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

Regular Meeting
Monday, July 11, 2022
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 June 13, 2022; APPROVE

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

8375) Office Services Specialist-Mojave
8455) Technical Support Engineer /Il
8551) Sheriff's Sergeant-DP
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8561) Social Service Worker I/1I-DHS

8563) Probation Supervisor-DP

8564) Environmental Health Technician

8565) Department of Human Services Human Resources Manager-DP-DHS
8566) Deputy Probation Officer IlI-DP

8567) Code Compliance Officer

8568) Legal Secretary

8569) Program Technician-DP

8570) KCERA-Applications Manager/KCERA Senor Applications Manager-DP
8571) KCERA Network Manager/KCERA Senior Network Manager-DP
8572) Retirement Investment Officer/Senior Retirement Investment Officer-DP
8573) Youth Services Officer I/11-Shift

8574) Senior Youth Services Officer-Shift-DP

8575) Child Support Specialist

8576) Office Services Coordinator

8577) Maintenance Worker/Senior Maintenance Worker

8578) Fiscal Support Supervisor

8579) Program Technician

8581) Supervising Planner

8582) Engineer

8583) Deputy Chief Information Technology Officer-Countywide Promotional
8584) Program Specialist I/lI-DP

8585) Public Health Epidemiologist

8586) CAO Manager-DP-CAQO

8587) Deputy Sheriff Trainee-Shift

8588) Detentions Deputy Sheriff Trainee-Shift

8590) Staff Development Specialist

8591) Program Support Supervisor

. 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

e Sheriff's Records Specialist, Sheriff's Records Supervisor, Sheriff's Records Unit Supervisor,
Item Nos. 3255, 3254, and 3253

5.First Reading of Revised Amendment to Rule 300 of the Civil Service Commission; WAIVE

READING; APPROVE

6. Civil Service Rule 1800 Update: Counsel to the Civil Service Commission to provide report

on status of Rule 1800 investigations and revisions.

7. Civil Service Rules Revisions Update: Commission Secretary to provide report on

status pertaining to Civil Service Rules revisions.
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8. 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.

9. 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.

10.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 8§ 54957)

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

12. Reconvene from Closed Session; Adjourn to Regular Meeting to be held on Monday,
August 8, 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, June 13, 2022
5:30 p.m.

PRESENT: Commissioners Agbalog, Holt, Oliver, Price, and Rose

ABSENT: None

OTHERS: Devin Brown, Tracey Eldridge, Michael Goulart, Maria Murbach, Brian Van Wyk, Kate
Zimmermann, 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

President Holt called the meeting to order at 5:30 p.m.
Vice President Oliver joined the meeting at 5:33 p.m.

PUBLIC SESSION
1. Public Presentations
None

*CONSENT AGENDA
*2. Approval of Minutes
Regular Meeting on May 9, 2022; NO PUBLIC COMMENT; APPROVED; Ro/Ag — 4 ayes/1 ab

(O))

*3. Examination Schedule: The following examinations have been scheduled in accordance with
Civil Service Rules and established procedures; NO PUBLIC COMMENT; APPROVED; Ro/Ag
— 4 ayes/1 ab (Ol)

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

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



Civil Service Commission
Minutes: 6/13/2022

Page: 2

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 |-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 |-Mojave-DHS

8553) Emergency Medical Services Coordinator
8554) Systems Analyst /1|

8555) Autopsy Assistant

8556) Senior Groundskeeper-Lake Isabella

8557) Senior Legal Process Technician

8558) Fiscal support Specialist

8560) Maintenance Worker

. 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;

¢ Workforce Development Program Manager, Item No. 0818; Pri/Ro — 4 ayes/1 ab (Ol)
Devin Brown, Chief Human Resources Officer, provided a summary. No public comment.

. 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) Fire Prevention Inspector I/ll, tem Nos. 1178 and 1179; Pri/Ol — All ayes
Brenda Leyva, Principal Human Resources Analyst, provided a summary. No public

comment.
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b) County Administrative Office Manager and Deputy Chief Financial Officer, Items No. 0782
and 0494; Ag/Ro — All ayes
Mr. Brown provided a summary. No public comment.

c) Youth Services Officer I/Il, Senior Youth Services Officer, Youth Services Officer Maintenance
Worker and Youth Services Officer Senior Maintenance Worker, ltem Nos. 3566, 3563, 3560,
3574, and 3570; Ag/Ol — All ayes
Ms. Leyva provided a summary. No public comment.

. Civil Service Commission Frequently Asked Questions Informational Document: Civil

Service Secretary to present Frequently Asked Questions Informational Document for CSC
website; APPROVED AND AUTHORIZED SECRETARY TO POST ON CSC WEBSITE
Commission Secretary, Mrs. Murbach, provided a summary. No Public Comment.

Commissioner Agbalog thanked Mrs. Murbach and asked how the document was developed
and whether it had been circulated throughout the department heads for their feedback.

Mrs. Murbach explained that while developing this document, she had included questions that
employees have asked, and she has answered during the course of her duties in the
Commission office. She also detailed the hearing process to explain it better to employees
should they file an appeal with the Commission.

President Holt asked how difficult it would be to make changes to the document if updates were
needed. Mrs. Murbach stated it would not be difficult at all and she would be able to update the
document as needed.

Vice President Oliver stated that he had reviewed the document, it was comprehensive and
thought it would be very informative to the departments. He thanked Mrs. Murbach for putting it
together.

Commissioner Rose asked Mr. Brown if new employees were given an informational packet
upon hiring. Mr. Brown explained that they used to do that but have since moved to an electronic
format. Commissioner Rose wondered how they would know there is a Commission and asked
if they were routed to the website. Mr. Brown explained that they were working on a process to
inform employees at their new employee orientation.

Commissioner Price stated that he thought the document would be good and he suggested
placing the contact information at the beginning of the document. Mrs. Murbach stated she would
do that.

President Holt asked Commissioner Price if that was a motion to approve as amended.
Commissioner Price stated that would be correct except before posting it on the website,
circulating it to the department heads to see if they had any feedback. Commissioner Rose
seconded the motion.
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7. First Reading of Amendment to Rule 300 of the Civil Service Commission; WAIVED READING;

APPROVED; Ro/Pri — All ayes
Mrs. Murbach provided a summary. No public comment.

President Holt asked if there would be a second reading at the next regular meeting. Mrs.
Murbach stated that would be correct.

Commissioner Agbalog asked if, since this was a first reading, no action was required. He stated
he was a little unclear with the process used to get to this point. He wanted to make sure that
he understood the context behind the changes and wanted to get in the habit of doing that
moving forward. He suggested perhaps forming a subcommittee of the Commission to move
arm in arm with the Commission Secretary to look at these things together and have a better
understanding of the changes being made. He thought that it would be a wise idea for the
Commission to get a better understanding why the rules were changing and how it would impact
others and then maybe invite others to participate so that all could have a better understanding,
so that when it was time to take action on an item, the Commission would be pretty grounded.

Brian Van Wyk, Deputy County Counsel, stated he could speak to some of the procedural
questions. He explained that the action this evening was to waive the reading so that they would
not have to read the revised rule, which would be cumbersome to sit and read through the whole
thing. The process for this was to first bring forward a draft to the Commission last month, it had
been a while since staff had looked at these rules and by and large they were working off of
changes that Mr. Nations had been working on several years ago. So, at that point, staff felt like
they were in a very preliminary stage, and they brought forward the draft. Based on last month’s
meeting, they now felt they were ready to present it as a first reading of the revised rule and they
would bring that back next month for approval. It gave everyone a chance to comment on this.
He stated he had reviewed it, did not believe that it affected the terms and conditions of
employment. This was not the type of rule change that required a meet and confer with the
unions. It was more in the lines of cleaning up the CS Rule 300 language to make it a little
clearer.

President Holt thanked Mr. Van Wyk.
Commissioner Rose motioned to approve.

Vice President Oliver stated that he thought it had been discussed at one point to have a
subcommittee to take a look at the rules.

Commissioner Price stated that it had been discussed at one of the previous meetings and asked
if a motion needed to be made to create a subcommittee to take a look at this.

Mr. Van Wyk stated that an action such as this was out of the scope of what was written on the
agenda. However, your Commission may recommend this to the ad-hoc committee.

Vice President Oliver asked if he could motion to create an ad-hoc committee to review the
changes to the rules.
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Mr. Van Wyk stated that would be outside the scope of the action for this evening’s agenda and
clarified that the Commission already had an ad-hoc committee assembled for this purpose.

Commissioner Agbalog stated that he believed the chairman may recommend this to the ad-hoc
committee and they would set their own meetings.

Mr. Van Wyk explained that President Holt could refer this to the ad-hoc committee. For this
evening, staff recommended to waive the reading, but if your Commission preferred to refer to
the committee and bring it back at the next meeting, that would be fine.

Commissioner Agbalog stated that he believed that Commissioner Price and former
Commissioner Burrow had been on that committee.

Commissioner Price asked if it would be outside the scope to name two members to the ad-hoc
committee.

Mr. Van Wyk stated that taking a formal action would be outside the scope. However, if the
Commission would like to talk amongst yourselves and two members would like to take the lead
on reviewing the item and coming back next month, that would be fine.

President Holt asked if Commissioners Price and Oliver would be fine with doing that.
Commissioner Price stated that was fine with him and Vice President Oliver stated that was fine
with him too.

Mr. Van Wyk stated that a motion was needed for staff's recommendation.

Commissioner Rose motioned and Commissioner Price seconded the motion.

President Holt stated there was a motion and a second to approve the item as written and, in

the meantime, Commissioners Price and Oliver would take a look and report back at the next
meeting.

. Civil Service Rule 1800 Update:

Brian Van Wyk, Deputy County Counsel, reported that he had been in contact with the HR team
and all investigations were timely with the exception of the 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.

Mr. Van Wyk added that HR had a resignation of an employee who was involved in the
investigation of Rule 1800 complaints and while there were currently no delays, it could
potentially be an issue going forward.

. Civil Service Rules Revisions Update: Maria Murbach, Commission Secretary, reported that

staff was currently working on proposed revisions for CS Rules 200 and 400. Staff hoped to
bring drafts for discussion at next month’'s meeting.
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10.

11.

12.

Commission Secretary Monthly Report:

Maria Murbach, Commission Secretary, reported Vice President Oliver, Commissioner Price,
Commission Secretary were joined by SEIU representative, Edgar Juarez, in a visit to the
Airports Department and met with Airports Director, Ron Brewster and his staff Chuck and Kevin.
The visit was informative, and everyone enjoyed their meeting and tour. She thanked the Airports
staff for all their work.

Mrs. Murbach informed the Commission that she would be providing an introductory
presentation about the Commission at the at the next HR New Employee Orientation on June
29, 2022. She stated that she was looking forward to introducing new County employees to the
role of the Commission.

Human Resources Division Items/Report:

Mr. Brown reported that the Director of Diversity Equity and Inclusion resigned effective June 3,
2022. Brenda Leyva was provisionally appointed to that role as interim Director. Ms. Leyva was
experienced with investigations, assigned the equal employee opportunity worker within the
office. She was also one of lead staff members assigned to help the Sheriff's Office to be in
compliance with its Department of Justice stipulated judgement and she would continue that
work in her role. She was integral in helping the Sheriffs Office and many other County
departments with their job descriptions changes and has a wide variety of experience. Mr. Brown
stated they were happy to make that provisional appointment. He stated they would be reviewing
that position and making further determinations on how to proceed to fill it permanently within
the next few months but in the interim, they were glad to have Ms. Leyva take over that
responsibility. Mr. Brown and Ms. Leyva would be making sure that the investigations that were
ongoing and being conducted by the former director would be completed timely and they would
be working on that over the next few weeks. He did not feel there would be issues there.

He announced HR will be holding a new employee orientation on June 29, 2022. This will be the
first in-person employee orientation since December of 2019. He stated they are very excited
about the opportunity to welcome the new employees and is glad Ms. Murbach will be
participating in this quarterly event.

Commission Member Presentations or Announcements:

Commissioner Rose announced that she had recently visited the Kern County Animal Services
Department, and she was impressed with their new method of accepting donations for blankets
and towels for the animals they have on site. They now have bins so that you do not have to go
inside. A person could drive up and quickly drop their donations into the bins. She thanked Nick
Cullen, Director, and all the staff at the Animal Services Department for all their work.

Adjourn to Closed Session: at 6:07 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.
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CLOSED SESSION (Government Code § 54957)

13. PUBLIC EMPLOYMENT - Application Appeal Request
Firefighter Recruit (Fire Department) — Case No. 2022-0103; DENIED; Pri/Ol — 4 ayes/1 abd

(Ag)

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

15. President Holt adjourned the meeting at 7:18 p.m. to the next Regular Meeting to be
held on Monday, July 11, 2022, at 5:30 p.m.
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Test Schedule
Exam # Recruitment Title Open Date Close Date ::::‘;r":’; Action Requestor
8375 |Office Services Specialist-Mojave 6/7/2022 Continuous DMR Unsuspend DMR
8455 |[Technical Support Engineer I/l 6/20/2022 Continuous MES Open MES
8551 |Sheriff's Sergeant-DP 6/13/2022 6/24/2022 MGV DP MGV
8561 [Social Service Worker 1/ll-DHS 6/6/2022 Continuous DMR Open DMR
EH8562 |Communications Technician I/11/11l 6/6/2022 Continuous MJ Open MJ
8563 [Probation Supervisor - DP 6/13/2022 6/17/2022 MES DP MES
8564 |Environmental Health Technician 6/13/2022 6/24/2020 KAS Open KAS
8565 |Department of Human Services Human Resources Manager-DP-DHS 6/13/2022 6/17/2022 DMR DP DMR
8566 |Deputy Probation Officer lil - DP 6/13/2022 6/17/2022 MES DP MES
8567 |Code Compliance Officer 6/13/2022 6/24/2022 KAS Open KAS
8568 |Legal Secretary 6/13/2022 6/24/2022 KB Open KB
8569 |Program Technician - DP 6/10/2022 6/17/2022 MJ DP MJ
8570 |KCERA Applications Manger/ KCERA Senior Applications Manger - DP 6/13/2022 6/16/2022 MJG DP MJG
8571 |KCERA Network Manager/ KCERA Senior Network Manager - DP 6/13/2022 6/16/2022 MJG DP MJG
8572 |Retirement Investment Officer/Senior Retirement Investment Officer - DP 6/13/2022 6/16/2022 MJG DP MJG
8573 |Youth Services Officer /il - Shift 6/20/2022 Continuous MES Open MES
8574 |Senior Youth Services Officer - Shift - DP 6/20/2022 6/27/2022 MES DP MES
8575 |Child Support Specialist 6/16/2022 Continuous KB/DG Open KB
8576 |Office Services Coordinator 6/20/2022 7/1/2022 KAS Open KAS
8577 |Maintenance Worker/Senior Maintenance Worker 6/21/2022 Continuous MGV Open MGV
8578 |Fiscal Support Supervisor 6/20/2022 7/1/2022 KAS Open KAS
8579 |Program Technician 6/21/2022 7/8/2022 KAS Open KAS
8581 |Supervising Planner 6/21/2022 7/15/2022 KAS Open KAS
8582 |Engineer 6/22/2022 712212022 KAS Open KAS
8583 |Deputy Chief information Technology Officer - Countywide Promotional 6/23/2022 7/1/2022 KAS CWP KAS
8584 [Program Specialist I/l - DP 6/27/2022 7/1/2022 KAS DP KAS
8585 |Public Health Epidemiologist 6/27/2022 Continuous KAS Open KAS
8586 |CAO Manager - DP -CAO 6/27/2022 7/1/2022 DB DP DP
8587 |Deputy Sheriff Trainee - Shift 6/29/2022 Continuous MGV Open MGV
8588 |Detentions Deputy Sheriff Trainee - Shift 6/29/2022 Continuous MGV Open MGV
8590 |Staff Development Specialist 6/30/2022 7/29/2022 MJ Open MJ
8591 [Program Support Supervisor 6/30/2022 7/14/2022 MJ Open MJ

Green Exam #: Change to existing exam #

Grey line: History

Wihite ine: Most up Lo dale information for exam #
Blue "Conlinucus” and Red "?": nformational purposes
Yellow "Hold": on hold

Dates that ALL exams were closed:
7/25/2019
3/16/2020
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IKERN  HUMAN RESOURCES Sl

"COUNTY CHIEF HUMAN RESOURCES OFFICER

July 11, 2022

Civil Service Commission

Kern County Administrative Center
1115 Truxtun Avenue

Bakersfield, CA 93301

PROPOSED NEW JOB SPECIFICATION TITLED SHERIFF’S RECORDS SPECIALIST,
SHERIFF’S RECORDS SUPERVISOR, SHERIFF’S RECORDS UNIT SUPERVISOR

The Kern County Sheriff’s Office (KCSO) requests approval of the attached new job specifications titled
Sheriff’s Records Specialist, Sheriff’s Records Supervisor and Sheriff’s Records Unit Supervisor
classification series. These classifications will perform technical support functions at the Jails, Substations
or Records sections within the Sherift’s Office.

KCSO has experienced challenges retaining staff in positions assigned to these sections who perform
critical functions related to the booking process of inmates. To meet mandated booking process timelines
driven by a 24hr operation, the KCSO requested the development of a new classification series that better
captures the technical functions required to research and process law enforcement records.

This new classification will be represented by Service Employees' International Union, Local 521 (SEIU).
SEIU is in support of the new classification as proposed.

Therefore, IT IS RECOMMEND that your Commission REVIEW, RECEIVE, AND FILE the proposed
new job specifications titled Sheriff’s Records Specialist, Sheriff’s Records Supervisor, and Sheriff’s
Records Unit Supervisor.

Sincerely,

evin Brown
Chief Human Resources Officer

Attachment

cc: Donny Youngblood, Sheriff

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



Sheriff’s Records Specialist
Bargaining Unit:
Salary Range 53.9 ($3,361-$/4,016/mo.)

Definition:

Under direct supervision, performs technical support functions required to research and process
law enforcement records within the Sheriff’s Office assigned to Substations, County jail facilities
or Records, which may include: interacting with incarcerated persons, criminal database
verification and providing assistance to the public and other branches of law enforcement.

This is the entry level of the Sheriff’s Records classification series. Incumbents gather and
inspect local, state and federal criminal history; apply penal codes, rules and regulations
accordingly. The Sheriff’s Records Specialist is distinguished from the Sheriff’s Records
Supervisor, which supervises and performs specialized support activities requiring extensive
knowledge and experience in the area of assignment.

Incumbents may be required to work any shift, weekends and holidays and may be required to
work overtime and in outlying County areas.

Essential Functions:

Criminal Records Assignment:

. Communicates with the public, attorneys and other law enforcement agencies to provide
criminal record or law enforcement information as authorized

. Utilizes specialized computer software programs to retrieve or enter confidential law
enforcement information

. Receives and examines crime, incident, arrest, missing/runaway person, property,

vehicle, citations, and other officer written reports for completeness, accuracy, and
compliance with legal requirements; contacts appropriate personnel for corrections

. Responds to requests for information from sworn personnel in the field regarding
suspects with an active warrant
. Provides warrant abstracts to ensure lawful detention and bookings, to both state and

national agencies; acts as the starting point for coordinating extradition requests for state
and national agencies

. Receives reports of stolen vehicles, missing persons, lost or stolen property,
repossessions, towed vehicles, restraining orders and warrants; enters information into
CJIS and CLETS systems.

. Enters and retrieves confidential law enforcement information from federal (NCIC) and
state (CLETS) databases; adheres to federal and state entry and time mandates.
. Researches and responds to Hit Confirmation requests for all entries in the federal and

state databases.

New Job Specification
June 13, 2022
[tem No. 3255
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° Maintains current knowledge of laws regarding records information, cases, laws, and
regulations that may impact work

. Processes and releases vehicles, reports, booking photos, Not Same as Letters, and
release summaries; collects fees and issues receipts

° Researches and responds to inquiries for background checks and report requests

° Searches computer data banks to identify individuals or retrieve prior criminal records

° Receives and sends corrected information to other agencies and jurisdictions

. Fingerprints members of the public for criminal history record checks

Central Inmate Records Assignment:

. Interacts with inmates during the booking process by questioning individuals who have
been arrested to obtain personal, medical, and related information

. Processes a wide variety of departmental paperwork; ensures all documents are complete,
accurate, and in compliance with local, state and federal mandates and guidelines

° Initiates inmate records, enters arrests, booking and release information into computer,

reviews warrants and other court and legal documents to verify that they are complete
and the booking information is in accordance with the applicable regulations, laws, and
procedures; updates inmate records when additional information is received

. Reviews inmate records and revises release dates according to established guidelines;
checks for supplemental bookings and holds from other jurisdictions; schedules court
dates

. Updates automated and manual inmate record and tracking systems; receives and sends
information from other agencies and jurisdictions

. Receives court documents and contacts courts for corrections or clarification of
information

. Assists the public, attorneys or law enforcement personnel at the jail reception area or via
telephone; responds to inquiries regarding visitations, bail, inmate status, or other inmate
information

. Performs other related duties as assigned

Employment Standards:

Minimum Qualifications:

e High School Diploma, G.E.D. or equivalent.
Two years of clerical experience OR an equivalent combination of education and
experience sufficient to obtain the knowledge and skills to successfully perform the
essential duties of the job.

e Certification of Typing/Keyboarding speed of 45 words per minute.

New Job Specification
June 13, 2022
[tem No. 3255
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Possession of Valid California Driver’s License is required upon appointment for some
positions.

Character: applicants must have a reputation for honesty and trustworthiness. Felony law
convictions will be disqualifying and expect for limited number of minor traffic offenses,
misdemeanor convictions may be disqualifying. Candidates must pass a thorough background
investigation

Knowledge of: basic principles and techniques of office equipment and operations; English
language, grammar and punctuation; good public relations practices; proper telephone etiquette;
computer and associated word processing and spreadsheet software;

Ability to: multi-task; compile information from a wide variety of criminal justice documents
and databases; demonstrate good judgment in stressful situations; follow established written
policies and procedures; interpret penal codes; operate a network personal computer and a
variety of automated systems and databases; comprehend written and oral instructions; handle a
high volume of records and files; communicate and work effectively, perform highly detailed
work accurately and completely, elicit information from inmates who are hostile or under the
influence of drugs/alcohol, remain calm and make rational decisions in hostile or emergency
situations, tactfully and professionally with citizens and other branches of law enforcement.

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.

New Job Specification
June 13, 2022
[tem No. 3255
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EEO Code — Job Category
A = Official & Administrative
C = Technician

B = Professional
D = Protective Services

E = Para Professional F = Office & Clerical F

G = Skilled Craft H = Services & Maintenance

O = Other

Basis of Pay (Bi-Weekly/Hourly) Bi-Weekly
Approved Salary Range 53.9
Rate of Compensation Code

0 = No Provisional 1= Range & Step 1

2 =Flat Unit Rate 3 = Flat Hourly

4 = Flat Bi-Weekly

Salary Ordinance Code

0 = Elected Officials 1

1 = Bi-Weekly Salary

Job Level Code

1 = Entry 2 = Intermediate 1

3 = Supervisor 4 = Executive

Bargaining Unit 4

HR Analyst B Villanueva
Reviewed By T Eldridge
CAO Analyst J Arriola
Chief HR Officer D Brown
FLSA Yes

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

Creation Date

May 9, 2022




Sheriff’s Records Supervisor
Bargaining Unit:
Salary Range 55.9 (53,713 - $4,438/mo.)

Definition:

Under direction, supervises assigned shift; trains staff in functions of the records section;
performs specialized technical work within the Sheriff’s Office assigned to Substations, County
jail facilities or Records; interacts with incarcerated persons, provides assistance to the public
and other branches of law enforcement.

This is the second level of the Sheriff's Records classification series. The Sheriff's Records
Supervisor is distinguished from the Sheriff's Records Specialist by its supervisory responsibility
for an assigned shift. Incumbents serve as a technical resource and provide specialized support
activities requiring extensive knowledge and experience analyzing complex information and
data.

Incumbents may be required to work any shift, weekends and holidays and may be required to
work overtime and in outlying County areas.

Essential Functions:

Criminal Records Assignment:

. Supervises records staff to include: prioritizing and assigning work; reviewing work
product; training staff on changes to laws, policies, and procedures; conducting
performance evaluations; and recommending disciplinary actions

. Assumes responsibility of any position on the shift including: researching and processing
criminal records; providing information to law enforcement personnel and the general
public; performing fingerprinting for the public; updating and retrieving state, local and
federal computer databanks and responding to inquiries

. Enters and retrieves data from governmental computer systems; monitors and maintains
the security of law enforcement databases

. Assess workload to ensure functions of assigned shift are completed; prepares shift
schedules and adjusts work schedule as necessary

. Supervises and participates in the preparation and maintenance of criminal records and
reports; verifies and approves all records management system entries

° Trains staff on the dissemination, maintenance and security of criminal history
information; trains subordinate staff on the use of computerized and database systems

- Operates imaging equipment in the scanning, archival, and retrieval of records; maintains
indexing information; maintains quality of documents; assists users with operation of
equipment;

. Proofreads, edits, and updates a variety of documents; updates and maintains policies and
procedures.

New Job Specification
June 13, 2022
Item No. 3254
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. Resolves more complex problems and assists subordinate staff; researches laws and
procedures to resolve problems
. Performs any assignment within the Sheriff’s Records Specialist classification in order to

ensure that work is completed in an accurate and timely manner
Central Inmate Records Assignment:
. Supervises records staff to include: prioritizing and assigning work; reviewing work

product; training staff on changes to laws, policies, and procedures; conducting
performance evaluations; and recommending disciplinary actions

. Interacts with inmates during the booking process who have been arrested to obtain
personal, medical and related information

. Reviews accuracy of booking and release entries; ensures booking entries are in
compliance with local, state and federal mandates and guidelines

. Trains staff on the dissemination, maintenance and security of criminal history
information; trains subordinate staff on the use of computerized and database systems

. Resolves the more complex booking issues and assists subordinate staff; researches laws
and procedures to resolve problems

o Enters and updates inmate records, enters arrest, booking and release information;
verifies warrants, court and other legal documents are complete; ensures

. Assist the public, attorneys or law enforcement personnel at the jail reception area or via
telephone; responds to inquiries regarding visitation, bail, inmate status, or other inmate
information

. Performs any assignment within the Sheriff’s Records Specialist classification in order to
ensure that work is completed in an accurate and timely manner

. Performs other related duties as assigned.

Employment Standards:

Minimum Qualifications:

e High School Diploma, G.E.D or equivalent.
Three years of clerical experience including one year of experience as a Sheriff’s Records
Specialist OR an equivalent combination of education and experience sufficient to obtain
the knowledge and skill to successfully perform the essential duties of the job.
Certification of Typing/Keyboarding speed of 50 net words per minute

e Possession of a Valid California Driver’s License is required upon appointment for some
positions.

Knowledge of: the principles and practices of records management; policies, procedures, and
methods of the Sheriff's Office pertaining to the preparation, utilization, distribution, retention,

New Job Specification
June 13, 2022
[tem No. 3254
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retrieval, and release of police reports, arrest records, and a variety of other records and reports;
federal, state, and local laws and regulations pertaining to records; computer operating systems
and software related to processing and maintaining records; principles of training, supervision,
and performance evaluation.

Ability to: orient and train new employees; communicate and work effectively, tactfully and
professionally with citizens and other branches of law enforcement; compile and analyze data;
operate computers and a variety of automated systems and databases; perform highly detailed
work accurately and completely; perform mathematical calculations; ability to communicate
effectively, both orally and in writing; establish and maintain effective working relationships
with co-workers, representatives from other governmental departments and agencies, sworn
personnel and members of the general public; prepare written reports and ensure that the training
and staffing needs of the unit are achieved; elicit information from inmates who are hostile or
under the influence of drugs/alcohol, remail calm and make rational decision in hostile or
emergency situations.

Character: Applicants must have a reputation for honesty and trustworthiness. Felony law
convictions will be disqualifying and except for a limited number of minor traffic offenses,
misdemeanor convictions may be disqualifying. Candidates must pass a thorough background
investigation.

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.

New Job Specification
June 13, 2022
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C = Technician D = Protective Services
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Basis of Pay (Bi-Weekly/Hourly) Bi-Weekly
Approved Salary Range 55.9

Rate of Compensation Code

0 =No Provisional 1= Range & Step 1

2 =Flat Unit Rate 3 = Flat Hourly

4 = Flat Bi-Weekly

Salary Ordinance Code

0 = Elected Officials 1

1 = Bi-Weekly Salary

Job Level Code

1 = Entry 2 = Intermediate 3

3 = Supervisor 4 = Executive

Bargaining Unit 4

HR Analyst B Villanueva
Reviewed By T Eldridge
CAO Analyst J Arriola
Chief HR Officer D Brown
FLSA Yes

Civil Service (Yes/No) Yes
Retirement = General/Safety General
Creation Date May 9, 2022




Sheriff’s Records Unit Supervisor
Bargaining Unit: 4
Salary Range 57.9 ($4,103-$4,903/mo.)

Definition:

Under direction, plans, organizes, and supervises records staff; performs highly technical and
specialized administrative work within the Sheriff’s Office assigned to Substations, County jail
facilities or Records.

This is the third level of the Sheriff's Records classification series. The Sheriff's Records Unit
Supervisor is distinguished from the Sheriff's Records Supervisor by its full supervisory
responsibility. Incumbents perform specialized support functions requiring in-depth knowledge
and experience in the Records Section and provide direct support to high level management.

Incumbents may be required to work any shift, weekends and holidays and may be required to
work overtime and in outlying County areas.

Essential Functions:

. Supervises and evaluates staff; reviews shift schedules, adjusts hours and schedules as
needed to provide services; approves overtime

o Assesses workload requirements and assigns staff to ensure the functions of all shifts are
completed

o Oversees training of staff in all functions of Records Section which includes the use of
various computer programs; trains staff on changes to laws, policies, and procedures

. Monitors and reviews weekly performance evaluations completed by trainers
Interviews candidates and makes recommendations for hiring or promotion

. Researches and analyzes information for NCIC validations, sealing and release of
information under the Public Records Act

. Supervises and participates in the preparation and maintenance of criminal records and
reports; verifies and approves all records management system entries

o Transcribes confidential investigative reports and sensitive administrative correspondence

o Assist with processing or responding to incoming subpoenas; testifies in court proceedings
as required

o Assists in preparing meeting agendas and assembling agenda packets; schedules,
coordinates and attends meetings; takes minutes and distributes meeting minutes as
appropriate.

. Resolves difficult and complex problems that cannot be resolved by subordinate staff,
researches laws and procedures to resolve problems

. Verifies records are correct prior to transfer of inmates to other correctional facilities

. Acts as a liaison with courts, state and federal and other governmental agencies; effectively

resolves discrepancies and problems

New Job Specification
June 13, 2022
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. Responds to inquiries from other internal and external agencies regarding inmates and
procedures; investigates and takes necessary steps to resolve complaints

o Recommends changes to policies and procedures

o Performs any assignment with Records in order to ensure that work is completed in an

accurate and timely manner

Employment Standards:

Minimum Qualifications:

e High School Diploma, G.E.D. or equivalent.

e Four years of progressively responsible clerical experience, including two years as a
Sheriff's Records Supervisor OR an equivalent combination of education and experience
sufficient to obtain the knowledge and skill to successfully perform the essential duties of
the job.

e Certification of Typing/Keyboarding speed of 50 net words per minute.

e Possession of a Valid California Driver's License may be required upon appointment for
some positions.

Preferred Qualifications:
e POST Supervisory Certification.
e Public Records Act Certification.
e POST Basic Records Certification.
e CLETS Full Access Trainer Certification.

Knowledge of: basic supervision and training principles; principles and practices of records
management; policies, procedures, and methods of the Sheriff’s office pertaining to the
preparation, utilization, distribution, retentions, retrieval, and release of reports, arrest records and
a variety of other records and reports; federal, state, and local laws and regulations pertaining to
records; computer operating systems and software related to processing and maintaining records;
principles of training, supervision, and performance

Ability to: supervise, schedule, train and organize the work of subordinate staff; select, monitor,
evaluate, and recommend discipline for subordinate staff; make independent judgments; remain calm
and make rational decisions in hostile or emergency situations; elicit information from inmates who
are hostile or under the influence of drugs and/or alcohol; maintain accurate records; research and
apply bail schedule rules and policies; perform basic math functions and cashiering; communicate
effectively, both orally and in writing; establish and maintain effective working relationships with co-
workers, representatives from other governmental departments and agencies, sworn personnel, and
members of the general public; prepare written reports and ensure that the training and stafting needs
of the unit are achieved.

New Job Specification
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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.

New Job Specification
June 13, 2022
Item No. 3253
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Rule 300

AGENDA ITEM NO._2
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
Direstor 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-Gommission 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 qualification.

MEDICAL AND PHYSICAL STANDARDS

The Commission shalimay 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 Birestor Chief Human Resources Officer may allow appointment
without such examination in the case of temporary employment with the approval
of the Commission. The Gemmission Chief Human Resources Officer shall
designate the physicians to make such examinations. {Rev—8/82)

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
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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. the-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 Bireeter Chief Human
Resources Officer; or

Removed from the eligible list by the Commission; or

Withheld from certification by the Birector 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 with the approval of the Commission.

(Rev.-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}
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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—08/067)

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—11/13)

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-theright
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+reguestthat 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. (Rewv-—106/02)

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. {Rev—08/67)
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. {(Rewv-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-—08/674

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
Coemmissionr 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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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 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 with the approval of the
Commission. 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
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303.10

303.20

303.21

303.22

303.23

303.30

303.40

303.50

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 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 accommodation 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 with the approval of the Commission.

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
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304.00

305.00

305.10

305.20

306.00

of the 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.

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
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307.06

307.07

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.

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.
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307.10 Disqualification from County Employment Based Upon Conviction or Violation
of the County Alcohol and Drug Policy.

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
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307.30

308.00

309.00

310.00

310.10

310.20

case-by-case basis.

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.

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.





