 5/19/2022 6/2/2022 DG Open DG
8550 |Senior Maintenance Worker 5/23/2022 Continuous MES Open MES
8551 |Sheriff's Sergeant-DP 6/13/2022 6/24/2022 MGV DP MGV
8552 |Social Service Worker |-Mojave-DHS 5/24/2022 6/6/2022 DMR Open DMR
8553 |Emergency Medical Services Coordinator 5/23/2022 6/10/2022 KAS Open KAS
8554 |Systems Analyst /| 5/25/2022 6/27/2022 MJ Open M]

|| 8555 |Autopsy Assistant 5/27/2022 6/10/2022 MGV Open MGV
8556 |Senior Groundskeeper - Lake Isabella 5/27/2022 6/14/2022 DG Open DG
8557 |Senior Legal Process Technician 5/31/2022 6/3/2022 MJ DP MJ
8558 |Fiscal Support Specialist 5/31/2022 6/3/2022 MJ DP MJ
8560 [Maintenance Worker 5/27/2022 Continuous MGV Open MGV
LT092 Office Services Specialist 5/20/2022 6/3/12022 MJ Open MJ

Green Exam H: Change to existing exam H

Grey line’ History

White line: Most up to date infarmation for exam # Dates that ALL exams were closed:
Blue "Continuous” and Red "?": informational purposes 7/25/2019
Yellow "Hold": on hold 3/16/2020
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Devin Brown
CHIEF HUMAN RESOURCES OFFICER

AL HUMAN RESOURCES
COUNTY

June 13, 2022

Civil Service Commission

Kern County Administrative Center
1115 Truxtun Avenue

Bakersfield, CA 93301

PROPOSED NEW JOB SPECIFICATION TITLED
WORKFORCE DEVELOPMENT PROGRAM MANAGER

The Human Resources Division requests approval of the new job specification titled Workforce
Development Program Manager.

Attached for your review is the proposed specification that has been prepared at the request of Assistant
County Administrative Officer Teresa Hitchcock.

The Workforce Development Program Manager is responsible for managing and directing a specific
functional area of the county workforce system at Employers’ Training Resource. The position reports to

senior level management to ensure effective performance and evaluation of the assigned program area.
The position is responsible for supervision of assigned program staff.

This proposed specification falls within the unrepresented mid-management bargaining unit.

Therefore, IT IS RECOMMENDED that your Commission REVIEW, RECEIVE, and FILE the proposed
new specification titled Workforce Development Program Manager.

incerely,

eévin Brown
Chief Human Resources Officer

Attachments

1115 Truxtun Avenue, Ist Floor, Bakersfield, CA 93301 | 661.868.3480 | HR@kerncounty.com



Workforce Development Program Manager
Bargaining Unit: D
Salary Range 63.7 ($5,479-56,548)

Definition:

Under administrative direction, manages a specific function of the county workforce system; to
direct staff in the administration of the program function to which assigned; evaluates program
effectiveness and efficiency; and develops policy and procedures to implement workforce
legislation in conjunction with Department administration.

The Workforce Development Program Manager works under the direction of the Division of
Economic and Workforce Development of the Chief Administrative Office, and reports to senior
level managers and is characterized by its overall responsibility for the day-to-day operations of
one or more division or functional areas within the Employers’ Training Resource Department.
The Workforce Development Program Manager supervises staff and performs a broad spectrum
of responsibilities requiring a high degree of competency, initiative, independent judgement,
discretion and decision-making ability in handling the most complex, varied and specialized
programs.

This position is mid-management and exempt from overtime eligibility.

Essential Functions:

e Supervises professional and support staff engaged in activities within a division or
functional area; prioritizes, coordinates and assigns work; conducts performance
evaluations; ensures staff are trained and perform work in accordance with departmental
policy; and makes hiring, disciplinary, and termination recommendations.

e Chairs, participates and makes public presentations in meetings and task forces; serves as
Department representative with other departments, organizations, agencies, media and the
public in responding to inquiries.

e Plans and conducts technical administrative studies and analyses, which includes
researching, collecting, tabulating, reviewing and evaluating information.

e Assesses departmental priorities and objectives and makes recommendations to the
department head or assigned designee.

e Evaluates program effectiveness and efficiency and initiates methods for improvement of
operations.

e Manages, prepares and presents divisional budget information and provides
recommendations the department head or assigned designee.

e Prepares clear and concise oral and written reports, proposals, and correspondence.

e Meets with community groups and members of the public.

e Performs other related duties as assigned.

New Job Specification
June 13,2022
[tem No. 0818
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Core Competencies

Employees in this classification exhibit a high level of performance and capability in the
following core competencies:

Leadership

Critical Thinking

Communication and Collaboration
Technical/Functional Expertise
Decision Making/Judgment

Employment Standards:

e Bachelor’s degree from an accredited college or university AND three (3) years of
progressively responsible experience in government workforce development and/or job
training programs is required, including two (2) years in an administrative or supervisory
capacity in workforce development and/or job training programs.

e A Master’s Degree in Public or Business Administration or a closely related field may be
substituted for the required experience on a year for year basis.

Knowledge of: leadership principles; supervisory and management principles; principles of
public administration, organization, and management; organizational and functional structure of
County government; personnel practices; budgeting principles; research methodologies; report
writing techniques; development of relationships between local, state and federal government
laws, public interest groups and private enterprise; marketing, promotion, outreach and public
relations principles; strategic planning principles; socioeconomic conditions and trends;
community resources and workforce development partners; methods of performing complex
administrative contract management; various computer applications.

Ability to: supervise the work of staff; research, analyze and make recommendations on
administrative, management, budgetary and fiscal practices, problems and procedures; prepare,
negotiate and administer contracts; research, compile and analyze statistical and other complex
data; write comprehensive reports; prioritize workload to meet deadlines under changing
conditions; exercise initiative; acquire subject matter expertise on workforce services; present
ideas both orally and in writing, and demonstrate sensitivity to and understanding of the diverse
academic, socioeconomic, cultural, ethnic, justice-involved, and disability backgrounds of
program participants.

Possession of a valid California Driver’s License and proof of vehicle liability insurance.
A background check may be conducted for this classification.
New Job Specification

June 13, 2022
[tem No. 0818
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All Kern County employees are designated “Disaster Service Workers” through state and local
laws (CA Government Code Sec. 3100-3109 and Ordinance Code Title 2-Administration, Ch. 2.66
Emergency Services.) As Disaster Service Workers, all County employees are expected to remain
at work, or to report for work as soon as practicable following a significant emergency or disaster.

New Job Specification
June 13, 2022
Item No. 0818
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DEPARTMENT HEAD DATE
\ o/o/22
CHIEF HUMAN-RESOURCES OFFICER DATE !
Item # 0818
EEO Code — Job Category B
A = Official & Administrative B = Professional
C = Technician D = Protective Services

F = Office & Clerical
H = Services & Maintenance

E = Para Professional
G = Skilled Craft

O = Other

Basis of Pay (Bi-Weekly/Hourly) Bi-weekly
Approved Salary Range 63.7

Rate of Compensation Code 1

0 =No Provisional 1 =Range & Step
2 =Flat Unit Rate 3 = Flat Hourly
4 = Flat Bi-Weekly

Salary Ordinance Code 1
0 = Elected Officials
1 = Bi-Weekly Salary

Job Level Code 3

1 = Entry 2 = Intermediate

3 =Supervisor 4 = Executive

Bargaining Unit D

HR Analyst Keri Pharris
Reviewed By Tracey Eldridge
CAO Analyst Eric Nisbett
Chief HR Officer Devin Brown
FLSA Exempt

Civil Service (Yes/No) Yes
Retirement = General/Safety General

Creation Date

June 13, 2022

New Job Specification
June 13, 2022
Item No. 0818
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KERN Devin Brown
% A -

1COUNTY HUMAN RESOURCES CHIEF HUMAN RESOURCES OFFICER

June 13, 2022

Civil Service Commission

Kern County Administrative Center
1115 Truxtun Avenue

Bakersfield, CA 93301

PROPOSED REVISED JOB SPECIFICATION FOR FIRE PREVENTION INSPECTOR I/11

The Kern County Fire Department (KCFD) requests approval of the attached revision to the job
specification for Fire Prevention Inspector I/II (Item Nos. 1178, 1179).

The KCFD has experienced challenges recruiting candidates for the Fire Prevention Inspector I/II
classification. The proposed revisions under the employment standards reduce the number of years of
work experience and education required to qualify for the position from an equivalency of four years to
two years at the entry level. The revisions also include allowing paid experience equivalent to the Fire
Prevention Inspector as qualifying for the journey level classification. The proposed revisions will broaden
the applicant pool while maintaining appropriate standards to ensure candidates successfully perform the
functions of the position.

The Service Employees’ International Union, Local 521 is in support of the proposed revisions.

Therefore, IT IS RECOMMNEDED that your Commission REVIEW, RECEIVE, AND FILE the
proposed revisions to the job specification of Fire Prevention Inspector I/II.

Sincerely,

Devin Brown
Chief Human Resources Officer

Attachment

1115 Truxtun Avenue, 1st Floor, Bakersfield, CA 93301 | 661.868.3480 | HR@kerncounty.com



Fire Prevention Inspector I/11
Bargaining Unit: 3
Salary Range: 59.5/62.5 ($4,444-3$5,311/$5,161-%$6,167/mo.)
Definition:

Under direction, performs technical fire and life safety inspections of new and existing structures
and fire protection systems to ensure compliance with the California Fire Code, California
Building Code, state, local, and fire and life safety codes.

This is the first and second level of the Fire Prevention Inspector series. Promotion between levels
I and II is considered on a merit basis and is subject to recommendation of the Department Head.

Depending on assignment, incumbents in this classification must be available to work nights,
weekends and holidays in addition to their regular work schedule.

Fire Prevention Inspector I: This is the entry level in the Fire Prevention Inspector flexible
classification series. Incumbents are responsible for the performance of tasks that include plan
review, administration of fire prevention programs, and routine fire inspections. The Fire
Prevention Inspector I is distinguished from the Fire Prevention Inspector II by the degree of
responsibility for decision making and independent action.

Fire Prevention Inspector II: This is the journey level in the Fire Prevention Inspector
classification series. This classification is distinguished from Fire Prevention Inspector I in that
the Fire Prevention Inspector II participates in the more difficult and specialized inspections
requiring the exercise of independent judgment and initiative. Incumbents may assist in the
training and provide direction to Fire Prevention Inspector I’s.

Essential Functions:

e Reviews, interprets, and enforces the fire code on residential, commercial, and industrial
building and facilities.

e Conducts inspections on construction sites and existing occupancies to ensure compliance
with applicable federal, state, and local building and fire code and regulations.

e Performs plan checks on residential, commercial, and industrial construction projects.

e Provides customer service by responding to questions and providing guidance regarding
fire inspections and processes.

e Responds to and investigates complaints regarding fire inspections and processes; issues
and explains correction notices, letters, permits, conditions, specifications, guidelines and
negotiates code compliance issues with the public, contractors, and consultants.

e Provides fire prevention and hazardous materials disclosure information to the public, Fire
Department personnel, and other agencies and evaluates information provided on
disclosure forms and assigns fees and interprets policies, procedures, and documents
relating to types of chemicals and requirements of the disclosure ordinance.

Revised Job Specification I/11
June 13, 2022
Item No. 1178, 1179
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DEPARTMENT HEAD DATE

(4] 2022

SHIEE HUMAN RESOURCES OFFICER DATE'

Item #

1179/1178

EEO Code — Job Category

A = Official & Administrative =~ B = Professional

C = Technician D = Protective Services

E = Para Professional F = Office & Clerical

G = Skilled Craft H = Services & Maintenance
O = Other

Basis of Pay (Bi-Weekly/Hourly)

Bi-Weekly

Approved Salary Range

59.5/62.5

Rate of Compensation Code

0 =No Provisional 1= Range & Step
2 =Flat Unit Rate 3 = Flat Hourly

4 = Flat Bi-Weekly

Salary Ordinance Code
0 = Elected Officials
1 = Bi-Weekly Salary

Job Level Code
1 = Entry 2 = Intermediate
3 =Supervisor 4 = Executive

1

Bargaining Unit

3

HR Analyst

B Villanueva

Reviewed By

T Eldridge

CAO Analyst

A Alva

Chief HR Officer

D Brown

FLSA

Yes

Civil Service (Yes/No)

Yes

Retirement = General/Safety

General

Creation Date
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Devin Brown
CHIEF HUMAN RESOURCES OFFICER

CERIN HUMAN RESOURCES
COUNTY

June 13, 2022

Civil Service Commission

Kern County Administrative Center
1115 Truxtun Avenue

Bakersfield, CA 93301

PROPOSED REVISED JOB SPECIFICATIONS TITLED COUNTY ADMINISTRATIVE OFFICE
MANAGER AND DEPUTY CHIEF FINANCIAL OFFICER

The Human Resources Division requests approval of revised job specifications titled County Administrative
Office (CAO) Manager and Deputy Chief Financial Officer (DCFO).

Attached for your review are the proposed specifications that have been prepared at the request of County
Administrative Officer (CAO) Ryan Alsop.

The County Administrative Office Manager, a management level classification, is responsible for planning
and coordinating work of a major functional area within a division of the County Administrative Office. The
position works at the direction of the Assistant County Administrative Officer or the Chief Strategic Initiatives
Officer. The revisions to this specification update the titles of several mentioned positions and accurately
reflect the areas of functional assignment for incumbents. Changes to the minimum qualifications broaden the
educational requirement to eliminate particular fields of study. The supervisory experience has also been
eliminated as this position has traditionally been administrative in nature.

The Deputy Chief Financial Officer is a management level classification in the Budget and Finance Division
that assists in leading the division’s budget and finance operations, including assigning work and supervising
staff to achieve the division’s goals and objectives. The position works at the direction of the CFO and ACFO.
The revision to this specification eliminates the one year requirement for supervisory experience. [ncumbents
in this career ladder often assume administrative roles that may not require direct supervision due to the nature
of the work. The division has two positions; one is currently vacant due to the recruitment challenge of finding
candidates with supervisory experience.

Each of these proposed specifications falls within the unrepresented management bargaining unit.

Therefore, IT IS RECOMMENDED that your Commission REVIEW, RECEIVE, and FILE the proposed
revised specifications titled County Administrative Office Manager and Deputy Chief Financial Officer.

Devin Brown
Chief Human Resources Officer

Attachments

1115 Truxtun Avenue, Ist Floor, Bakersfield, CA 93301 | 661.868.3480 | HR@kerncounty.com



Chiefounty Administrative Office Manager
Bargaining Unit: M
Salary Range: 71.5 ($8,085 — 9,662/mo.)

Definition:

The Chiefounty Administrative Office (CAO) Manager reports directly to the Assistant
CAOounty Administrative Officer andfor the Chief Strategic Initiatives Officer-head-of-a
Division-eof-the-CAO. He-ershe They plans, organizes, and coordinates the duties of a major
functional area(s) within a Division of the CAO and provides direction and guidance in
accomplishing the mission of the CAO.

This classification is responsible for organizational and management oversight of complex
administrative and operational functions within the areas of Budget-and Einanee; Strategic
Initiatives;—Human—Resources; or Eeenemie—and Workforce Development—Information
TFechnology—Services;—or—General—Serviees. Incumbents have responsibility for decisions
involving budgetary and fiscal controls, personnel and training matters, Countywide strategic
initiatives, and employer-employee relations in their respective functional areasdivisions.

The CAO Manager is dlstlngulshed from the Senlor CAO Manager by the less complex nature
and level of overall management responsibility within his or her functional areas.

Essential Functions:

e Plans, coordinates, and supervises the work of professional and support staff; trains and
orients new staff.

e Confers regularly with the CAOhief Administrative Officer, Chief Operations Officer,
Chief Strategic Initiatives Officer, or Assistant CAQounty Administrative Officer-er
EAO-Division-Chiefhead on assignment of work.

e Manages the policy analysis, policy development, and communication activities of a
CAO division functional area.

e Develops and administers strategic objectives, policies, procedures, and information
systems for budget development, administration, and control.

e In consultation with the Assistant CAOounty Administrative Officer; or Chief Strategic
Initiatives Officer, assists in the development of budget balancing strategies and
coordinates countywide budget planning activities.

Revised Job Specification
June 13, 2022
[tem No. 0782



County Administrative Office Manager Page 2

Supervises the conduct of analytical studies of organization structures, policies, practices,
and work methods and techniques; may conduct such studies.

Proposes improved administrative policies, processes, organizations and procedures.
Monitors and analyzes State and federal budget developments and legislation affecting
the County operations.

Coordinates with other CAO management on financial matters, employee relations
issues, economical development activities, and intergovernmental relations as warranted.
Provides consultation and advice to County departments on matters within their
functional expertise.

Coordinates and performs analysis of a wide variety of projects involving interaction with
other local, state, and federal agencies.

Responds to inquiries from the public, media organizations, and other agencies regarding
CAO divisien-issuesfunctional areas.

Prepares and presents reports; prepares special studies as required.

Utilizes personal computer and various software to accomplish work.

Prepares correspondence and other written communications.

Attends meetings and conferences.

Speaks before public groups as assigned.

Performs job-related duties as required.

Core Competencies:

Employees in this position will exhibit a high level of performance and capability in the
following core competencies:

Leadership

Innovative and creative thinking
Communication and collaboration
Decision making and judgment
Strategic business focus

Revised Job Specification
June 13, 2022
[tem No. 0782



County Administrative Office Manager Page 3

Employment Standards:

Minimum Qualifications:

. Bachelor s degree Gfaduaﬁeﬂ from an accredlted college or unlversny sethoBachelow’y

O—Fwe Three (3) years of senior-level admlmstratlve and/or management experience;-and

Hapee—rorzs ol supervisos—eperiense,
Preferred Qualifications:

e A Master’s Degree in Business Administration or Public Administration. is—highly
preforred,

e A green belt or higher certification in Lean Six Sigma methodology.
A background check may be conducted for this classification.

All Kern County employees are designated “Disaster Service Workers” through state and local
laws (CA Government Code Sec. 3100-3109 and Ordinance Code Title 2-Administration, Ch.
2.66 Emergency Services.) As Disaster Service Workers, all County employees are expected to
remain at work, or to report for work as soon as practicable following a significant emergency or
disaster.

Revised Job Specification
June 13, 2022
Item No. 0782
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County Administmwger

TME D DATE '
% C/e/22
CHIEFHAYMAN RESOURCES OFFICER DATE [
Item # 0782
EEO Code — Job Category B
A = Official & Administrative B = Professional
C = Technician D = Protective Services
E = Para Professional F = Office & Clerical
G = Skilled Craft H = Services & Maintenance
O = Other
Basis of Pay (Bi-Weekly/Hourly) Bi-weekly
Approved Salary Range 71.5
Rate of Compensation Code 1
0 =No Provisional 1= Range & Step
2 =Flat Unit Rate 3 = Flat Hourly
4 = Flat Bi-Weekly
Salary Ordinance Code 1
0 = Elected Officials
1 = Bi-Weekly Salary
Job Level Code 3
1 = Entry 2 = Intermediate
3 = Supervisor 4 = Executive
Bargaining Unit M
HR Analyst Keri Pharris
Reviewed By Tracey Eldridge
CAO Analyst Elsa Martinez
Chief HR Officer Devin Brown
FLSA Exempt
Civil Service (Yes/No) Yes
Retirement = General/Safety General

Revision Date

June 13, 2022

Revised Job Specification
June 13, 2022
Item No. 0782




Deputy Chief Financial Officer
Bargaining Unit: M
Salary Range: 69.8

Definition

The Deputy Chief Financial Officer (DCFO) works at the direction of Assistant Chief Financial
Officer (ACFO) and the Chief Financial Officer (CFO) to plan, organize and direct the day-to-day
operations of the fiscal division and/or Compliance division of the County Administrative
Office. They present financial and statistical analysis and provide guidance to the Executive
Management Team on countywide budgetary, fiscal, and accounting. They also implement
policies and directives of the Board of Supervisor related to departmental compliance matters,
assist in the development and execution of countywide compliance policies and strategies,
including ethical standards, and supervises subordinate staff.

The DCFO an overtime-exempt classification.

Essential Functions

° Plans, organizes, directs, coordinates, and manages staff engaged in finance, accounting,
budget, statistical work, and compliance and accountability activities within the County
Administrative Office.

° Makes decisions, provides consultation, advice, and guidance on more difficult technical
accounting problems and/or other difficult fiscal problems related to work performed or
fiscal matters impacting the county.

. Assist the Chief Financial Officer (CFO) in all aspects of submission and management of
the county’s budget to ensure compliance of financial data.
e Reviews and presents to the CFO and other executive staff ongoing and regular financial

and statistical analysis on the status of funds, showing expenditures, balances, and
relationship to allocations.

o Reads, analyzes, and summarizes internal and external audits/reports and monitors
departmental implementation of the recommendations therein.

° Coordinates special audits with Auditor-Controller-County Clerk’s Office and externally
contracted firms.

o Identifies and recommends necessary corrective or preventative internal control measures

in department or County operations and may assist departments with implementation, as
appropriate, by providing training and other support.

o Facilitates communication on performance and compliance between County departments
and the Board of Supervisors; provides the Board with an annual evaluation of each
department head’s compliance efforts and status.

. Documents and investigates complaints, allegations, and/or suggestions regarding
improper use of County property or resources.

Revised Job Specification
June 13, 2022
[tem No. 0494
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Essential Functions (continued)

Studies and evaluates account-keeping procedures and develops and installs new and
improved systems in accordance with modern accounting principles and practices.
Evaluates the adequacy of fiscal controls in accurately reflecting actual fiscal conditions of
operations.

Provides leadership in modifying controls to meet record keeping needs; reviews laws,
legislations, and policies for guidance in performing accounting and fiscal operations.
Coordinates the methods, procedures, and work of the fiscal division within the
department.

Coordinates accounting practices and reporting with the County Auditor-Controller as
requested for such items, and reconciling records.

Interprets state, federal, county, and departmental policies, and directives in providing
guidance to departmental management personnel.

Works closely with county departments on budget preparation, reporting, reconciling, and
updating on current and future fiscal items with impact to operations.

Interprets state, federal, county, and departmental policies, and directives in providing
guidance to departmental management personnel.

Works closely with county departments on budget preparation, reporting, reconciling, and
updating on current and future fiscal items with impact to operations.

Advises the Executive Management Team concerning Fiscal policies, procedures, and
personnel matters.

Reviews fiscal correspondence, reports, and other material with appropriate personnel.
Writes or directs the preparation of manuals, bulletins or general instructions on fiscal
policies and procedures.

Assists in interviewing and selecting personnel; oversees personnel decisions the division.
Makes presentations and prepares reports and correspondence.

Perform other duties as required.

Core Competencies

Employees in this position will exhibit a high level of performance and capability in the following
core competencies:

Leadership

Critical thinking
Communication
Collaboration
Decision-making

Judgment
Technical/functional expertise

Revised Job Specification
June 13, 2022
[tem No. 0494



Deputy Chief Financial Officer Page 3

Employment Standards

e Bachelor’s Degree from an accredited college or university with has led to attainment of
the required knowledge, skills and abilities and three (3) year of administrative and/or
financial management experience in government, private industry or non-profit accounting

or finance, including the responsibility for planning, organizing, and directing a mid to

large, complex fiscal section of an agency or organization. Ore{H-ofthe three- (3)-yearsof

e Possession of an advanced degree may be substituted for one (1) year of experience.
Preferred Qualifications:

e A Certified Public Accountant (CPA) or Certified Public Financial Officer (CPFO) license.
e A green belt or higher designation in the Lean Six Sigma discipline

Possession of a valid California Driver’s License is required upon appointment.
A background check may be conducted for this classification.

All Kern County employees are designated "Disaster Service Workers" through state and local
laws (CA Government Code Sec. 3100-3109 and Ordinance Code Title 2-Administration, Ch. 2.66
Emergency Services). As Disaster Service Workers, all County employees are expected to remain
at work, or to report for work as soon as practicable, following a significant emergency or disaster.

Revised Job Specification
June 13, 2022
Item No. 0494



Deputy Chief Financial Officer

Page 4

DEPARTMENT HEAD DATE

G}g‘\\ 6 [6/02

1IEF N RESOWRCES OFFICER DATE

Item # 0494

EEO Code — Job Category A

A = Official & Administrative =~ B = Professional

C = Technician D = Protective Services

E = Para Professional F = Office & Clerical

G = Skilled Craft H = Services & Maintenance

O = Other

Basis of Pay (Bi-Weekly/Hourly) Bi-weekly
Approved Salary Range 69.8

Rate of Compensation Code 1

0 =No Provisional 1 =Range & Step

2 =Flat Unit Rate 3 = Flat Hourly

4 = Flat Bi-Weekly

Salary Ordinance Code 1

0 = Elected Officials

1 = Bi-Weekly Salary

Job Level Code 3

1 = Entry 2 = Intermediate

3 = Supervisor 4 = Executive

Bargaining Unit M

HR Analyst Keri Pharris
Reviewed By Tracey Eldridge
CAO Analyst Elsa Martinez
Chief HR Officer Devin Brown
FLSA Exempt

Civil Service (Yes/No) Yes
Retirement = General/Safety General

Revision Date

June 13, 2022

Revised Job Specification
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AGENDA ITEM NO._2 ¢

ERN HUMAN RESOURCES
COUNTY

Devin Brown
CHIEF HUMAN RESOURCES OFFICER

June 13, 2022

Kern County Civil Service Commission
Kern County Administrative Center
1115 Truxtun Avenue

Bakersfield, CA 93301

PROPOSED REVISED JOB SPECIFICATIONS TITLED YOUTH SERVICES OFFICER I/II, SENIOR
YOUTH SERVICES OFFICER, YOUTH SERVICES OFFICER MAINTENANCE WORKER AND
YOUTH SERVICES OFFICER SENIOR MAINTENANCE WORKER

The Kern County Probation Department (KCPD) requests approval of the attached revised job
specifications titled Youth Services Officer I/II, Senior Youth Services Officer (currently Juvenile
Corrections Officer I/II/IIT), Youth Services Officer Maintenance Worker and Senior Youth Services
Officer Senior Maintenance Worker (currently Juvenile Corrections Maintenance Worker and Juvenile
Corrections Facility Maintenance Worker).

KCPD is moving away from corrections programming to a facility treatment model for youth. The
revisions are intended to capture the contemporary responsibilities related to a youth treatment model
which includes trauma informed care, crisis intervention, evidence-based and best practice models and the
recognition of youth disabilities and mental health issues.

The revisions also include minor formatting changes consolidating the definition and distinguishing
characteristics.

The Kern County Probation Officers’ Association is in support of the revisions. There is no change to the
salary.

Therefore, IT IS RECOMMENDED that your Commission REVIEW, RECEIVE, AND FILE the
proposed revised job specifications for Youth Services Officer I/II, Senior Youth Services Officer, Youth
Services Officer Maintenance Worker, and Senior Maintenance.

Sincerelyig
in Br(p

Chief Human Resources Officer

1115 Truxtun Avenue, 1st Floor, Bakersfield, CA 93301 | 661.868.3480 | HR@kerncounty.com



Juvenile-Correections Youth Services Officer I
Bargaining Unit: Q
Salary Range: 55.7 ($3, 676-$4, 394/mo.)

Definitions:

Under direction, to be responsible for the supervision, health and welfare of youth in a controlled
group setting under the jurisdiction of the Probation Department; and to do related work as
required.

This is the entry level within the JuvenileCerreetions Youth Services Officer I/II flexible
classification series. Incumbents are given on-the-job training in the security, custody, care and
counseling of youth ehildren. Additionally, incumbents are trained in the department’s youth
facility treatment model including trauma informed care, crisis intervention, evidence-based and
best practice models, and the recognition of youth disabilities and mental health issues. Work is
performed in accordance with established rules and procedures and is reviewed by a superior
through personal observation. After one year of experience as a Juvenile-Cerreetions Youth
Services Officer I, an individual is eligible to be considered for promotion to the level of
JuvenileCorrections Youth Services Officer II. Promotions are considered on a merit basis

subject to recommendation of the Chief Probation Officer-and—approval-of-the-Chief Human
Fesemrec O ees,

This job classification requires the applicant to be willing to work any shift of a 24-hour period,
80 hours in a two-week pay period, and work in outlying County areas.

Essential Functions

. Counsels youth regarding individual and family, personal, social or other behavioral issues
or concerns.

. Recognizes youth disabilities, reports observations, and seeks and implements appropriate
services.

. Provides orientation to explain the purpose, rules and program elements of the facility.

. Supervises the health and personal hygiene needs and the youth’s conduct in group living
situations.

. Plans, organizes and oversees group activities and work assignments in custodial and
noncustodial settings.

. Interviews youth to obtain information.

. Promotes, models, and oversees pro-social behaviors and programs.

. Facilitates evidence-based and best practice programs, assessments, and interventions.

Revised Job Specification
June 13, 2022
[tem No. 3566



Juvenile-Corrections-Offieer Youth Services Officer I Page 2

. Maintains a trauma informed approach to youth interactions.

. Transports youth to various facilities, to and from court and other locations outside the
facilities as instructed.

. De-escalates volatile situations with youth.

. May physically intervene in altercations among youth when reasonable and necessary and
responds to other situations within the facilities.

. Restrains individuals for the purpose of arrest and/or detention.

. Maintains the security of assigned areas; operates security doors and gates.

. Insures only authorized visitors are allowed to visit detained youth; searches all packages
brought to detained youth.

. Collects, records, inventories, maintains and releases all private property of detained youth.

. Performs and supervises youth in the maintenance of institution and facility grounds and
gardens.

. Coordinates work details; assigns and collects tools and equipment.

. Communicates professionally both orally and in writing with probation youth, their
families, community groups, courts and others.

. Establishes and maintains effective working relationships with courts, law enforcement

agencies, community groups and others, and with probation youth and their families from a
variety of ethnic, cultural, and socio-economic backgrounds.

. Writes reports concerning youth’s attitudes, behavior and adjustment.
. Obtains urine samples from like gender youth.
. Attends staff conferences and training sessions.

. Interacts with parents of detained youth and the public.
. May maintain a caseload of facility youth including assessing their individual needs and
providing appropriate evidence based or best practice services.

In addition to the above, dependent upon job location assignment, incumbents may perform the
following essential functions:

. Operates tractors, backhoe, and dump trucks.

. Works in a collaborative school setting with youth not in custody.

. Provides security for Juvenile Court proceedings.

. Performs and supervises youth in the performance of livestock operations including the
medication, feeding, slaughter and butchering of farm animals.

. Performs other job-related duties as assigned.

Revised Job Specification
June 13, 2022
Item No. 3566
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Employment Standards:

Minimum Qualifications:

e Completion of 60 semester units or 90 quarter units of college coursework from an
accredited college or university, preferably courses in the behavioral sciences. Any
equivalent combination of education and experience. Qualifying experience must be
comparable to an entry level Youth Services Officer classification in a California
Probation Department operated youth facility. The experience may be substituted for
education on a ratio of one and one-half years experience to one year of college.

Knowledge of: individual and group behavior; principles and techniques of counseling and de-
escalation, interviewing, basic report writing; treatment modalities; evidence based practices and
programs including best practice program models; youth disabilities; trauma informed
approaches; standard English usage for grammar, punctuation, and spelling.

Ability to: communicate orally in English; to appropriately de-escalate volatile situations; and
to develop effective working relationships with employees, and individuals representing other
public or social service agencies.

Applicants must be citizens of the United States or a permanent resident alien who is eligible for
and has applied for citizenship.  Applicants must have a reputation of honesty and
trustworthiness. A felony conviction will be disqualifying and convictions for misdemeanors
and traffic offenses will be assessed on a case-by-case basis. Appointees will be fingerprinted
and will be required to pass an extensive background investigation. A valid California Class C
driver's license is required at time of appointment. Specialized licenses may be required
depending upon assignment.

Physical Requirements

Applicants must have the ability to run a distance of 200 yards within 50 seconds, drag a weight
of 100 pounds 22 yards within 20 seconds and push a 75 pound sled continuously for 30 seconds.

Medical Examination

A thorough physical and psychological evaluation is required. Applicant's state of health must be
consistent with the ability to perform the duties of the position as demonstrated by meeting the
Board of State and Community Corrections guidelines for vision, hearing and medical screening.
Applicants must be free from conditions which would prevent them from performing work

Revised Job Specification
June 13, 2022
[tem No. 3566
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required of a Juvenile-Correetions Youth Services Officer.

All Kern County employees are designated "Disaster Service Workers" through state and local
laws (CA Government Code Sec.3100-3109 and Ordinance Code Title 2-Administration, Ch.
2.66 Emergency Services). As Disaster Service Workers, all County employees are expected to
remain at work, or to report for work as soon as practicable, following a significant emergency or
disaster.

Revised Job Specification
June 13,2022
Item No. 3566



Juvenile-Corrections Youth Services Officer I1
Bargaining Unit: Q
Salary Range 58.2 (84, 165-%4, 977)

Definitions:

Under direction, to be responsible for the supervision, health and welfare of youth in a controlled group
setting under the jurisdiction of the Probation Department; and to do related work as required.

Distinguishing Characteristics:

Juvenile The Youth Services Cerreetions Officer Il is the journey level in the Juvenile-Ceorrections
Youth Services Officer I/l flexible classification series. Incumbents perform under general direction
in performing a full workload of duties and responsibilities and assist in training of new employees.
Incumbents are expected to implement the department’s youth facility treatment model including trauma
informed care, crisis intervention, evidence-based and best practice models, and the recognition of youth
disabilities and mental health issues. This job classification requires the applicant to be willing to work
any shift of a 24-hour period, 80 hours in a two-week pay period, and work in outlying County areas.

Essential Functions

. Counsels youth regarding individual and family, personal, social or other behavioral issues or
concerns.

. Recognizes youth disabilities, reports observations, and seeks and implements appropriate
services.

. Provides orientation to explain the purpose, rules and program elements of the facility.

. Supervises the health and personal hygiene needs and the youth’s conduct in group living
situations.

. Plans, organizes and oversees group activities and work assignments in custodial and
noncustodial settings.

. Interviews youth to obtain information.

. Promotes, models, and oversees pro-social behaviors and programs.

. Facilitates evidence-based and best practice programs, assessments and interventions.

. Maintains a trauma informed approach to youth interactions.
Essential Functions (Continued)

. Transports youth to various facilities, to and from court and other locations outside the facilities
as instructed.

. May physically intervenes in altercations among youth when reasonable and necessary and
responds to other situations within the facilities.

. Restrains individuals for the purpose of arrest and/or detention.

. Maintains the security of assigned areas; operates security doors and gates.

. Insures only authorized visitors are allowed to visit detained youth; searches all packages
brought to detained youth.

. Collects, records, inventories, maintains and releases all private property of detained youth.

. Performs and supervises youth in the maintenance of institution and facility grounds and

gardens.



JEVENIEE-CORRECTIONS Youth Services Officer 11 Page 2

. Coordinates work details; assigns and collects tools and equipment.

. Communicates professionally both orally and in writing with probation youth, their families,
community groups, courts and others.

. Establishes and maintains effective working relationships with courts, law enforcement agencies,

community groups and others, and with probation youth and their families from a variety of
ethnic, cultural, and socio-economic backgrounds.

. Writes reports concerning youth’s attitudes, behavior and adjustment.

. Obtains urine samples from like gender detainees.

. Attends staff conferences and training sessions.

. Interacts with parents of detained youth and the public.

. May maintain a caseload of facility youth including assessing their individual needs and
providing appropriate evidence based or best practice services.

. Performs other job-related duties as assigned.

In addition to the above, dependent upon job location assignment, incumbents perform the following
essential functions:

. Operates tractors, backhoe, and dump trucks.

. Works in a collaborative school setting with youth not in custody.

. Performs and supervises youth in the performance of livestock operations including the
medication, feeding, slaughter and butchering of farm animals.

. Provides security for Juvenile Court proceedings.

Employment Standards:

e Completion of 60 semester units or 90 quarter units of college course work from an accredited
college or university, preferably courses in the behavioral sciences, or any equivalent
combination of education and experience. Qualifying experience must be comparable to an entry
level youth corrections officer classification in a California Probation Department operated youth
facility. The experience may be substituted for education on a ratio of one and one-half years
experience to one year of college;

One year of experience as a Fuvenile-Correetions Youth Services Officer I.

e A valid California Class C driver’s license is required at time of appointment. Specialized
licenses may be required depending upon assignment. For those positions requiring the use of a
firearm while on duty, successful completion of firearms qualification exams are required.

Knowledge of: individual and group behavior; principles and techniques of counseling and de-
escalation, interviewing, basic report writing; treatment modalities; evidence based practices and
programs including best practice program models; youth disabilities; trauma informed approaches;
standard English usage for grammar, punctuation, and spelling.

Ability to: communicate orally in English; to appropriately de-escalate volatile situations; and to

Revised Job Specification
May 9, 2022

[tem No. 3563
(Previously 3516)
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develop effective working relationships with employees, and individuals representing other public or
social service agencies.

Applicants must be citizens of the United States or a permanent resident alien who is eligible for and has
applied for citizenship. Applicants must have a reputation of honesty and trustworthiness. A felony
conviction will be disqualifying and convictions for misdemeanors and traffic offenses will be assessed
on a case-by-case basis. Appointees will be fingerprinted and will be required to pass an extensive
background investigation.

Physical Requirements

Applicants must have the ability to run a distance of 200 yards within 50 seconds, drag a weight of 100
pounds 22 yards within 20 seconds and push a 75 pound sled continuously for 30 seconds.

Medical Examination

A thorough physical and psychological evaluation is required, and by assignment, may require an
additional psychological assessment for the use of a firearm while on duty. Applicant's state of health
must be consistent with the ability to perform the duties of the position as demonstrated by meeting the
Board of State and Community Corrections guidelines for vision, hearing and medical screening.
Applicants must be free from conditions which would prevent them from performing work required of a

Fuvenile Correetions Youth Services Officer.

All Kern County employees are designated "Disaster Service Workers" through state and local laws (CA
Government Code Sec.3100-3109 and Ordinance Code Title 2-Administration, Ch. 2.66 Emergency
Services). As Disaster Service Workers, all County employees are expected to remain at work, or to
report for work as soon as practicable, following a significant emergency or disaster.

Revised Job Specification
May 9, 2022

[tem No. 3563
(Previously 3516)



Juvenile-Correetions Senior Youth Services Officer
Bargaining Unit: Q
Salary Range: 60.6 ($4,694-35, 610/mo.)

Definition:

Under direction, to be the supervisor in charge of an assigned facility unit or program function
operated by the Kern County Probation Department; to be responsible for the supervision, care,
and custody of youth under the jurisdiction of the Probation Department in a controlled group
setting; and to do related work as required.

Juvenile—Ceorrections The Senior Youth Services Officer B is the first level supervisory
classification in the Juvenile-Cerreetions Youth Services Officer series, with the responsibilities
for planning and directing the work of assigned subordinate staff engaged in supervising the
activities of youth. Appointees at this level serve as unit or program supervisors as assigned.
Incumbents are expected to implement and monitor and supervise subordinates implementing the
department’s youth facility treatment model including trauma informed care, crisis intervention,
evidence-based and best practice models, and the recognition of youth disabilities and mental
health issues. This job classification requires the applicant to be willing to work any shift of a
24-hour period, 80 hours in a two-week pay period, and work in outlying County areas.

Essential Functions

. Plans, assigns, instructs, supervises and evaluates the work of subordinate staff.

. Provides facility and program orientation for new staff and youth.

. Counsels youth regarding individual and family, personal, social or other behavioral
issues or concerns.

. Recognizes youth disabilities, reports observations, and seeks and implements
appropriate services and provides feedback.

. Interviews youth in order to obtain information.

. Coordinates and supervises the work activities, recreation, personal hygiene needs of
youth and their conduct in a group living situation.

. Plans, organizes and oversees group activities and work assignments in custodial and
noncustodial settings.

. Promotes, models, and oversees pro-social behaviors and programs.

. Facilitates and oversees evidence-based and best practice programs, assessments and

interventions.
. Maintains a trauma informed approach to youth interactions.
. Transports youth to various facilities, to and from court and other locations outside the

Revised Job Specification
June 13, 2022
[tem No. 3560



Juvenile-Correetions Senior Youth Services Officer Page 2

facilities as instructed.

Restrains individuals for the purpose of arrest and/or detention.

May physically intervene in altercations among youth when reasonable and necessary
and responds to other situations within the facilities.

Maintains security of assigned areas.

Observes and prepares complex, clear and concise written reports concerning the
juvenile’s youths’ attitudes, behaviors, adjustments or to memorialize other important
situations.

Interacts with parents of youth and the public.

Attends conferences and training sessions.

Serves as Lead Security Officer for the Juvenile Court.

Performs and supervises juveniles youth in the maintenance of institution and facility
grounds and gardens.

May provide oversight and support for subordinate staff who maintain caseloads and
maintain a caseload of facility youth including assessing their individual needs and
providing appropriate evidence based or best practice services.

In addition to the above, dependent upon job location assignment, incumbents perform the
following essential functions:

Operates tractors, backhoes, and dump trucks.

Works in a collaborative school setting with youth not in custody.

Performs and supervises youth in the performance of livestock operations including the
medication, feeding, slaughter and butchering of farm animals.

Performs other job-related duties as assigned.

Emplovment Standards:

Completion of three-two(3-2)years of eellege (90 60 semester units or 135 90 quarter
units}-from an accredited college or university

Two (2) years of experience in a California Probation Department operated youth facility
in a position comparable to the Juvenile—Cerrections Youth Services Officer II
classification, or any equivalent combination of training and experience. One additional
year of college may be substituted for one year of required experience

A valid California Class C Driver’s License is required at time of appointment.
Specialized licenses may be required depending upon assignment. For those positions
requiring the use of a firearm while on duty, successful completion of firearms

qualification exams are required.

Revised Job Specification
June 13, 2022
[tem No. 3560



Juvenile-Corrections Senior Youth Services Officer Page 3

Knowledge of: the development, behavior, physical and psychological needs of youth;
techniques of counseling and de-escalation; treatment modalities; evidence based practices and
programs including best practice program models; youth disabilities; trauma informed
approaches; Probation Department programs, policies and procedures.

Ability to: plan, assign, instruct, evaluate and supervise the work of subordinate staff; monitor
and supervise subordinates implementation of the department’s youth facility treatment models;
to appropriately de-escalate volatile situations; implement the facilities behavior management
plan; prepare complex, concise and clear reports.

Applicants must meet the minimum Peace Officer Standards as defined in the California Penal
Code, Section 830.5 and the California Government Code, Sections 1029 and 1031. Applicants
must have a reputation of honesty and trustworthiness. A felony conviction will be disqualifying
and convictions for misdemeanors and traffic offenses will be assessed on a case-by-case basis.
Appointees will be fingerprinted and will be required to pass an extensive background
investigation.

Physical Requirements

Applicants must have the ability to run a distance of 200 yards within 50 seconds, drag a weight
of 100 pounds 22 yards within 20 seconds and push a 75 pound sled continuously for 30 seconds.

Medical Examination

A thorough physical and psychological evaluation is required, and by assignment, may require
an additional psychological assessment to carry a firearm while on duty. Applicants state of
health must be consistent with the ability to perform the duties of the position as demonstrated by
meeting the Board of State and Community Corrections guidelines for vision, hearing and
medical screening. Applicants must be free from any condition which would prevent them from
performing work required of a Juvenile Corrections Youth Services Officer.

All Kern County employees are designated "Disaster Service Workers" through state and local
laws (CA Government Code Sec.3100-3109 and Ordinance Code Title 2-Administration, Ch.
2.66 Emergency Services). As Disaster Service Workers, all County employees are expected to
remain at work, or to report for work as soon as practicable, following a significant emergency or
disaster.

Revised Job Specification
June 13, 2022
Item No. 3560
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Reviewed By T Eldridge
CAO Analyst J Arriola
Chief HR Officer D Brown
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Retirement = General/Safety Safety

Creation Date




Juvenile- Correetions Youth-Services Officer Maintenance Worker
Bargaining Unit: Q
Salary Range 58.2 ($4,165-$4,977/mo.)

Definition:

Under supervision, performs a variety of semiskilled work in the construction and maintenance
of buildings, grounds and equipment, and supervises juvenile—wards youth in the repair and
maintenance of buildings grounds, systems and equipment.

The Youth Services Officer — Maintenance Worker provides security, supervision,
instruction and training to juvenile youth wards assigned to maintenance and construction
projects.

This classification requires incumbents to work any shift of a 24-hour period, 80 hours in a
two-week period and be able to commute and work in outlying County areas.

Essential Functions:

Checks buildings, equipment, and grounds to locate conditions indicating the need for
repair and maintenance work

Makes building repairs involving plumbing, painting, carpentry, and simple electrical
work; repairs furniture and equipment

Moves and installs partitions; uses a variety of hand tools in the performance of work;
builds small structures

Operates light motorized equipment; digs ditches and lays pipe; operates and maintains
pumps and pressure tanks; builds cabinets; paints signs; overhauls tools and small pieces
of equipment; mixes and pours concrete; over eighty per cent of the time is devoted to
semi-skilled work in building construction and maintenance

Supervises juventle-wards youth in the performance of simple maintenance work
Delegates specific jobs to assigned wards youth; enforces security and disciplinary
measures; instructs wards youth in proper use of equlpment may substitute for a
Juvenile—Corrections Youth Services Officer in the supervision of youth crewsef

Jreestlevanedy
Weites-ease-ortented-reports-for-the hvenile-Corrections- Y outh Services Officerstatt
Recognizes youth disabilities, reports observations, and seeks and implements
appropriate services

Maintains a trauma informed approach to youth interactions

May physically intervene in altercations among youth when reasonable and
necessary and responds to other situations within the facilities

Restrains individuals for the purpose of arrest and/or detention

Maintains the security of assigned areas; operates security doors and gates
Werites reports concern youths’ attitudes, behavior and adjustment

Revised Job Specification
June 13, 2022
[tem No. 3570



Juvenile-Correetions Youth-Services Officer Maintenance Worker Page 2
. Performs related duties as assigned.

Employment Standards:

Minimum Qualifications:

e High School Diploma or GED
e Two years of experience in one or more of the building trades
e Possession of a valid Class C California Driver’s License

Additional Qualifications:

E Applicants must be citizens of the United States or a permanent resident alien who
is eligible for and has applied for citizenship.
. Applicants must have a reputation of honesty and trustworthiness. A felony conviction

will be disqualifying and convictions for misdemeanors andfer traffic offenses will be
assessed on a case-by-case basis. Appointees will be fingerprinted and will be required
to pass an extensive background investigation.

Knowledge of: the practices, tools, equipment, and materials used in the carpentry, painting,
plumbing, and electrical trades; plumbing and electrical equipment in buildings; the behavior of
persons under restraint; and standard English usage for grammar, punctuation, and
spelling.

Ability to: determine the need for repairs; perform the needed repairs use hand tools utilized in
the building trades; estimate time and materials needed to perform a job; follow oral and written
directions; control and direct juveniles youth individually and in groups; observe and prepare
concise and clear reports; learn and apply principles and techniques of counseling and/or de-
escalation, interviewing, treatment modalities; learn evidence based practices and
programs including best practice models; learn basic report writing; identify and/or
provide accommodation for youth disabilities; learn trauma informed approaches;
comprehend individual and group behavior; appropriately de-escalate volatile situations;
develop effective working relationships with employees, and individuals representing other
public or social service agencies; and communicate orally in English.

All Kern County employees are designated “Disaster Service Workers” through state and local
laws (CA Government Code Sec. 3100-3109 and Ordinance Code Title 2-Administration, Ch.
2.66 Emergency Services.) As Disaster Service Workers, all County employees are expected to
remain at work, or to report for work as soon as practicable following a significant emergency or
disaster.

Revised Job Specification
June 13, 2022
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Juvenile-Ceorrections Youth Services Officer Senior Faeility Maintenance Worker
Bargaining Unit: Q
Salary Range 60.6 ($4,694-$5,609/mo.)

Definition:

Under general supervision, to do a variety of skilled and semi-skilled work in the planning, construction
and maintenance of buildings, grounds and equipment; to act as lead worker; to supervise juvenile-wards
youth in the repair and maintenance of buildings, grounds, systems and equipment.

Incumbents in this classification possess maintenance skills at the advanced journey level. Juvenile
Ceorrections The Youth Services Officer Senior Eaeility Maintenance Worker provides security,
supervision, instruction and training to juvenile youth wards assigned to maintenance and construction
projects.

This classification may—be-required requires the applicant to work any eight-hour shift of a 24-hour
period, 80 hours in a two-week period and-anyfive-out-ofseven-days, and be able to commute and

work in outlying County areas.

Essential Functions:

. Checks buildings, equipment, and grounds to locate conditions indicating the need for repair and
maintenance work

. Makes building repairs involving plumbing, air conditioning, refrigeration, painting, carpentry,
mechanical, structural, flooring, and electrical work

. Operates and monitors water treatment and distribution control equipment such as pumps, valves,
water filters and chlorinators

. Maintains facility electronic security systems

. Interacts with contractors on particular assignments or projects

. Supervises, assigns, and instructs juvenile-wards youth and subordinate staff in the performance
of maintenance work including the proper use of tools and equipment

. Enforces disciplinary measures

. Substitutes for Juvenile—Ceorreetions Youth Services Officer(s) in the supervision of juvenile
wards youth

. Recognizes youth disabilities, reports observations, and seeks and implements appropriate
Services

. Maintains a trauma informed approach to youth interactions

. May physically intervene in altercations among youth when reasonable and necessary and
responds to other situations within the facilities

. Restrains individuals for the purpose of arrest and/or detention

. Maintains the security of assigned areas; operates security doors and gates

. Werites reports concerning youths’ attitudes, behavior and adjustment

. Requisitions tools, equipment and supplies

. Services and repairs commercial kitchen appliances

. Repairs furniture and equipment

Revised Job Specification
June 13, 2022
[tem No. 3574



Juvenile-Correetions Youth Services Officer Senior Faeility Maintenance Worker Page 2

. Removes and installs partitions and walls

. Applies paints, varnishes, stains, lacquers, and enamels to building interiors and exteriors

. Builds cabinets, paints signs, overhauls, tools and small pieces of equipment, performs minor
vehicle service and repairs

. Trouble shoots electro-mechanical controller problems

. Performs brazing, soldering and welding

. Mixes and pours concrete

. Operates motorized equipment

. Digs ditches and lays pipe

. Inspects completed work for compliance with standards and regulations

. Performs other job-related duties as required

Employment Standards:

e Graduation from high school

e Five (5) years of paid experience in one or more of the building trades.

e Possession of a valid Class C California Driver’s License.

¢ California Class A or B Driver's License and endorsements may be required upon assignment.

Additional Qualifications:

e Applicants must be citizens of the United States or a permanent resident alien who is
eligible for and has applied for citizenship.

e Applicants must have a reputation of honesty and trustworthiness. A felony conviction will be

disqualifying; convictions for misdemeanors and/er traffic offenses will be assessed on a case-

by-case basis. Appointees will be fingerprinted and will be required to pass an extensive

background investigation.

Knowledge of: the practices, tools, equipment, and materials used in the carpentry, painting, plumbing,
and electrical trades; knowledge of plumbing and electrical equipment in buildings;

Ability to: determine the need for repairs; ability to estimate time and materials needed to perform a
job; ability to follow oral and written instructions; knowledge of the behavior of persons under restraint;
ability to control and direct juventles youth individually and in groups; ability to observe and prepare
concise reports; learn and apply principles and techniques of counseling and/or de-escalation,
interviewing, treatment modalities; learn evidence based practices and programs including best
practice models; learn basic report writing; identify and/or provide accommodation for youth
disabilities; learn trauma informed approaches; comprehend individual and group behavior;
appropriately de-escalate volatile situations; develop effective working relationships with
employees, and individuals representing other public or social service agencies; and communicate
orally in English.

All Kern County employees are designated "Disaster Service Workers" through state and local laws (CA
Government Code Sec.3100-3109 and Ordinance Code Title 2-Administration, Ch. 2.66 Emergency
Services). As Disaster Service Workers, all County employees are expected to remain at work, or to
report for work as soon as practicable, following a significant emergency or disaster.

Revised Job Specification
June 13, 2022
[tem No. 3574
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Creation Date
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6. Civil Service Commission Frequently Asked Questions
Informational Document: Commission Secretary to present
FAQ Informational Document for CSC website.



Kern County Civil Service Commission Frequently Asked Questions
What is the Civil Service Commission?

The voters of Kern County adopted a Civil Service Ordinance in 1956 under the
authority of Civil Service Enabling Law in the Government Code of the State of
California. The Civil Service System provides for employment on a merit basis and
equitable and uniform procedures for dealing with personnel matters through a Civil
Service Commission.

Who serves on the Civil Service Commission?

To administer its Civil Service System, the Board of Supervisors appoints five citizens to
serve as Commissioners. The Civil Service Commission maintains the integrity of Kern
County’s Civil Service System. It is an independent ruling body which conducts appeal
hearings on disciplinary matters and administers the Rules of the Civil Service System
for the benefits of County departments and employees.

When are Civil Service Commission meetings held?

Regular meetings are held the second Monday of every month at 5:30 p.m. Unless
publicly noticed otherwise.

Special meetings can be held on any date at any time upon order of the Commission.
Where are the meetings held?

The meetings are held in the Board of Supervisors Chambers, located on the first floor
of the Administration Center complex at 1115 Truxtun Avenue in Bakersfield, CA.
Unless publicly noticed otherwise.

When is the meeting agenda posted?

The meeting agenda is posted 72 hours prior to the scheduled regular meeting and the
meetings commence at 5:30 p.m.

Special meeting agendas are posted 24 hours prior.

Notices and agendas are posted on the glass kiosk outside the Administration Center
complex at 1115 Truxtun Avenue in Bakersfield, CA. They are also posted online on the
Commission's website at https://www.kerncounty.com/government/other-agencies/civil-
service-commission



https://www.kerncounty.com/government/other-agencies/civil-service-commission
https://www.kerncounty.com/government/other-agencies/civil-service-commission

Civil Service Commission Appeals Frequently Asked Questions

Things to know before filing an appeal with the Kern County Civil Service
Commission:

e You generally must be a Kern County employee in order to file an appeal with the
Kern County Civil Service Commission.

e You generally must have first gone through your department’s internal process if
filing an appeal under Civil Service Rules 1700 or 1800.

Are you covered under Kern County Civil Service Rules?

County employees who are probationary, temporary, exempt, appointed, or extra-help
are generally NOT covered by Kern County Civil Service Rules.

What are Disciplinary Appeals?

If you have received a final notice of a dismissal, suspension, or reduction you may file
an appeal within 10 days of the conclusion of the final notice process. See Civil Service
Rule 1730.00

Did something happen that violated the Civil Service Rules?

If you believe there has been a violation of the Civil Service Rules, you must go through
the intradepartmental grievance/complaint process first, and then you can appeal if you
file within 20 days of the conclusion of the process. See Civil Service Rule 1800.00

Filing your Appeal

The Kern County Civil Service Commission appeal process starts when the Civil
Service Commission (CSC) receives your appeal. Your request for an appeal will be
assigned a case number and an appeal request acknowledgement will be sent to the
parties involved. Your appeal request will then be placed on the next meeting agenda
where hearing dates will be selected if the Commission approves it.

| missed the deadline to submit an appeal because | was sick, on vacation, or
otherwise unable to file. Can I still file an appeal?

Appeals filed after the deadlines are considered untimely and will not be accepted
unless the Commission determines that there was good cause for the delay.

| changed my mind about appealing; how can | stop the appeal process, or can |
withdraw my appeal?

You may withdraw your appeal at any time by contacting the Commission Secretary,
Maria Murbach, at civilservicecomm@kerncounty.com



mailto:civilservicecomm@kerncounty.com

Does the Civil Service Commission represent me in the appeal?

No, the Commission is a neutral quasi-judicial forum for employees to bring appeals and
be heard in relation to matters within the Commission’s jurisdiction. Commission staff
may only provide information about processes and procedures but cannot advise you
regarding your appeal or give you any legal advice. You may consult with an attorney or
have an attorney or other representative assist you with the hearing at your own
expense.

Do | have to have an attorney or some other type of representation at my
hearing?

You may represent yourself, be represented by an attorney, a union representative, or
another individual of your choice.

May | subpoena witnesses and/or records?

In preparation for hearings you may request, in writing, that a subpoena be issued from
the Commission Office. You may complete the appropriate subpoena form found on the
California Courts website and submit it to the Commission Secretary for signature. The

Commission Office will return the signed original to you. It is then your responsibility to

serve the subpoena at your own expense.

Do | have the names, positions, and contact information for the parties involved
and the parties that need to be notified?

This may include witnesses, management, and human resources. You may be able to
find information online through the County staff directory.

Before Your Hearing

It is important to be prepared to present your case on the day of the hearing. You
should use this time to complete the following:

1. Please familiarize yourself with the CSC Standards and Rules you received after
the hearing dates were scheduled. The Standards and Rules govern the hearing,
and they will be in effect during the hearing.

2. Obtain any relevant documents that you wish to introduce at the hearing. Itis
your responsibility to provide your own evidence in your case to the Commission.
If you are requesting documents from the other party, you must put your request
in writing. You may request a subpoena from the Commission office, by
completing the appropriate subpoena form found on the California Courts
website and submit it to the Commission Secretary at
civilservicecomm@kerncounty.com for signature. The Commission Office will
return the signed original to you. It is your responsibility to serve the subpoena at
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your own expense. This must be completed at least two weeks before the
hearing.

3. If you wish to have a witness testify on the day of the hearing, you may ask this
person to appear voluntarily or, if necessary, you may request a subpoena from
the Commission Office at civilservicecomm@kerncounty.com for signature. The
Commission Office will return the signed original to you. It is your responsibility to
serve the subpoena at your own expense. SUBPOENA REQUESTS ARE
REQUIRED TO BE SUBMITTED TO COMMISSION OFFICE AT LEAST TWO
WEEKS PRIOR TO HEARING DATE.

4. Each party would typically give an “opening statement” at the beginning of the
hearing. This is a brief preview of the case (i.e. — what the Commission should
expect to see in the documents presented or hear from the witnesses, including
yourself).

5. As instructed in the CSC Standards and Rules, meet, and confer with the other
party to reach agreement on the exhibits to be submitted without objection and
any other stipulated facts which may minimize the number of withesses who will
need to testify.

Timeline for Items Due from Both Parties

10 Business days prior to first hearing day: All objections (motions) to substantive or
procedural sufficiency of notice, process
or proceeding must be filed with
Secretary and served.

5 Calendar days prior to first hearing day: Witness list, joint exhibit list, party
exhibit list, time estimate, case summary
and list of stipulated facts must be filed
with Secretary.

2 Business days prior to first hearing day: All responses to objections must be filed
and served.
First hearing day: Parties to address stipulated exhibits,

stipulated facts, unresolved pre-hearing
motions, witness scheduling problems.

Exhibits All exhibits are to be pre-marked. The
Secretary is to be provided six three-
hole punched copies of each exhibit
not in the Bill of Particulars. The copies
are to be provided at the time the exhibit
is introduced.
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Hearing

The hearing will be conducted by the Civil Service Commission. It is important that you
appear on time at the hearing location listed on the hearing notice that you

received. Disciplinary appeals are closed session matters (closed to the public) unless
either party requests a public hearing. All other hearings are open to the public unless
either party requests a closed session hearing (closed to the public).

1.

When you arrive at the hearing location, you should check in with the
Commission Secretary in the CSC Hearing room.

All witnesses testifying that evening will be asked to have a seat outside of the
CSC Hearing room and will be called upon once their testimony is required. If
you have a witness testifying on your behalf, you should greet them, ask them to
have a seat, and let them know that they will be called when their testimony is
required.

The presiding Commissioner will call the case to order and begin the
proceedings.

4. The parties will introduce themselves.

The presiding Commissioner will explain how the hearing will proceed and
housekeeping matters will be addressed at this point.

6. Each party will then have an opportunity to make their opening statement.

7. The Department Representative will present their case first, by calling their

witnesses, asking them questions, and then cross-examination by the Appellant.

The Appellant will present their case next, by calling their withesses and asking
them questions, and then cross-examination by Department Representative.

The Commission may question the withesses after both parties have completed
their questions and cross-examinations.

10. Rebuttal witnesses by Department.

11.Rebuttal witnesses by Appellant.

12.Throughout the hearing, the Commissioner presiding over the hearing will make

rulings, as needed, regarding any objections to taking certain testimonies. The
Commission is not bound by the Court’s Rules of Evidence and, in some cases,
may allow hearsay testimony if it meets certain criteria.

13. Closing statement by Department.

14.Closing statement by Appellant.

15.The presiding Commissioner will thank both parties and will explain that the

Commission will adjourn to deliberations. The presiding Commissioner will
excuse all parties and will adjourn the Commission to deliberations and the
hearing will conclude. The Commission will render its decision soon after the



Commission’s deliberations have concluded, and the Commission Office will
send both parties a copy of the Commission’s decision.

After Your Hearing

When will I find out the Commission's decision in my case?
The Commission will render its decision soon after your appeal hearing concludes. You
or your representative will receive a copy of the Commission’s decision.

| have not found the information | am looking for, whom may | contact for help?

You may contact the Commission office for additional information by calling
Commission Secretary, Maria Murbach, at (661) 868-3962 or by email at
civilservicecomm@kerncounty.com
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7. First Reading of Amendment to Rule 300 of the Civil
Service Commission



Rule 300

APPLICATIONS AND EXAMINATIONS

301.00

301.10

301.20

302.00

302.10

303.00

FILING OF APPLICATIONS

No person shall be admitted to an examination for employment unless such
person shall have completed and filed an application for said examination upon
the form furnished approved by the Commission and furnished by Human
Resources. The application shall not have been rejected by the Commission or
Direetor Chief Human Resources Officer for cause in accordance with the
provisions of these rules. Applicants must file applications in the office of the
Commission Human Resources, in person, electronically or by mail, not later
than the final filing date prescribed in the notice of examination. The application
must be received in the office of the-Cemmission Human Resources by the close
of business on the final filing date specified in the announcement. The applicant
shall certify as to the correctness of all statements made in his/her application.

(Rev--03/14)

Applicants must possess the minimum qualifications for the class of position
apphying-te on or before the final date for filing applications.

Applicants must comply with all special instructions contained in the
announcement.

AGE
No person shall be prehibited denied employment in the classified service solely

because of age, nor shall any applicant who meets the minimum qualifications for
a job be prohibited denied admission to any examination solely because of age.

The Commission may fix minimum and/or maximum age requirements when
compatible with legal requirements or when the Commission finds that certain
age restrictions constitute a bona fide occupational gqualification.

MEDICAL AND PHYSICAL STANDARDS

The Commission shall may establish medical and physical standards for some or
all of the various classes of positions in the Classified Service which shall
measure each entering employee's ability to perform the essential functions of
the position. Each individual who has received a conditional offer of employment
shall be required to meet the medical and physical standards prescribed by the
Commission and may be required to take a medical and physical examination to
determine whether or not he or she meets such standards prior to commencing
work. An offer of employment may be withdrawn if the individual does not meet
the standards and cannot, with reasonable accommodation, perform the
essential functions of the job. Notwithstanding any provision of these Rules to
the contrary, the Bireeter Chief Human Resources Officer may allow appointment
without such examination in the case of temporary employment. The
Commission Chief Human Resources Officer shall designate the physicians to
make such examinations. {Rev-—8/92)

Candidates for employment may be required to submit to drug and alcohol
screening tests. The standards for such testing shall be as defined in the County
Alcohol and Drug Policy approved by the Kern County Board of Supervisors or



Rule 300

APPLICATIONS AND EXAMINATIONS

303.10

303.20

303.21

303.22

303.23

303.30

303.40

by any other applicable drug and alcohol policy. Persons who fail to appear for or
fail to pass a drug or alcohol screening test or otherwise violate the County
Alcohol and Drug Policy or other applicable drug and alcohol policy shall be
removed from all eligible lists and disqualified from participating in examinations
for employment for not less than 180 calendar days ferm from the date of initial
detection, and any offer of employment shall be deemed void and withdrawn. In
addition, candidates other than current County employees shall be barred from
County Employment for not less than 180 calendar days from the date of initial

detection. {Rew-10/02)

Physical Ability: The Gemmissien Chief Human Resources Officer shall
establish a physical ability testing methodology for classifications designated by
the Commission. The testing methodology shall be designed to determine an
applicant's physical ability to perform the essential functions of the
classification, with or without reasonable accommodation. Hthe-eventthat
When the Cemmission Chief Human Resources Officer establishes a physical
ability test for a particular classification, each applicant or eligible shall be
required to take the physical ability test. The Gemmission Chief Human
Resources Officer shall designate the physician or other professional qualified
to design and/or administer a physical ability test. {Rev—8/92}

If the applicant or eligible is found not to meet the prescribed standards by the
professional designated by the Commission to administer the physical ability
test, and reasonable accommodation cannot be made, his name shall be: {Rew-

8/92)

Withheld from placement on the eligible list by the Bireetor Chief Human
Resources Officer; or

Removed from the eligible list by the Commission; or

Withheld from certification by the Bireetor Chief Human Resources Officer until
the eligible does meet the required standards; unless waiver of medical and
physical standards is granted.

The Commission or Birector Chief Human Resources Officer may exercise
discretion in granting a waiver of medical and physical standards to allow
temporary or permanent appointment of an applicant or eligible who does not
possess the required health and physical ability. Such waiver may be made
upon such conditions or for such period as the Commission or Birector Chief
Human Resources Officer may prescribe. {Rew-8/92)

The Bireetor Chief Human Resources Officer may permit an applicant to obtain
a second medical opinion, at his or her expense, for the purpose of clarifying
medical or physical qualifications. The second medical opinion shall be given
whatever weight and consideration the Bireeter Chief Human Resources
Officer, in his judgment, deems appropriate and is no guarantee of employment

or placement on an eligible list. {Rev-8/92}



Rule 300

APPLICATIONS AND EXAMINATIONS

303.50

304.00

305.00

305.10

305.20

In the event of employment in advance of medical and physical examination or
in the event of appointment after waiver subject to attainment of required
standards within a specified time, such employee shall be separated on order
of the Bireetor Chief Human Resources Officer unless the employee attains the
standards or is granted an adequate waiver.

SPECIAL QUALIFICATIONS

In application for examinations for positions which are scientific, professional, or
technical, or for positions that duties of which require special qualifications, the
Commission may demand evidence of a satisfactory degree of education,
training, or experience, and may demand certificates of competency or the
possession of such license as the law may provide as necessary for the practice
of the profession, art, or trade involved and may exclude applicants who fail to
give such evidence or certificates or who do not possess such licenses. All such
requirements or evidence of education or licenses shall be prescribed in the
public notice of the examination.

EXPERIENCE

Experience shall only be credited if the applicant held the payroll title of
the classification as a permanent or probationary employee in which
experience is claimed and was paid the prevailing rate in that
classification. The length of time credited to a given level of experience
shall be the time actually paid as a permanent or probationary employee
for the services performed in that classification or job. (Rev--08/07)

In the event an employee of the county is paid to perform duties
beyond those stated in the job specifications, the experience gained
shall be included in the assessment of the employee’s employment
application. The employee must provide a letter from the department
head that verifies out-of-class duties performed, length of assignment
and percentage of time spent performing the duties. The letter must be
attached to the employment application. Experience qualified in this
manner shall be considered a standing order for a classification review

by the-Personnel-Department Human Resources. {Rev—08/07)

Volunteer Experience.

For those classifications which allow it, volunteer experience will be
credited upon certification by the head of the recognized organization in
which the volunteer experience was obtained. The certification must
include the nature, duration, and level of responsibility of the volunteer
experience. To be counted, such experience must be found by the
PRersennel Human Resources and the requisitioning departments to be
directly relevant to the applied for position.
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306.00

307.00

307.05

INVESTIGATION AND FINGERPRINTS

In any examination for employment, the Commission may require as a
prerequisite to such examination the taking of fingerprints of all
applicants, and the Bireeter Chief Human Resources Officer may make
special inquiry into past records of all applicants and any other
investigations as deemed necessary. Any person whose record or
reputation shall, in the Commission’s judgment, so warrant shall be
disqualified from taking such examination or, having taken said
examination and whose name appears on the eligible list, be withheld
from certification, or removed from said list. {Rev—08/067)

DISQUALIFICATION

The Commission may refuse to examine or, after examination, to certify
as eligible or may remove from the eligible list any person: {Rev—08/07)

307.00.01  Who lacks any of the minimum qualification established by the
Commission for the examination of position to which he/she seeks

appointment {Rev—11/13)

307.00.02 Who has made a false statement of one or more material facts in
his/her application or supporting materials; {Rev—314/13}

307.00.03  Who has engaged in deception or fraud on his/her application or
supporting materials in attaining or attempting to attain eligibility or

appointment; (Rev—311/13)

307.00.04 Who has engaged in deception, fraud or cheating in the
examination process in attaining or attempting to attain eligibility

or appointment {Rev—11/13}

307.00.05 Who has been previously dismissed for good cause from any

public service; (Rev—11/13)

307.00.06 Who has resigned from public service not in good standing or in

order to avoid dismissal; {Rev—311/13}

307.00.07 Who has used, or attempted to use, any personal or political
influence to further his/her eligibility or appointment; (Rev-—11/13}

307.00.08 Who has failed to submit the application correctly or within the
prescribed time limits; (Rev-—11/13)

307.00.09 Who has otherwise violated provisions of these rules. (Rev—11/13)

Potential violations of section 307.00 by existing employees covered under the
Public Safety Officers Procedural Bill of Rights and/or the Firefighters Bill of
Procedural Bill of Rights will be referred to the applicable employing department
head for investigation and potential further action. (Rew--11/13)
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307.06 The RersennelBirecter Chief Human Resources Officer may reserves-the-right
te investigate allegations of cheating by all other persons not specifically
covered in Section 307.05 or may choose to refer the matter to the appropriate
department head for investigation. {Rew—11/13)

307.07 If the allegations of cheating by an existing employee are substantiated, the
employing department or the Persennel-Birecter Chief Human Resources
Officer may approaeh ask the Civil Service Commission and+eguestthat to
remove the employee’s name beremoved from any eligible list he/she may
currently be on, and/or any exam currently in process. {Rev—311/13}

307.10 Disqualification from County Employment Based Upon Conviction or Violation
of the County Alcohol and Drug Policy. (Rev-—10/02)

An applicant may be disqualified by the Chief Human Resources Officer from
participating in an examination for employment with the County based on
certain criminal convictions or one or more violations of the County Alcohol and
Drug Policy. The following provisions shall cover the exclusions for
employment with the County based upon criminal conduct conviction or
violation of the County Alcohol and Drug Policy. {Rev—106/02)

307.10.01 Conviction of any felony, or any crime(s) involving moral turpitude,
provided the crime is substantially related to the qualifications,
functions, or duties of the position sought. The term conviction, as
used in this rule, shall include a plea of guilty or a conviction following

a plea of nolo contendere. {Rev-08/074)
307.10.02 Current use of illegal drugs. {Rewv—-08/074

307.10.03 Failure of a pre-employment drug or alcohol screening test
administered or required by the County, failure of a drug or alcohol
screening test in the 180 days preceding the application for
employment; or other violation of the County Alcohol and Drug Policy
or other applicable drug and alcohol policy. {Rew-08/07}

307.10.04 Failure to respond to notice due to incarceration. {Rev--08/07)

307.10.05 Applicants on probation by the court for a previous conviction(s) may
not be considered for peace officer positions. {Rev—12/86)

307.20 The Directormay-considerthe following factors may be considered in

determining whether the crime(s) is substantially related to the qualification,
functions, or duties of the particular classification for which application is made
as provided in Rule 307.10.01. (Rew-08/0H

307.20.01 The classification to-which-the-persen-has-applied-eris-being-certified

juveniles involves maintenance, and/or custody of firearms; the
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307.20.02

307.20.03

307.20.04

307.20.05

307.20.06

307.20.07

307.20.08

handling of legal, financial, or confidential documents; drugs,
narcotics, or medical supplies; the operation of motorized vehicles; or
involves responsibility over adults or juveniles. {Rev—08/074}

The nature and seriousness of the conduct. {Rewv-08/07)

The circumstances surrounding the conduct. {Rev-—08/64

The time lapse since the occurrence of the conduct. {Rev-08/07)
The frequency of the conduct. {(Rev--08/07)

The age of the individual at the time of the conduct. {Rewv--08/07)
The presence or absence of rehabilitation. {Rev-08/67)

Other material factors considered applicable by the Commission on a

case-by-case basis. {Rev-—08/6F4

307.30 An applicant for a continuous (series) examination shall automatically be
rejected if he/she is currently on the eligible list for the same exam number or
has been unsuccessful testing for the class in the 60 days preceding the date
of application, provided, however, that applicants who fail an exam component
subsequent to the written exam may again test at the next scheduled time for

that component. (Rev—08/67)
NOTIFICATION OF DISQUALIFIED APPLICANTS

308.00

309.00

310.00

An applicant disqualified pursuant to rule 303.10 or rule 307.00 or an individual
whose conditional offer of employment is withdrawn pursuant to rule 303.00 shall
be promptly notified of the disqualification by the Chief Human Resources
Officer. Notice of disqualification shall be mailed to the applicants’ last known

address. {Rev-—08/07)

APPLICATIONS NOT TO BE RETURNED

Applications, whether accepted or rejected, shall remain on file in the office of the
Coemmissior Human Resources and shall not be returned. Minor defects or
omissions in the application on file may be corrected or supplied only after
obtaining special permission from the BireeterChief Human Resources Officer.
The date of receipt of application shall be endorsed thereon or otherwise
electronically recorded. Applications of persons who fail to appear for
examination shall not be used for any other examination but and shall be
canceled. The names of applicants shall not be disclosed to the public without
the expressed permission of the Commission. {Rev-—08/07)

VETERANS' PREFERENCE

In order to qualify for Veteran’s Preference Credits as provided in Kern County
Ordinance Code Section 3.04.060(H), an applicant must have served in the
United States Army, Navy, Air Force, Marine Corps, Coast Guard, or any division
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310.10

310.20

311.00

thereof in time of war or in any expedition of the armed forces of the United
States and have received an Honorable discharge, a Certificate of Honorable
Active Service, or an Under Honorable Conditions (General) discharge.
Discharges which are classified as Under Other Than Honorable Conditions, Bad
Conduct, Dishonorable or Uncharacterized are not qualifying for Veteran’s
Preference Credits. In addition, he or she must have applied for such credits on
the form approved by the Commission’sferm and provided by Human Resources
- Application for Examination and must have presented to the Bireeter Chief
Human Resources Officer the original or photostatic copy of the appropriate
discharge or certificate of honorable active military service or acceptable
evidence of required military service not later than the final filing date. {Rew-

09/14)

Veterans' Preference Credits shall not be applied in promotional examinations.

(Rev.-08/07)

Applicants who fail to apply for Veterans' Preference Credits or who do not
present the required credentials within the prescribed time allowed will be
deemed to have waived such credits. {Rev—08/07)

PROHIBITION AGAINST DISCRIMINATION

Discrimination against any person in the classified service or any person seeking
admission thereto because of race, national origin, sex, age, physical disability,
color, medical condition, marital status, ancestry, or union activity is prohibited.
Discrimination on the basis of age, sex, or physical disability is prohibited except
where age, sex, or physical requirements constitute a bona fide occupational

requirement. {Rew-08/07}
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301.00

301.10

301.20

302.00

302.10

303.00

FILING OF APPLICATIONS

No person shall be admitted to an examination for employment unless such
person shall have completed and filed an application for said examination upon
the form approved by the Commission and furnished by Human Resources. The
application shall not have been rejected by the Commission or Chief Human
Resources Officer for cause in accordance with the provisions of these rules.
Applicants must file applications in the office of Human Resources, in person,
electronically or by mail, not later than the final filing date prescribed in the notice
of examination. The application must be received in the office of Human
Resources by the close of business on the final filing date specified in the
announcement. The applicant shall certify as to the correctness of all statements
made in his/her application.

Applicants must possess the minimum qualifications for the class of position on
or before the final date for filing applications.

Applicants must comply with all special instructions contained in the
announcement.

AGE

No person shall be denied employment in the classified service solely because of
age, nor shall any applicant who meets the minimum qualifications for a job be
denied admission to any examination solely because of age.

The Commission may fix minimum and/or maximum age requirements when
compatible with legal requirements or when the Commission finds that certain
age restrictions constitute a bona fide occupational gqualification.

MEDICAL AND PHYSICAL STANDARDS

The Commission may establish medical and physical standards for some or all of
the various classes of positions in the Classified Service which shall measure
each entering employee's ability to perform the essential functions of the position.
Each individual who has received a conditional offer of employment shall be
required to meet the medical and physical standards prescribed by the
Commission and may be required to take a medical and physical examination to
determine whether or not he or she meets such standards prior to commencing
work. An offer of employment may be withdrawn if the individual does not meet
the standards and cannot, with reasonable accommodation, perform the
essential functions of the job. Notwithstanding any provision of these Rules to
the contrary, the Chief Human Resources Officer may allow appointment without
such examination in the case of temporary employment. The Chief Human
Resources Officer shall designate the physicians to make such examinations.

Candidates for employment may be required to submit to drug and alcohol
screening tests. The standards for such testing shall be as defined in the County
Alcohol and Drug Policy approved by the Kern County Board of Supervisors or
by any other applicable drug and alcohol policy. Persons who fail to appear for or
fail to pass a drug or alcohol screening test or otherwise violate the County
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303.10

303.20

303.21

303.22

303.23

303.30

303.40

303.50

Alcohol and Drug Policy or other applicable drug and alcohol policy shall be
removed from all eligible lists and disqualified from participating in examinations
for employment for not less than 180 calendar days from the date of initial
detection, and any offer of employment shall be deemed void and withdrawn. In
addition, candidates other than current County employees shall be barred from
County Employment for not less than 180 calendar days from the date of initial
detection.

Physical Ability: The Chief Human Resources Officer shall establish a physical
ability testing methodology for classifications designated by the Commission.
The testing methodology shall be designed to determine an applicant's physical
ability to perform the essential functions of the classification, with or without
reasonable accommodation. When the Chief Human Resources Officer
establishes a physical ability test for a particular classification, each applicant
or eligible shall be required to take the physical ability test. The Chief Human
Resources Officer shall designate the physician or other professional qualified
to design and/or administer a physical ability test.

If the applicant or eligible is found not to meet the prescribed standards by the
professional designated by the Commission to administer the physical ability
test, and reasonable accommaodation cannot be made, his name shall be:

Withheld from placement on the eligible list by the Chief Human Resources
Officer; or

Removed from the eligible list by the Commission; or

Withheld from certification by the Chief Human Resources Officer until the
eligible does meet the required standards unless waiver of medical and
physical standards is granted.

The Commission or Chief Human Resources Officer may exercise discretion in
granting a waiver of medical and physical standards to allow temporary or
permanent appointment of an applicant or eligible who does not possess the
required health and physical ability. Such waiver may be made upon such
conditions or for such period as the Commission or Chief Human Resources
Officer may prescribe.

The Chief Human Resources Officer may permit an applicant to obtain a
second medical opinion, at his or her expense, for the purpose of clarifying
medical or physical qualifications. The second medical opinion shall be given
whatever weight and consideration the Chief Human Resources Officer, in his
judgment, deems appropriate and is no guarantee of employment or placement
on an eligible list.

In the event of employment in advance of medical and physical examination or
in the event of appointment after waiver subject to attainment of required
standards within a specified time, such employee shall be separated on order
of the Chief Human Resources Officer unless the employee attains the
standards or is granted an adequate waiver.
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304.00

305.00

305.10

305.20

306.00

SPECIAL QUALIFICATIONS

In application for examinations for positions which are scientific, professional, or
technical, or for positions that duties of which require special qualifications, the
Commission may demand evidence of a satisfactory degree of education,
training, or experience, and may demand certificates of competency or the
possession of such license as the law may provide as necessary for the practice
of the profession, art, or trade involved and may exclude applicants who fail to
give such evidence or certificates or who do not possess such licenses. All such
requirements or evidence of education or licenses shall be prescribed in the
public notice of the examination.

EXPERIENCE

Experience shall only be credited if the applicant held the payroll title of
the classification as a permanent or probationary employee in which
experience is claimed and was paid the prevailing rate in that
classification. The length of time credited to a given level of experience
shall be the time actually paid as a permanent or probationary employee
for the services performed in that classification or job.

In the event an employee of the county is paid to perform duties
beyond those stated in the job specifications, the experience gained
shall be included in the assessment of the employee’s employment
application. The employee must provide a letter from the department
head that verifies out-of-class duties performed, length of assignment
and percentage of time spent performing the duties. The letter must be
attached to the employment application. Experience qualified in this
manner shall be considered a standing order for a classification review
by Human Resources.

Volunteer Experience.

For those classifications which allow it, volunteer experience will be
credited upon certification by the head of the recognized organization in
which the volunteer experience was obtained. The certification must
include the nature, duration, and level of responsibility of the volunteer
experience. To be counted, such experience must be found by Human
Resources and the requisitioning departments to be directly relevant to
the applied for position.

INVESTIGATION AND FINGERPRINTS

In any examination for employment, the Commission may require as a
prerequisite to such examination the taking of fingerprints of all
applicants, and the Chief Human Resources Officer may make special
inquiry into past records of all applicants and any other investigations as
deemed necessary. Any person whose record or reputation shall, in the
Commission’s judgment, so warrant shall be disqualified from taking such
examination or, having taken said examination and whose name appears
on the eligible list, be withheld from certification, or removed from said list.
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307.00

307.05

307.06

307.07

307.10

DISQUALIFICATION

The Commission may refuse to examine or, after examination, to certify
as eligible or may remove from the eligible list any person:

307.00.01 Who lacks any of the minimum qualification established by the
Commission for the examination of position to which he/she seeks
appointment;

307.00.02 Who has made a false statement of one or more material facts in
his/her application or supporting materials;

307.00.03 Who has engaged in deception or fraud on his/her application or
supporting materials in attaining or attempting to attain eligibility or
appointment;

307.00.04 Who has engaged in deception, fraud or cheating in the
examination process in attaining or attempting to attain eligibility
or appointment;

307.00.05 Who has been previously dismissed for good cause from any
public service;

307.00.06  Who has resigned from public service not in good standing or in
order to avoid dismissal;

307.00.07 Who has used, or attempted to use, any personal or political
influence to further his/her eligibility or appointment;

307.00.08 Who has failed to submit the application correctly or within the
prescribed time limits;

307.00.09 Who has otherwise violated provisions of these rules.

Potential violations of section 307.00 by existing employees covered under the
Public Safety Officers Procedural Bill of Rights and/or the Firefighters Bill of
Procedural Bill of Rights will be referred to the applicable employing department
head for investigation and potential further action.

The Chief Human Resources Officer may investigate allegations of cheating by
all other persons not specifically covered in Section 307.05 or may choose to
refer the matter to the appropriate department head for investigation.

If the allegations of cheating by an existing employee are substantiated, the
employing department or the Chief Human Resources Officer may ask the Civil
Service Commission to remove the employee’s name from any eligible list
he/she may currently be on, and/or any exam currently in process.

Disqualification from County Employment Based Upon Conviction or Violation
of the County Alcohol and Drug Policy.
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An applicant may be disqualified by the Chief Human Resources Officer from
participating in an examination for employment with the County based on
certain criminal convictions or one or more violations of the County Alcohol and
Drug Policy. The following provisions shall cover the exclusions for
employment with the County based upon criminal conduct conviction or
violation of the County Alcohol and Drug Policy.

307.10.01

307.10.02

307.10.03

307.10.04

307.10.05

Conviction of any felony, or any crime(s) involving moral turpitude,
provided the crime is substantially related to the qualifications,
functions, or duties of the position sought. The term conviction, as
used in this rule, shall include a plea of guilty or a conviction following
a plea of nolo contendere.

Current use of illegal drugs.

Failure of a pre-employment drug or alcohol screening test
administered or required by the County, failure of a drug or alcohol
screening test in the 180 days preceding the application for
employment; or other violation of the County Alcohol and Drug Policy
or other applicable drug and alcohol policy.

Failure to respond to notice due to incarceration.

Applicants on probation by the court for a previous conviction(s) may
not be considered for peace officer positions.

307.20 The following factors may be considered in determining whether the crime(s) is
substantially related to the qualification, functions, or duties of the particular
classification for which application is made as provided in Rule 307.10.01.

307.20.01

307.20.02

307.20.03

307.20.04

307.20.05

307.20.06

307.20.07

307.20.08

The classification involves maintenance, and/or custody of firearms;
the handling of legal, financial, or confidential documents; drugs,
narcotics, or medical supplies; the operation of motorized vehicles; or
involves responsibility over adults or juveniles.

The nature and seriousness of the conduct.

The circumstances surrounding the conduct.

The time lapse since the occurrence of the conduct.

The frequency of the conduct.

The age of the individual at the time of the conduct.

The presence or absence of rehabilitation.

Other material factors considered applicable by the Commission on a
case-by-case basis.

307.30 An applicant for a continuous (series) examination shall automatically be
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308.00

309.00

310.00

310.10

310.20

rejected if he/she is currently on the eligible list for the same exam number or
has been unsuccessful testing for the class in the 60 days preceding the date
of application, provided, however, that applicants who fail an exam component
subsequent to the written exam may again test at the next scheduled time for
that component.

NOTIFICATION OF DISQUALIFIED APPLICANTS

An applicant disqualified pursuant to rule 303.10 or rule 307.00 or an individual
whose conditional offer of employment is withdrawn pursuant to rule 303.00 shall
be promptly notified of the disqualification by the Chief Human Resources
Officer. Notice of disqualification shall be mailed to the applicants’ last known
address.

APPLICATIONS NOT TO BE RETURNED

Applications, whether accepted or rejected, shall remain on file in the office of
Human Resources and shall not be returned. Minor defects or omissions in the
application on file may be corrected or supplied only after obtaining special
permission from the Chief Human Resources Officer. The date of receipt of
application shall be endorsed thereon or otherwise electronically recorded.
Applications of persons who fail to appear for examination shall not be used for
any other examination and shall be canceled. The names of applicants shall not
be disclosed to the public without the expressed permission of the Commission.

VETERANS' PREFERENCE

In order to qualify for Veteran’s Preference Credits as provided in Kern County
Ordinance Code Section 3.04.060(H), an applicant must have served in the
United States Army, Navy, Air Force, Marine Corps, Coast Guard, or any division
thereof in time of war or in any expedition of the armed forces of the United
States and have received an Honorable discharge, a Certificate of Honorable
Active Service, or an Under Honorable Conditions (General) discharge.
Discharges which are classified as Under Other Than Honorable Conditions, Bad
Conduct, Dishonorable or Uncharacterized are not qualifying for Veteran’s
Preference Credits. In addition, he or she must have applied for such credits on
the form approved by the Commission and provided by Human Resources -
Application for Examination and must have presented to the Chief Human
Resources Officer the original or photostatic copy of the appropriate discharge or
certificate of honorable active military service or acceptable evidence of required
military service not later than the final filing date.

Veterans' Preference Credits shall not be applied in promotional examinations.
Applicants who fail to apply for Veterans' Preference Credits or who do not

present the required credentials within the prescribed time allowed will be
deemed to have waived such credits.
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311.00

PROHIBITION AGAINST DISCRIMINATION

Discrimination against any person in the classified service or any person seeking
admission thereto because of race, national origin, sex, age, physical disability,
color, medical condition, marital status, ancestry, or union activity is prohibited.
Discrimination on the basis of age, sex, or physical disability is prohibited except
where age, sex, or physical requirements constitute a bona fide occupational
requirement.





