Sonoma County Human Resources Department

575 Administration Drive, Suite 117-C
Santa Rosa, CA 95403

CIVIL SERVICE COMMISSION AGENDA
Thursday, March 18, 2010 — 3:00 p.m.

Before addressing the Civil Service Commission,
please state your name and whom you represent

Disabled Accommodation: If you have a disability which requires an accommodation, an

alternative format, or requires another person to assist you while attending this meeting, please
contact Marion Angiuli at (707) 565-6195, as soon as possible to ensure arrangements for

accommodation.

Materials related to an item on this Agenda submitted to the Commission after distribution of
the agenda packet are available for public inspection in the Human Resources office at the
above address during normal business hours.

AGENDA

|. Call to Order

[I. Approval of Minutes of March 4, 2010

[1l. Director's Report

e Layoff Mitigation - Discuss Human Resources' Approach

o0 Interpret the following Civil Service Rules

= Rule 6.7 Allows employment lists to be abolished if fewer then 3
standings remain. Issue: For layoff mitigation — need more flexibility to
recruit and establish lists.

= Rule 6.10.A Has been interpreted to mean that promotional lists “MUST”
be in effect for 6 months. Issue: Is this the intent of the Civil Service rule?

= Rule 7.2.D Governs supplementary certifications. Issue listed under Rule
6.7. Could be resolved if additional certifications could be given to
departments more easily. This would help avoid the need to abolish lists
more frequently.

= Rule 9 (Probationary Period)

(o]

(o]
o

9.2.A Requires probationary period for all initial appointments
(except for transfers to same class).

9.3.A Requires at least six month probation.

9.3.C Specifies that total probationary period “for any position”
may not exceed one year.

9.7.B Requires employees who fail promotional probation be
returned to class previously held permanent status in.
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CIVIL SERVICE COMMISSION AGENDA

March 18, 2010

VI.

VII.

VIII.

RULES DID NOT ANTICIPATE AND ARE SILENT ON:

o0 Probationary Status when reassigned to another class with same or similar
pay but not “closely related”. What if employee does not succeed in
reassignment? Reassigned to previous class in which held status?

o0 Voluntary Demotion — If unsuccessful, return to previous class in which held
status?

Draft Extra Help Policy - presented for review. A discussion will be placed on the April
1 or April 15 agenda to receive the Commission's comments and to respond to
guestions.

Public Comment

Agenda ltems

Reports
A. Department of Transportation & Public Works — Christina Cramer

Classification Study of Maintenance Worker Il

Recommendations/Actions Requested:

1) Reclassify one position of Maintenance Worker IlI located in the Transportation
and Public Works Department Bridge Crew to Senior Bridge Worker and
promote the incumbent pursuant to Civil Service Rule 3.3B.

Appeals

Commission’s Open Session

Recognition of the Passing of Mathilda “Mahtee” Olmsted

Review and Approve Request for Proposal for Legal Counsel to the Civil Service
Commission

Closed Session

1. Public Employee Appointment (Gov. Code Section 54957):
Position: Director of Human Resources

X. Adjourn

The next Civil Service Commission meeting will be Thursday, April 1, 2010 at 3:00
p.m. in Human Resources Large Training Room. The Agenda deadline for this
meeting is 5:00 p.m., Thursday, March 25, 2010.

SCHEDULED HEARINGS:

None

Page 2 of 2




CIVIL SERVICE COMMISSION MINUTES
Sonoma County Human Resources Department

March 4, 2010

PRESENT Commissioners: John Hadzess, Arthur Jewett, Anthony Withington,
Paul Kaplan
Human Resources Staff: Julee Murphy, Christina Cramer, Marion Angiuli
Commission Counsel: Sheryl Bratton

CALL TO ORDER
The meeting was called to order at 3:00 p.m.
APPROVAL OF MINUTES

Voted to approve the Minutes of February 18, 2010 as follows:

Motion: Commissioner Jewett AYES:4 NOES: 0 ABSENT: 1
Second: Commissioner Kaplan ABSTAINED: 0

DIRECTOR’S REPORT

a. Julee Murphy responded to the correspondence received from SCLEA regarding a
possible violation of civil service rules during the certification of candidates for
Probation Department positions Division Director I, Il and Probation Officer IV. The

process was investigated and it was found that no civil service rules were violated.

b. Human Resources and the CAO put forth a Voluntary Separation Incentive Program

(VSIP) to the Board of Supervisors on March 2". The Board decided to hold over

the item for further clarification and explanation on some of the points of the program

until the March 16" Board meeting. Human Resources has 17 slots (positions inside
job classes) that have been approved for VSIP.

c. The Department of Child Support Services reorganization agenda item was pulled

from the calendar of the March 2" BOS meeting for further discussion and will

probably go back to the Board sometime in March. The recruitment for Assistant
Director of Child Support Services has been put on hold and will not be opened until

the Board has approved the reorganization.
d. Also at the March 2™ meeting the Board approved moving forward with the June 8"

ballot measure removing responsibility for the appointment of the Director of Human
Resources from the Civil Service Commission and changing the Director of Human

Resources position to the Unclassified Service.
e. At the March 18" CSC meeting HR will be asking for the Commission’s input on a

County Layoff Mitigation Plan which may require some interpretation of civil service

rules.

PUBLIC COMMENT
None

AGENDA ITEMS
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VI. REPORTS

Classification Study of Social Service Worker |l

Christina Cramer presented the report with the recommendation of no change to the
classification. Rick Hall and Naomi Louden from Health Services answered
guestions from the Commissioners.

Action Taken on Recommendation:

VOTED to adopt the staff recommendation as follows:

Motion: Commissioner Withington | AYES: 3 NOES: 0 ABSENT: 1
Second: Commissioner Jewett ABSTAINED: 1

APPEALS
The Commission was informed of the formal withdrawal of the Robin Begin appeal.
VIl.  COMMISSION'S OPEN SESSION

A proposed change to the wording of Civil Service Rules 10.5.B(7) and 10.2.B written
by County Counsel was put before the Commission for discussion. Tambra Curtis gave
an overview of the proposal to change the wording.

Tom Drumm, SEIU had some ideas about the proposal that he wanted held up for
future discussion with the other labor organizations:

| think that the proposed approach that clings to the factual questions as opposed to things like
character witnesses is the way to go. However, | think it could be nailed down much more
precisely then “justified”.

| think bifurcating the process so that you have an “offer of proof” first and then possibly a
hearing would be more efficient. The offer of proof could nail down the issues to a question of
was the employee scheduled for work for the 3 days, were they gone from work, in other
words, were they at work or not during the 3 days. Did they or did they not have leave? Did
they have a reasonable belief that they had an approved leave. Was there unavoidable
circumstances. There are circumstances that are beyond the employee’s control that | think
would be compelling for the Commission.

And the other thing that should be considered is whether the Commission should award back
pay to the employee in circumstances where in the Commission’s opinion the lost pay was due
to the County’s error, but | don’t think there is a right to back pay in the same way there is if
you find there was not just cause in a regular disciplinary kind of a situation.

VOTED to hold open for 30 days (2 Commission meetings) to allow comments
from the other employee organizations as follows:

Motion: Commissioner Jewett AYES:4 NOES:0 ABSENT:1
Second:Commissioner Withington | ABSTAINED:
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VIII.

Human Resources will send the proposal “as is” and note Mr. Drumm’s suggested
changes to the employee organizations asking for their input. HR will review
suggestions and comments and forward to County Counsel to draft a proposed
ordinance for further discussion at the April 1% Civil Service Commission meeting.

3:40 Commission adjourned to Closed Session

4:19 Commission reconvened
4:19 Report on Closed Session

1. The Commissioners have agreed to take no action at this time subject to having a
special meeting at a future date.

ADJOURN

The Civil Service Commission meeting was adjourned at 4:20 p.m.

Submitted by,

Julee Murphy s/n

Julee Murphy
Assistant Director of Human Resources
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LAYOFF MITIGATION

Mitigation Strategy

Timing

Actions Required

Issues/Obstacles

Comments

Require departments,
agencies, and special
districts to conduct
internal County
promotional
recruitments for all
entry and journey level
classifications/positions
that do not require
highly specialized
certification, skills,
and/or licensure.

Before and during
layoff administration
period.

1. Agreement and
commitment by
Department heads
and communication
to their staff to hire
qualified internal
Sonoma County
employees

2. HR staff will
expedite
recruitment process
while remaining
consistent with CS
Rules.

3. Exceptions will fall

in to two categories:

Departments
request an open
recruitment due to
the highly
specialized job
opening, OR
Departments
interview all
internal candidates
and are not able to
identify a suitable
hire. The
department then
requests an open
recruitment.

1. CS Rules state that
promotional lists
must be used for a
minimum of six
months unless they
are abolished sooner.
Requires CSC input:
past interpretation of
CS Rule 6.10
(interpreted to mean
that promotional lists
MUST remain in
force for 6 months).
Note that Rule 6.7
allows names on
abolished promo.
Lists to be on as
“free names” until 6
months from the date
the original list was
established.

However, Rule 6.7 only
allows lists to be
abolished when fewer
than 3 standings remain.

- Departments need
to be aware of
ramifications of
accepting
promotions/transfers.
When employees are
promoted, they serve
promotional
probation, but if they
are not successful,
they have rights back
to former class,
which will likely
mean being laid off
or bumping someone
else.

“Transfers”, as
defined by CSC rule
8.7, do not serve
probationary periods.
Transfers are
employees who move
to another allocation
and/or department
but stay in the same
classification, or
employees who move
to another allocation
and/or department in
a classification
“closely related” to
the class they
formerly occupied.




“Closely related”
classes are those with
similar duties and
minimum
qualifications,
sufficient to
determine that
incumbents would
easily qualify and be
successful in either
class.

Solicit and accept
applications from
current County
employees who wish to
voluntarily transfer or
demote to vacant (to-
be-filled) entry, journey

Before and during
layoff administration
period

1. Requires CSC
support

2. Requires simple

method of gaining

approval from dept.

head(s) and HR

Director (see rules

Will require that HR has
methods/procedures in
place on how to best
process voluntary
demotions.

Clarification needed
from CSC on Rule 9 -

-Rules state that transfer
status is good for 6
months

-Rules state that specific
dept to dept can be
accomplished with HR
director and both DH’s

and non-specialized 8.7 and 8.8) Probationary Period approval. Transfer “list”
classes (see above) not necessary.
-Rules silent on
Require Depts, agencies “demotion lists”.
and special districts to Voluntary, with
consider transfers and concurrence from both
demotions appointing authorities
Transfer/demotion
applicants must meet
minimum qualifications
for the class applied to.
Send a County wide Before and during Email None Human Resources will

email to all employees
reminding them to
frequently check the
Job Opening website
and to submit a job

layoff administration
period. To be
implemented by
March 19, 2010

also send via email
information about local
area public agency
recruitments to all
employees weekly.




agent for any classes
for which they may
want to consider
applying if an
opening/recruitment
occurs

Offer and conduct Before and during Develop training None
County training on how | layoff administration. | curriculum
to seek opportunities To commence week of
within the County April 5, 2010
(transfer process,
promotional process, Offer ongoing monthly
career change, etc.) through July 1, 2010,
and quarterly
thereafter as needed
Conduct Layoff Before and during None. Presentation None

Administration
Training for
departmental managers
and supervisors

layoff administration

To commence, as
needed and requested
by departments, April,
2010.

already established.




POLICY FOR HIRING AND EMPLOYING EXTRA-HELP EMPLOYEES -

DRAFT

I. PURPOSE

To summarize and define the categories for extra-help employment available to County
departments; to provide guidance about the options and appropriateness of the available
categories; to establish and define processes; and to establish responsibility for hiring and
employment compliance.

This policy is not intended to replace Civil Service Rules, any applicable provisions of the
Sonoma County Code, or applicable provisions of any Memoranda of Understanding or
Salary Resolution. This policy is intended to articulate and/or clarify the application and
interpretation of the County’s Civil Service Rules, Salary Resolution, Memoranda of
Understanding (MOUs), and applicable legal statutes.

NOTE: The Sonoma County Water Agency, Community Development Commission,
Agricultural Preservation and Open Space District and County Law Library are separate legal
entities. Employees of these entities are not “County employees” and are therefore not
classified employees and are excluded from the County’s Civil Service. These separate, legal
entities should refer to their entity’s established personnel policies for guidance on hiring
extra-help employees.

POLICY

The County of Sonoma recognizes the need for hiring a work force for a designated term or
temporary basis, for intermittent and/or peak periods, seasonal work, special projects, or
emergency coverage that may arise due to a wide range of circumstances. Extra-help
employees are employed for the purpose of relieving or augmenting permanent staff in the
accomplishment of work. Extra-help employees shall not be used to circumvent filling
permanently allocated positions with regular classified personnel. Extra-help employees do
not have property rights, nor should they have an expectation of permanent or continued
employment.

In order to mitigate disruptions to providing County services, it is the County’s policy for
appointing authorities to consider the extra-help employment categories listed herein as the
appropriate type of employment option for circumstances and staffing needs that are greater
than three months but less than a consecutive year, for ongoing intermittent periods, for
seasonal work which is anticipated to be greater than three months, and for any other
appropriate circumstance. It is also the County’s policy to follow the Civil Service Rules,
Salary Resolution, MOUSs, legal statues, and best practices when hiring and employing a
temporary workforce in order to treat these employees fairly and appropriately.

In accordance with this policy and the Civil Service Rules, the employment types are as
follows:



A. Extra-help Employees as Established by the Civil Service Rules

There are five categories of extra-help employment established by the Civil Service
Commission Rules. The Civil Service Rules specify permissible length of employment
and general purpose for each category. Prior to appointing an extra-help employee,
departments must fully assess their staffing needs, understand the extra-help categories
and their intended usage, including limitations, and select the most appropriate type of
extra-help employee for the assignment.

The Civil Service Rules have specific hiring/retention requirements for each category of
extra-help employment. Common to all categories is the requirement that candidates
must meet the minimum qualifications for the class/position.

The extra-help employment categories are as follows:
1. Temporary

Temporary extra-help employees relieve or augment permanent staff on a
continuous basis for a period not to exceed one calendar year from their date
of hire (2080 hours excluding overtime) without a substantial break in service
unless approved by the Director of Human Resources and the County
Administrator. Departments must have a compelling operational need for a
request for extension to be considered. A substantial break in service shall be
a minimum of three continuous months.

Temporary extra-help employees may be hired to work on a full or part time
basis and normally work a specific, pre-planned work schedule. Temporary
extra-help employees must be initially hired from an employment list
established by the Human Resources Department unless otherwise provided
for in this policy, and may also be re-hired within one year of leaving
employment with the County in the same or a closely related class without
being on a current employment list.

Temporary, extra-help employees shall not be employed for greater than two
consecutive periods in the same or similar assignment in a department. For
example, if a temporary extra-help employee is employed for a full year,
he/she must have a break in service of no less than three (3) months.
Following this three (3) month period, the same employee may be rehired and
perform the same duties in the same assignment for an additional twelve (12)
month period. At the end of this second consecutive year in the same
assignment, further extensions shall not be granted, and the temporary extra
help employee must be separated. This employee may not return to the same
or a very similar assignment in the same department. The extra-help
employee may however, seek other extra-help or permanent positions in the
County.



2.

Intermittent

Intermittent extra-help employees augment permanent staff when there is a
need to maintain adequate work coverage either for short periods of time at
recurrent intervals, or for ongoing periods of time for fewer than four (4) days
per pay period on a regular basis.

A “short period of time at recurrent intervals” is intended to be similar to the
hours a substitute teacher might work. For example, a substitute teacher may
be called in to work for two weeks full time during one month, and then be
called in to work for one week full time the following month. These would be
“short periods of time at recurrent intervals”.

The distinction between “Temporary” and “Intermittent” extra help is that
Temporary is intended to be for ongoing, often full time, work not to exceed
12 calendar months. Intermittent is intended to provide departments with
qualified “pools” of “on-call” employees available to work regularly, but less
than 4 days per pay period, or intermittently, in a manner similar to a
substitute teacher.

The total number of hours an intermittent employee shall work in any 12
month consecutive period cannot exceed the number of hours equivalent to
what a full-time employee would work in eight (8) months, e.g., 1,380 hours,
excluding overtime. The 1,380 hour calculation must be tracked on a rolling
12-month period, meaning that all intermittent extra-help hours must be
calculated based upon the current date looking back 12 months.

Establishing an anniversary date based upon a hire date and "'resetting
the clock™ at the annual anniversary date does not comply with the Civil
Service rule.

Intermittent extra-employees may not be granted an extension of hours
within the 12 month period.

Intermittent extra-help employees must be initially hired from an employment
list established by the Human Resources Department unless otherwise
provided for in this policy, and may also be re-hired within one year of
leaving employment with the County in the same or a closely related class
without being on a current employment list.

Seasonal

Seasonal extra-help employees augment permanent staff by performing duties
that are required at certain times or seasons of the year. Seasonal employment
shall not extend beyond six (6) calendar months in any 12-month consecutive
period. The six months must be tracked on a rolling 12-month period as in the
example described under "Intermittent Extra Help"above.  Seasonal
employees may work a regular or intermittent type of schedule. Seasonal



employees cannot be granted an extension. Seasonal extra-help employees
must be initially hired from an employment list established by the Human
Resources Department unless otherwise provided for in this policy, and may
also be re-hired within one year of leaving employment with the County in the
same or a closely related class without being on a current employment list.

Emergency

Emergency extra-help employees are hired to meet the immediate requirement
of an emergency situation in order to prevent stoppages of public business,
loss of life, or damage to person or property. Such appointments are limited to
40 working days. Emergency situations must be approved by the County
Administrator. The appointing authority may request the Human Resources
Director approval to appoint any qualified person to assist in the emergency
situation without reference to employment lists. Emergency extra-help
employees may be re-hired within any timeframe of leaving employment with
the County.

3. Intern

Intern means a student who is enrolled in a full-time or part-time academic or
vocational curriculum which is ideally directly related to the work the Intern
performs for the County. An Intern may not work in excess of 1560 hours in
a twelve month period from date of hire. An Intern may extend work beyond
the initial twelve-month period to a maximum of 36 consecutive months
provided the Intern remains enrolled in the related academic curriculum
throughout the 36-month period; however, the limit of 1560 hours in a twelve
month period would still apply. Graduates of Law School may be employed as
Graduate Law Clerks as long as their total employment does not exceed three
consecutive years (1560 hour limit still applies). All Intern appointments in
excess of twelve consecutive months must be approved by the Director of
Human Resources. Interns shall be hired through proceedings approved by the
Human Resources Director. Interns may be rehired after leaving employment
from the County to subsequent internship position, but the position and
employee must meet internship position requirements.

The County of Sonoma is committed to having an Intern Program and as such
has a separate Intern Program Policy (insert link) that fully articulates the
program, additional policy, and procedures.

B. Retiree Extra-Help Employees

Retired former County of Sonoma employees may be hired as extra-help employees
within five years of their retirement date in any job class the former employee held over
the course of their employment, a lower level job class in the same series of which they
had held a position, or a job class that is “closely related” to a class that was previously
held. Human Resources determines whether classes have sufficiently similar duties and
minimum qualifications to be considered “closely related”.



Retiree extra-help employees are limited to working 960 hours in a fiscal year (per
Government Code 31670-31683.)

Retiree extra-help employees may be hired directly by departments without a competitive
examination or from an employment list. For convenience, Human Resources maintains
a list of retirees who are interested in extra help employment that departments can access
when looking to employ a County of Sonoma retiree. Government code prohibits the
County of Sonoma from hiring retirees as extra-help if, during the 12-month period prior
to the appointment, the retiree received unemployment insurance payments arising out of
prior County of Sonoma employment.

C. Individual Extra-Help Employee Agreement

Under extremely rare circumstances, in the absence of other practical alternatives, the
Human Resources Director may recommend that the terms of employment for extra-help
be defined by an Individual Extra-help Employee Agreement. The only circumstance in
which an Individual Extra-help Agreement will be considered is in the event that there
are no appropriate existing County job classes for the duties/assignment required.

Any extra-help employee hired with an Individual Extra-help Employee Agreement is
subject to the time limitations for the respective type of extra-help (see 1 through 5
above). Employees hired under an Individual Extra-help Agreement are not in allocated
positions, but departments do have specific budgeted funds where the associated costs are
allocated. An employee hired with an Individual Extra-help Employee Agreement shall
be hired through proceedings approved by the Human Resources Director and paid
through the standard payroll processes.

For this type of appointment, departments must submit a proposed job description and
suggested salary range to the Human Resources Director for approval. The job
description/title and pay range will require approval by the Board of Supervisors prior to
hiring the employee. If approved, all compensation must be budgeted for and paid from
the salary and benefits character.

The Individual Extra-Help Employee Agreement shall specify the type of extra-help
employment and the maximum hours of employment. Individual Extra-Help Employee
Agreements may not include medical, retirement and/or other benefits not available to
other extra-help employees. Unless otherwise stated in the agreement, employees hired
under an Individual Extra-help Employee Agreement shall be subject to the terms related
to extra-help employees detailed in the Salary Resolution.

I11. EXTRA HELP EMPLOYMENT PROCEDURES AND TERMS

A. Equal Employment

Departments must observe and comply with Equal Employment Opportunity laws and
County policy when hiring and employing any employee.



B. Classification

Extra-help employees are hired into job classifications “borrowed” from the classified
service, but do not occupy permanently allocated positions (as approved by the Board of
Supervisors and reflected in Department’s position allocation lists). Employees working
as extra help are not part of the Civil Service controlled job classification plan, and are
therefore unclassified employees and shall not, under any circumstance, have property
rights to permanent or continued employment.

Departments should select the most appropriate available job class for recruiting extra-
help employees with proper skills and background and should make every effort to assign
duties that are consistent with the job class selected.

In rare circumstances, it is possible for hire extra-help to perform jobs for which no job
classification exists. (See Individual Extra-help Employee Agreement, section 1l., C.) In
these cases, the department submits a proposed job description and suggested salary
range to the Human Resources Director for approval. The job description and salary
range will require approval by the Board of Supervisors.

C. Recruitment

The recruitment process for extra-help employees follows the County’s typical hiring
processes with central Human Resources administering the recruitments. Some details
specific to extra-help include the following:

1) Temporary/Intermittent/Seasonal/Intern

a) Departments submit a requisition to Human Resources which indicates which
type of extra-help employment category is being requested. Human
Resources will either conduct a recruitment to establish an employment list or
certify names from an existing employment list.

b) Upon receipt of an employment list, departments contact a sufficient number
of candidates with whom the department wishes to schedule an interview. It
is not necessary for the department to interview and/or contact all candidates
on the list.

c) All extra-help employees shall undergo a background check prior to
appointment, except for Retiree Extra-help and Emergency Extra-help. Where
policy requires, and/or when an extra-help assignment/position is expected to
have strenuous or risky physical duties or will be performing duties with
difficult environmental factors, a pre-employment physical shall be conducted
prior to appointment.

d) Departments notify candidates not selected and enter the final status of
candidates in the employment list, e.g., hired and still eligible, interviewed,
not selected, did not contact, etc.

e) See Temporary Service Employee Policy insert link for information on
temporary service employees being eligible for hire as extra-help employees.

2) Retiree Extra-help Employees



a) Retiree extra-help employees can be hired for an extra-help position in
accordance with this policy and do not need to be on an employment list.
Human Resources maintains a list of retirees interested in returning to work as
extra-help employees or departments may contact former employees directly.

b) Departments are responsible for confirming that the retiree has not received
any unemployment insurance payment as a result of filing a claim arising out
of prior County of Sonoma employment by contacting the Employee
Relations Division of Human Resources.

c) In some cases departments know of immediate plans (within 30 days of
retirement date) for a retiree to return for an extra-help assignment. In these
cases, department payroll staff may complete an “informational only” Change
of Status form. In all other cases of retirees, department payroll staff shall
process a regular Change of Status form for retirees inactivating/terminating
them in the payroll system.

3) Individual Extra-help Employee Agreement
Departments should contact their assigned Human Resources Analyst for specific
details on employing an individual in this category.

D. Extra-help Employee Benefits

Extra-help employees receive certain benefits as required by law and are entitled to
statutorily mandated leaves of absence such as FMLA, CFRA, and PDL where eligibility
requirements are met. In addition, some extra-help positions are subject to terms and
conditions of the Salary Resolution or applicable MOU. Where applicable, extra-help
employees may qualify for certain medical benefits for the employee (self) as defined in
the Salary Resolution or MOU and where eligibility requirements are met. Extra-help
employees are subject to and protected by the County’s EEO Policy, Discrimination
Complaint Procedure, Disability and Reasonable Accommodation Policy, and Worker’s
Compensation Insurance Plan. (Retiree extra-help employees cannot qualify for medical
insurance and mandated leaves of absence.)

Extra-help employees are not eligible for any benefits provided to regular employees
such as sick/vacation accruals, holiday pay, retirement benefits, development benefits,
etc., unless otherwise specified by Salary Resolution, MOU, or this policy.

Extra-help employees participate in a Deferred Compensation Retirement Plan, in lieu of
Social Security.

If an extra-help employee received medical coverage prior to their “break” in service and
the employee returns to work immediately upon the employees three month break in
service, then the employee does not have to serve a new eligibility wait period, regardless
if the employee continued medical coverage by paying over the counter during the break
period. If an extra-help employee is returned to the same or a new extra-help assignment
and the break period is greater than three months, the employee will be required to serve
a new eligibility wait period for medical benefits.

E. On-boarding/Exiting Extra-help Employees



1) Hiring

a. Departmental staff responsible for the hiring process should take care in orienting
the extra-help employee as they would regular employees including the
completion of the County’s standard new hire paperwork as applicable.

b. Extra-help employees should also receive offer letters which articulate
information about extra-help employment. (Refer to Human Resources Intranet
site, Forms, for a standard template.)

C. Extra-help employees must be designated to a specific extra-help category upon
appointment to a job assignment as detailed in Section Il of this Policy.

2) Exiting

a. Extra-help employees should be processed similarly to regular employees when
separating their employment with the County.

b. During an extra-help employee’s “break” status (no hours worked during a three
month period), departmental staff shall process an informational Change of Status
form noting the break period.

c. If an extra-help employee’s “break” status, or if an extra-help employee does not
work any hours for four consecutive months, departmental payroll staff shall
follow the County’s separation procedures and process a termination Change of
Status. This applies to all extra-help employment categories.

F. Requesting Extensions

Requesting extensions is discouraged, but allowable for extra-help employees categorized
as temporary, intern or who are employed under an individual agreement. Intermittent,
seasonal and retiree extra-help employees cannot be extended. The best way to mitigate
the need for an extension is for departments to monitor their extra-help employees’
time/hours and contact their Human Resources Analyst well in advance of the term limit
to discuss appropriate options. Under no circumstances will an extra-help employee be
allowed to be extended greater than half of the normal term as defined in the extra-help
employment category that the extra-help position has been designated. If an extra-help
category has been changed in accordance with section F below, then half of the normal
term will be based on the later employment category. Employees working under an
Individual Extra-help Employee Agreement will need to have the agreement amended if
an extension is required.

Requests for extension must be submitted in writing to the Human Resources Director
and County Administrator/designee stating a compelling reason for the request. Human
Resources and the County Administrator’s Office will consider requests on a case by case
basis. Prior to approving extra-help extensions, Human Resources staff will discuss with
departments other viable options other than extending an extra-help assignment such as
establishing time-limited or project allocations, temporary re-alignment of work, etc.

F. Changing Extra Help Categories
If operational needs occur that effect an extra-help employee’s job assignment, then a

department may change extra-help assignments that have been designated as intermittent,
seasonal or intern to temporary, but the employee may not work for greater than 12



months total without a three-month break in service. Employees who are returning from
the three month break from a temporary designated assignment may return to the same
assignment which has been newly designated as intermittent or seasonal, and the rules
and policies of the later designated extra-help category would then apply.

Requests for changes in extra-help categories must be submitted in writing to the Human
Resources Director stating a compelling operational need for approval.

G. Budgeting

All Extra-help employees must be budgeted for and paid out of the salary and benefits
character. Extra-help employees must not to be charged to line items in the "Services and
Supplies” budget character, such as the professional services line item. Departments are
not required to have a vacant allocation in order to hire an extra-help employee;
departments must have the funds/budget to pay the position.

H. Other Extra-help Terms of Employment

1) Extra-help employees may compete in open County of Sonoma recruitments,
including regular and extra-help recruitments.

2) A candidate may be appointed to consecutive extra-help assignments, but only if
the assignment/position is clearly a new assignment/position.

3) Extra-help employees may be released from employment at any time for any
lawful reason. Extra-help employees are not in the classified service and are not
subject to nor protected by the provisions of the Civil Service Rules.

4) Extra-help employees shall not under any circumstance:
e Dbe temporarily promoted, or

be alternately promoted in a class series, or

be transferred between County departments, or

be eligible to compete in County promotional examinations, or

be subject to a probationary period, or

have formal performance appraisals, or

have Civil Service rights including the right to appeal, or

be subject to formal discipline procedures, or

e De eligible for any benefits provided to regular employees such as
sick/vacation accruals, holiday pay, retirement benefits, development
benefits, etc., unless otherwise specified by Salary Resolution, MOU, or
this policy.

5) Extra-help employees are:
e entitled to step increases where eligibility is met in accordance with
MOUs or Salary Resolution; and
e are entitled to statutorily mandated leaves of absence where eligibility
requirements are met such as FMLA, CFRA, PDL, etc.; and



e are subject to and protected by the County’s EEO Policy, Discrimination
Complaint Procedure, Disability and Reasonable Accommodation Policy,
and Worker’s Compensation Insurance Plan; and

e are eligible to attend County training programs when approved by a
supervisor, but are not eligible for academy programs; and

e are able to file grievances, and

e shall attend County safety training programs or other safety training
programs where relevant to a job assignment, and

e may be eligible for premium pay based upon the job class in to which they
are hired (refer to specific bargaining unit agreement MOU); and

e Are subject to the appropriate MOU or the Salary Resolution on specific
salary provisions such as salary upon appointment, salary upon extra-help
to permanent appointment and extra-help to extra-help appointment.

6) Extra-help employees may be “shared” between two departments, however, the
employee shall be designated to the same extra-help employment category in each
department, departments shall coordinate the employees hours to comply with the
rules, policies, and procedures of the extra-help category, and in no way shall the
employee’s hours result in overtime.

1. AUTHORITY AND INTERPRETATION

The Human Resources Director or designee is responsible for this policy and interpretations.

IV.RELATED DOCUMENTS

Intern Program Policy

Civil Service Rules

Administrative Policy 4-6: Policy for Hiring Regular Personnel Services
Temporary Employment Services Policy

Extra-help Offer Letter Template



County of Sonoma - Human Resources Department
CLASSIFICATION STUDY EVALUATION REPORT

REQUESTED BY [X] Department: Phil Demery, Department Head
(check each box applicable if more o
than one) [ ] Employee Organization:

[X] Employee: Tom Bush

POSITION(S) STUDIED Job Class Title: Maintenance Worker IlI

A. RECOMMENDATION:

1. Reclassify one position of Maintenance Worker Il located in the Transportation and Public Works
Department Bridge Crew to Senior Bridge Worker and promote the incumbent pursuant to Civil
Service Rule 3.3B.

B. DOES INCUMBENT QUALIFY TO BE RECLASSIFIED UNDER RULE 3.3B? Yes

ANALYSIS OF REQUEST

C. BACKGROUND, EVALUATION AND RECOMMENDATION:

Background:

In October 2009, the Department of Transportation and Public Works requested that Human Resources
review one position of Maintenance Worker Ill on the bridge crew, currently occupied by Tom Bush. This
particular position is assigned to a Bridge Crew and is responsible for a crane, operating heavy equipment,
and performing other construction and maintenance duties related to the repair, maintenance and
construction of bridges. The County is responsible for more than 300 bridges. The Department asserts that
the Maintenance Worker 11l doesn’t adequately describe the actual crane operator duties and skills, and
when not operating the crane, the incumbent performs duties more related to a Senior Bridge Worker rather
than Maintenance Worker. Additionally, crane operator skills are critical to the Department’s bridge
operations.

Under State law, incumbents are required to obtain and maintain a California Crane Operators Certification
in order to operate a crane.

Evaluation:

In December 2009, Human Resources requested that the position incumbent complete a Position
Description Questionnaire (PDQ) outlining the purpose, duties, knowledge and abilities required to perform
currently assigned work. Human Resources then conducted a site audit to receive further information and
clarification from the incumbent. Human Resources also met with the incumbent’s supervisors to discuss
the information provided by the incumbent, and to clarify how the position functions within the bridge crew.
Human Resources reviewed the job classifications within the Bridge Worker and Maintenance Worker
series, and applied standard classification study methodology and analysis in conducting the classification
study.

The Maintenance Worker class series’ primary purpose is to perform skilled labor in road construction and
maintenance. According to the Maintenance Worker Il class specification, the primary purpose is the
regular operation and maintenance of heavy equipment used in road construction and maintenance. The




Maintenance Worker Il specification does state that operating a crane can be a typical duty. Also the
specification states that for incumbents assigned to operate a crane, they must possess the appropriate
certification.

The Bridge Worker class series’ primary purpose is to perform skilled labor in bridge, culvert, related timber,
concrete and steel structure construction and maintenance. The journey level Bridge worker class may learn
to operate a crane, but the classification does not require the knowledge or certification for crane operation.
The Senior Bridge worker may operate a crane as one of the listed duties and the specification states that
for anyone assigned to operate cranes, then the incumbent must possess the appropriate certification.
Performing arc welding and leading a crew are also a distinguishing characteristics of the Senior Bridge
Worker class. The Supervising Bridge Worker may operate a crane or supervise crane operations, and is
required to posses the crane certification.

In the analysis of the position, Human Resources found that the Maintenance Worker III's primary
responsibility is to operate cranes as required. However, in reality, crane operation translates to
approximately 25% of the incumbent’s duties and another 25% of the time the incumbent operates pile
drivers, backhoe and other heavy equipment. When operating the crane, the incumbent acts in a lead
capacity and is responsible for crew safety. In addition to the crane and heavy equipment operation, the
position performs arc welding and other skilled tasks specifically related to the maintenance, repair and
construction of bridges. The position sometimes acts in a lead capacity in the absence of the Senior Bridge
Worker and Bridge Supervisor. Further, the position requires the incumbent to possess and maintain a
California Crane Operator certification, pursuant to State law.

The work performed is more closely related to the Bridge Worker classifications than the Maintenance
Worker classification because the work is routinely related to the construction and maintenance of bridges.
Because the position is operating the crane, performing the more complex welding work, and has some
occasional lead duties, the position is more closely related to the Senior Bridge Worker, than the Bridge
Worker classification.

Recommendation:

Human Resources recommends reclassifying the position from Maintenance Worker 11l to Senior Bridge
Worker and promoting the incumbent pursuant to Civil Service Rule 3.3B.

D. CHANGES AUTHORIZED BY:

E. INCUMBENT SUPERVISED BY:
Name(s): Steve Krausmann Job Title(s): Bridge Supervisor
Name(s): David Dammuller Job Title(s): Sr. Engineer
F. PERCENTAGE OF TIME SPENT PERFORMING NEW DUTIES/ASSIGNMENTS: 25%
G. OTHER POSITIONS IN THIS DEPARTMENT OR THE COUNTY PERFORMING SIMILAR
DUTIES: None.
H. CAN THESE DUTIES BE ASSIGNED TO OTHER POSITIONS IN THIS OR ANY OTHER
CLASSIFICATION? IF NOT, WHAT OPTIONS EXIST? No.
HR ANALYST Signature: Christina Cramer Date: 3/4/10
Christina Cramer
CLASSIFICATION Signature: Christina Cramer Date: 3/4/10
MANAGER

Christina Cramer
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Friends and family are invited to attend a memorial service for Mathilda “Mahtee”.,
Olmsted.at 3 p.m. March 14 at United Church of Christ of Petaluma, 825 Middlefield
Drive. Mrs. Olmsted died on Dec. 31, 2009.at the age of 100.

Mrs. Olmsted moved to Petaluma in 1933 when she married John Olmsted Jr., son of
the publisher and editor of the Petaluma Argus-Courier. She has lived in Petaluma’s
historic district ever since.

Mrs. Olmsted was one of the first women to play a leadership role in Petaluma’s city
government, serving as the secretary of the city Planning Commission during the
preparation of Petaluma’s master plan of 1948. From 1959 until 1972, she served on.

.the Sonoma County Civil Service Commission.. Earlier, Mrs. Olmsted served as the
youngest president of the Petaluma Woman’s Club.

Mrs. Olmsted founded her own business, Petaluma City Hostess, which welcomed
newcomers to Petaluma for more than 20 years. She was also active in the Women’s
Fellowship in the Congregational Church, now United Church of Christ, and she
taught Sunday School for many years. .

Mrs. Olmsted was preceded in death by her husband of 64 years, John Olmsted Jr.,
and by her four brothers, Fred, John, George and Walter Schlichter. She is survived

~ by her daughter Elizabeth Ashman of Petaluma; and her son and John Olmsted III of |
Pittsburgh, Penn.; grandchildren; great-grandchildren; nieces; and nephews.

Memorial donations may be made to the Organ Fund of the Petaluma United Church
of Christ or to the World Wildlife Fund.

Copyright © 2010 PressDemocrat.com — All rights reserved. Restricted use only.
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v

COUNTY OF SONOMA
CiviL SERVICE COMMISSION LEGAL COUNSEL
REQUEST FOR PROPOSALS (RFP)

A. Project Background and Description

The County of Sonoma (County) is the employer to over 4,000 employees in a wide variety of
professions including law enforcement, social work, health and mental health care, building
inspection, road maintenance, parks, general administration, etc. County employees work within
twenty-eight departments or agencies of the County. The County is a Civil Service System and
also has collective bargaining agreements with 11 employee organizations.

The Civil Service Commission (CSC) of the County of Sonoma hears appeals of discipline, lay-
off, examination, classification, and discrimination. The CSC uses outside legal counsel to assist
in conducting these hearings and writing the final decisions.

Through this RFP, the County Human Resources Department, is inviting qualified
firms/attorneys to provide legal services in connection with representation of the County’s Civil
Service Commission including, but not limited to: attending Civil Service appeal hearings
related to discipline and discrimination in their entirety, advising on procedural and/or legal
points of order during appeal hearings; and rendering written decisions reflecting the Civil
Service Commission’s findings. On occasion, at the request of the Civil Service Commission,
outside counsel may review, research and advise on revision of Civil Service Rules; provide oral
and written correspondence; attend Civil Service Commission meetings; and meet with clients;
and related services all as requested. The term of the proposed legal services agreement shall be
from July 1, 2010 to June 30, 2011.

The County anticipates awarding a single contract to a single Contractor. The Contractor must
meet all qualifications and conditions for providing the services specified in this RFP and the
final contract. The Contractor will not be guaranteed a minimum or maximum level of work and
will agree to be available on an as-needed basis. The County reserves the right to utilize the
services of other Contractors not included in this RFP.

B. Statement of Requirements - Services Required of Successful Proposer
« Attorneys agree to furnish legal services to the Commission in connection with Civil

Service Commission discipline and discrimination appeal hearings including but not
limited to:



e The review, research, advisement, interpretation, application and revision of the
County of Sonoma Civil Service Rules in relation to cases heard before the Civil
Service Commission.

e The review, research, advisement, interpretation and application of the Memoranda of
Understanding with collective bargaining units, and County of Sonoma Salary
Resolution in relation to cases heard before the Civil Service Commission.

e Oral and written correspondence

e Attending Civil Service Commission appeal hearings, which may last several
business days

e Meeting with clients

e Travel time

e Related services as requested

Attorneys shall provide those legal services reasonably required to represent the
Commission’s interest in such matters. Commission and Attorneys shall each cooperate
with the other in the course of the representation and keep the other informed of
developments.

Attorneys will return to the Commission all original documents delivered to and/or
accepted into evidence by the Sonoma County Civil Service Commission during or as
part of any disciplinary or discrimination hearing conducted by the Civil Service
Commission in which Attorneys were involved.

Attorneys will provide the originals of these documents within six (6) months after the
Commission issues its final decision with regard to the matter under review.

Attorneys will use a non-legal clerical rate to retrieve and forward the original documents
to the Commission.

Attorneys shall perform services as requested from time to time by Commission in its
sole discretion. Work will be authorized and performed only upon generating a written
scope of services that is signed by the Civil Service Commission, County Counsel or
their delegates. The scope of services shall clearly identify the work to be performed.
Services shall be performed within specified times and dates.

The Commission does not guarantee a minimum or maximum amount of work.

Proposal Submittal

Form: Proposers must submit one (1) electronic copy, one (1) signed original, and four
(4) copies of the signed proposal by April 30, 2010 at 2:00pm. Proposals must be
enclosed in a sealed envelope or package and clearly marked “CSC LEGAL
COUNSEL”. Proposals shall be submitted to:

A. Electronic copy to: asilvest@sonoma-county.org

B. Hard copies to:
Angela Silvestri
County of Sonoma, Human Resources


mailto:asilvest@sonoma-county.org�

575 Administration Dr. Ste 116B
Santa Rosa, CA 95403

3. Due Date: Proposals must be received no later than 2:00 p.m. on April 30, 2010. The
proposal due date is subject to change. If the proposal due date is changed, all known
recipients of the original RFP will be notified of the new date.

4. General Instructions: To receive consideration, proposals shall be made in accordance
with the following general instructions:

a) The signature of all persons signing the proposal shall be in long hand. The
completed proposal shall be without alterations or erasures.

b) No oral or telephonic proposals will be considered.

c) The submission of a proposal shall be an indication that the proposer has
investigated and satisfied him/herself as to the conditions to be encountered, the
character, quality and scope of the work to be performed, and the requirements of
the County, including all terms and conditions contained within this RFP.

5. Proposal Format and Contents: For ease of review and to facilitate evaluation, the
proposals for this project should be organized and presented in the order requested as
follows:

a) Signed Proposal Cover Sheet: Please complete and submit Attachment B.
b) Section I - Organizational Information:

Provide specific information concerning the firm in this section, including the legal
name, address and telephone number of your company and the type of entity (sole
proprietorship, partnership, or corporation and whether public or private). Include the
name and telephone number of the person(s) in your company authorized to execute
the proposed contract. If two or more firms are involved in a joint venture or
association, the proposal must clearly delineate the respective areas of authority and
responsibility of each party. All parties signing the Agreement with the County must
be individually liable for the completion of the entire project even when the areas of
responsibility under the terms of the joint venture or association are limited.

c) Section Il - Qualifications and Experience:

Provide specific information in this section concerning the firm's experience in the
services specified in this RFP, preferably within the State of California. Examples of
completed projects, as current as possible, should be submitted, as appropriate.
References are required. Please provide names, addresses, and telephone numbers
of contact persons within three (3) client agencies for whom similar services have
been provided.



d) Section Il1 - Project Approach and Work Schedule:

Provide a description of the methodology developed to perform all required services,
including assisting the Civil Service Commission with rulings on motions and
evidence under section 513 of the Government Code for conduct of hearings under
the Administrative Procedure Act. Describe information, documents, staff
assistance, facilities or other resources you would require from the Commission to
complete your work. ldentify any other critical assumptions upon which your work
plan is based.

e) Section IV - Cost of Service: [DON’T WE WANT AN HOURLY FEE
SCHEDULE?

The proposal shall clearly state all of the costs associated with the prejeetcontract,
broken down by category of preducts-and-services, and all on-going costs for
recommended or required productsand-services;-suech-as-matntenance:

The contractprejeet costs must include all expenses that will be charged to the
County, including but not limited to; hourly rates for labor, seftware-cests;-software
maintenance-costs-implementationfees, shipping, iasuranee-communications,

documentation reproduction, and all expenses, including travel, meal reimbursement,

hotel perdiems;taxes; etc. Failure to clearly identify all costs associated with the
proposal may be cause for rejection of the Consultant’s proposal.

f) Section V - Identification of subcontractors:

Proposers shall identify all subcontractors they intend to use for the proposed scope
of work. For each subcontractor listed, proposers shall indicate (1) what products
and/or services are to be supplied by that subcontractor and, (2) what percentage of
the overall scope of work that subcontractor will perform.

g) Section VI - Insurance:

The selected proposer will be required to obtain insurance as described in the attached
Sample Agreement. Securing this insurance is a condition of award for this contract.

All insurance shall be issued by a company or companies listed in the current "Best's
Key Rating Guide" publication with a minimum of A-, VII rating; or in special
circumstances, as pre-approved by the County’s Risk Management Division. The
selected proposer shall file with the Contact Person Certificate(s) of Insurance stating
the required coverages are in effect. No services shall be rendered to the County of
Sonoma prior to the County’s receipt of the required proof of insurance.

h) Section VII - Additional Information:



D.

E.

Include any other information you believe to be pertinent but not required.
i) Section VIII - Contract Terms:
Proposers must include a statement acknowledging their willingness to accept the
sample contract terms (Attachment A) or identify specific exceptions to the
sample agreement. (See additional instructions to proposers at RFP Section
K(5).)
Intentionally Deleted

Questions

Proposers will be required to submit any questions in writing before the close of business [April
2, 2010] in order for staff to prepare written responses to all consultants. Written answers will be
shared with all potential bidders. Questions are best received and most quickly responded to
when sent via e-mail directly to ASILVEST@sonoma-county.org. Questions will not be
accepted by phone.

F.

G.

Corrections and Addenda

If a proposer discovers any ambiguity, conflict, discrepancy, omission, or other error in
this RFP, the proposer shall immediately notify the contact person of such error in
writing and request clarification or modification of the document. Modifications will be
made by addenda as indicated below to all parties in receipt of this RFP.

If a proposer fails to notify the contact person prior to the date fixed for submission of
proposals of a known error in the RFP, or an error that reasonably should have been
known, the proposer shall submit a proposal at their own risk, and if the proposer is
awarded a contract they shall not be entitled to additional compensation or time by reason
of the error or its subsequent correction.

. Addenda issued by the Commission interpreting or changing any of the items in this RFP,

including all modifications thereof, shall be incorporated in the proposal. The proposer
shall sign and date the addenda cover sheet and submit same with the proposal (or deliver
them to the address in section C.1 above if the proposer has previously submitted a
proposal to the Department). Any oral communication by the Commission’s designated
contact person or any other Commission staff member concerning this RFP is not binding
on the Commission and shall in no way modify this RFP or any obligations arising
thereunder.

Finalist Interviews

After initial screening, the Evaluation Committee may select those firms deemed most qualified
for this project for further evaluation. Interviews of these selected firms may be conducted as
part of the final selection process. If it is determined that finalist interviews are necessary, they
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will be held the week of May 17, 2010 — May 21, 2010 at the address shown in Section C above.

H.

Selection Process

. All proposals received by the specified deadline will be reviewed by the Evaluation

Committee for content, including but not limited to fee, related experience and
professional qualifications of the bidding consultants.

County employees/Commissioners will not participate in the selection process when
those employees have a relationship with a person or business entity submitting a
proposal which would subject those employees to the prohibition of Section 87100 of the
Government Code. Any person or business entity submitting a proposal who has such a
relationship with a County employee/Commissioner who may be involved in the
selection process shall advise the Commission of the name of the County
employee/Commissioner in the proposal.

Proposals may be evaluated using the following criteria (note that there is no value or
ranking implied in the order of this list):

a) Demonstrated ability to perform the services described,;

b) Experience and expertise;

¢) Quality of work as verified by references;

d) Costs relative to the scope of services;

e) A demonstrated history of providing similar services to comparable entities;
f) Willingness to accept the County’s contract terms; and

g) Any other factors the evaluation committee deems relevant. (When such criteria are
used for evaluation purposes, the basis for scoring will be clearly documented and
will become part of the public record.).

The Commission reserves the right, in its sole discretion, to reject any and all proposals
and to waive informalities and minor irregularities in any proposals received. Failure to
furnish all information requested or to follow the format requested herein may disqualify
the proposer, in the sole discretion of the Commission. False, incomplete, misleading or
unresponsive statements in a proposal may also be sufficient cause for a proposal’s
rejection.

The Commission may, during the evaluation process, request from any proposer
additional information which the Commission deems necessary to determine the
proposer’s ability to perform the required services. If such information is requested, the
proposer shall be permitted three (3) working days to submit the information requested.

. An error in the proposal may cause the rejection of that proposal; however, the

Commission may, in its sole discretion, retain the proposal and make certain corrections.
In determining if a correction will be made, the Commission will consider the
conformance of the proposal to the format and content required by the RFP, and any



unusual complexity of the format and content required by the RFP. If the proposer’s
intent is clearly established based on review of the complete proposal submittal, the
Commission may, at its sole option, correct an error based on that established content.
The Commission may also correct obvious clerical errors. The Commission may also
request clarification from a proposer on any item in a proposal that Commission believes
to be in error.

7. Subject to the approval of the County Board of Supervisors, Commission reserves the
right to select the proposal which in its sole judgment best meets the needs of the
Commission. The lowest proposed cost is not the sole criterion for recommending
contract award.

8. All firms responding to this RFP will be notified of their selection or non-selection in
writing after the evaluation committee has completed the selection process.

9. Generally, the firm selected by the Evaluation Committee will be recommended to the
Board of Supervisors for this project, but the Board is not bound to accept the
recommendation or award the project to the recommended firm.

I. Protest Process
Any and all protests must comply with the timelines and procedures set forth at:
http://www.sonoma-county.org/purchasing/selling.htm

J. Schedule

The following schedule is subject to change. Except as provided below, changes will only be
made by written amendment to this Request for Proposals, which amendment shall be issued to
all parties by the Department issuing this proposal.

Date Event
March 25, 2010 Release Request for Proposals
April 2, 2010 - 5:00pm Deadline for Proposers’ Questions
April 9, 2010 County’s Responses to Questions Due
April 30, 2010 - 2:00pm Proposals Due
May 14 — April 23, 2010 Proposals Evaluated by County
Week of May 17, 2010 Interviews Conducted
May 28, 2010 Notice of Intent to Award
(subject to delay without notice to proposers)



http://www.sonoma-county.org/purchasing/selling.htm�

June 29, 2010 Board of Supervisors Awards Contract

(subject to delay without notice to proposers)

K.

General Information

1. Rules and Requlations

a)

b)

d)

The issuance of this solicitation does not constitute an award commitment on the part of
the County, and the County shall not pay for costs incurred in the preparation or
submission of proposals.

Sonoma County reserves the right to reject any or all proposals or portions thereof if the
County determines that it is in the best interest of the County to do so.

The County may waive any deviation in a proposal. The County’s waiver of a deviation
shall in no way modify the RFP requirements nor excuse the successful proposer from
full compliance with any resultant agreement requirements or obligations. Sonoma
County reserves the right to reject any or all proposals, or to waive any defect or
irregularity in a proposal. The County further reserves the right to award the agreement
to the proposer or proposers that, in the County’s judgment, best serves the needs of
Sonoma County.

All proposers submit their proposals to the County with the understanding that the
recommended selection of the Evaluation Committee is final and subject only to review
and final approval by the Board of Supervisors.

Upon submission, all proposals shall be treated as confidential documents until the
selection process is completed. Once the notice of intent to award is issued by the
County, all proposals shall be deemed public record. In the event that a proposer desires
to claim portions of its proposal exempt from disclosure, it is incumbent upon the
proposer to clearly identify those portions with the word “Confidential” printed on the
top right hand corner of each page for which such privilege is claimed. Examples of
confidential materials include trade secrets and financial statements. Each page shall be
clearly marked and readily separable from the proposal in order to facilitate public
inspection of the non-confidential portion of the proposal. The County will consider a
proposer’s request for exemptions from disclosure; however, the County will make its
decision based upon applicable laws. An assertion by a proposer that the entire proposal,
or large portions, is exempt from disclosure will not be honored. Prices, makes and
models or catalog numbers of the items offered, deliverables, and terms of payment shall
be publicly available regardless of any designation to the contrary.

The County will endeavor to restrict distribution of material designated as confidential to
only those individuals involved in the review and analysis of the proposals. Proposers
are cautioned that materials designated as confidential may nevertheless be subject to
disclosure. Proposers are advised that the County does not wish to receive confidential or
proprietary information and that proposers are not to supply such information except
when it is absolutely necessary. If any information or materials in any proposal




submitted are labeled confidential or proprietary, the proposal shall include the following
clause:

i. [Legal name of proposer] shall indemnify, defend and hold
harmless the County of Sonoma, its officers, agents and
employees from and against any request, action or
proceeding of any nature and any damages or liability of
any nature, specifically including attorneys' fees awarded
under the California Public Records Act (Government
Code 86250 et seq.) arising out of, concerning or in any
way involving any materials or information in this proposal
that [legal name of proposer] has labeled as confidential,
proprietary or otherwise not subject to disclosure as a
public record.

2. Nonliability of County

The County shall not be liable for any precontractual expenses incurred by the proposer or
selected contractor or contractors. The County shall be held harmless and free from any and all
liability, claims, or expenses whatsoever incurred by, or on behalf of, any person or organization
responding to this RFP.

3. Proposal Alternatives

Proposers may not take exception or make material alterations to any requirement of the RFP.
Alternatives may be submitted as separate proposals and so noted on the cover of the proposal.
The County reserves the right to consider such alternative proposals, and to award an agreement
based thereon if it is determined to be in the County’s best interest and such proposal satisfies all
minimum qualifications specified in the RFP. Please indicate in the cover letter that the proposal
offers an alternative to the RFP.

4. Lobbying

Any party submitting a proposal or a party representing a proposer shall not influence or attempt
to influence any member of the Evaluation Committee, any member of the Civil Service
Commission or the Board of Supervisors, or any employee of the County of Sonoma, with regard
to the acceptance of a proposal. Any party attempting to influence the RFP process through ex-
parte contact may be subject to rejection of their proposal.

5. Form of Agreement

a) No agreement with the County shall have any effect until a contract has been signed by
both parties. Pursuant to Sonoma County Code Section 1-11, County personnel are
without authorization to waive or modify agreement requirements.

b) A sample of the agreement is included as Attachment A hereto. Proposers must be
willing to provide the required insurance and accept the terms of this sample agreement.
With few exceptions, the terms of the County’s standard agreement will not be
negotiated. Indemnification language will not be negotiated.



c) Proposals submitted shall include a statement that (i) the proposer has reviewed the
sample agreement and will agree to the terms contained therein if selected, or (ii) all
terms and conditions are acceptable to the proposer except as noted specifically in the
proposal. A proposer taking exception to the County’s sample agreement must also
provide alternative language for those provisions considered objectionable to the
proposer. Please note that any exceptions or changes requested to the Agreement may
constitute grounds to reject the proposal.

d) Failure to address exceptions to the sample agreement in your proposal will be construed
as acceptance of all terms and conditions contained therein.

e) Submission of additional contract exceptions after the proposal submission deadline may
result in rejection of the consultant’s proposal.

6. Duration of Proposal; Cancellation of Awards; Time of the Essence

a) All proposals will remain in effect and shall be legally binding for at least ninety (90)
days.

b) The selected consultant will be required to execute an agreement with the County for the
services requested within sixty (60) days of the County’s notice of intent to award. If
agreement on terms and conditions acceptable to the County cannot be achieved within
that timeframe, or if, after reasonable attempts to negotiate such terms and conditions, it
appears that an agreement will not be possible, as determined at the sole discretion of the
County, the County reserves the right to retract any notice of intent to award and proceed
with awards to other consultants.

7. Withdrawal and Submission of Modified Proposal

a) A proposer may withdraw a proposal at any time prior to the submission deadline by
submitting a written notification of withdrawal signed by the proposer or his/her
authorized agent. The proposer must, in person, retrieve the entire sealed submission
package. Another proposal may be submitted prior to the deadline. A proposal may not
be changed after the designated deadline for submission of proposals.

Attachments:
Attachment A: Sample Agreement
Attachment B: Proposal Cover Sheet
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LEGAL SERVICES AGREEMENT

This Agreement is made by and among the County of Sonoma (“County”), and
the Law firm of XXXXXXXXXXXXX (herein referred to as “Attorneys”). This
Agreement is required by Business and Professions Code section 6148 and is intended
to fulfill the requirements of that section.

RECITALS

WHEREAS, Attorneys specialize in employment law and have significant
experience and recognized expertise in that area; and

WHEREAS, County, through its County Counsel and Human Resources
Department and, as approved by the Board of Supervisors, have determined that
Attorneys’ experience and expertise would benefit the County.

NOW, THEREFORE, in consideration of the mutual covenants contained
herein, the parties agree as follows:

AGREEMENT

1.  Services.

A. Attorneys agree to furnish legal services to the Sonoma County Civil Service
Commission, and its staff, in connection with Civil Service Commission
disciplinary and discrimination appeal hearings including but not limited to:
attending Civil Service appeal hearings in their entirety, advising on procedural
and/or legal points of order during appeal hearings; rendering written decisions
reflecting the Civil Service Commission’s findings; the review, research,
advisement, and written revision of Civil Service Rules; oral and written
correspondence; meeting with clients; and related services, all as requested.
Attorneys shall provide those legal services reasonably required to represent the
County’s interests in such matters. County and Attorneys shall each cooperate
with each other in the course of the representation and keep the other informed of
developments.

B. Attorneys agree to return to the County all original documents delivered to
and/or accepted into evidence by the Sonoma County Civil Service Commission
during or as part of any disciplinary or discrimination hearing conducted by the
Civil Service Commission in which Attorneys were involved. Attorneys agree to
provide the originals of these documents within six (6) months after the
Commission issues its final decision with regard to the matter under review.
Attorneys agree to use the non-legal clerical rate to retrieve and forward the
original documents to the County.



C. Attorneys shall perform services as requested from time to time by County in its
sole discretion. Work will be authorized and performed only upon generating a
written scope of services that is signed by the Civil Service Commission, County
Counsel, or their delegates. The scope of services shall clearly identify the work
to be performed. The County does not guarantee a minimum or maximum
amount of work. Services shall be performed within specified times and dates.

D. The County shall not pay for attendance by more than one representative of a law
firm at meetings, court appearances, conferences, or other similar events without
prior notice to the Human Resources Director or designee. County retains the
right to approve or disapprove of multiple attorney attendance at such events.

E. The County will not pay for extensive research of relatively routine matters which
should otherwise be within the knowledge of experienced practitioners.

E. At the conclusion of each appeal hearing, Attorneys shall provide the Human
Resources Director and the Civil Service Commission with a final report
presenting the Civil Service Commission’s findings and decision.

2. Definition of County. For purposes of this Agreement, the County is
intended to and shall include the County, its elected and appointed officials, agents,
servants, employees, volunteers, departments and districts.

3. Attorneys’ Key Personnel. The parties identified in this section as the key legal
personnel providing professional services under this Agreement, are key persons,
whose services are a material inducement to County to enter into this Agreement, and
without whose services County would not have entered into this Agreement. Key
personnel shall be as listed below. Changes to the key personnel may be approved by
written authorization from the County Counsel and Human Resources Department.

Lead Attorney Team

Other Attorneys

Other Consultants

4. Compensation. Compensation to Attorneys shall be at the rate shown in
attached Exhibit A which is incorporated by this reference. Attorneys shall honor




these rates throughout the term of the Agreement. Total compensation (fees and
costs) under this agreement shall not exceed $XXXX without amendment of this
Agreement and approval by the Board of Supervisors.

5. Billing. Billings shall be submitted to the Human Resources Department, on a
monthly basis and shall include the following information:

a.  The date and time spent by each person performing services. Minimum
billing time shall be one-tenth of an hour.
b.  Summary description of services performed, with a separate time
allocation for each function (e.g., telephone calls, research, drafting).
c.  Separate itemization of non-legal costs by type.
6. Usual and Customary Reasonable Out-of-Pocket Expenses. In addition

to paying legal fees, the County shall reimburse Attorneys for all usual and customary
costs and expenses incurred by Attorneys, including but not limited to, long distance
telephone calls, messenger and other delivery fees, postage, photocopying, parking,
mileage, and other similar items.

7. Non-Reimbursable Services. Attorneys shall not be reimbursed for the
following expenses:

a.  Unneeded messenger or express mail charges.
b. First class or business class air travel.

Local travel within Sonoma County. (Travel expenses, including
reasonable costs for meals and accommodations, if necessary, for
appearances, depositions, or other similar events, outside Sonoma
County is a reimbursable cost.)

d.  Normal or routine overhead functions such as word processing or typing
time, scheduling of depositions, ordering records, calendaring functions,
tiling, indexing, proofreading or copying time, or any other procedures
that are of a secretarial nature.

e.  Meals, overtime, office supplies, or attorney time for preparation of bills.

f. Intra-office conferencing time of more than one attorney for routine
matters, unless such conference involves expert opinion.

8. Direction and Extraordinary Expenses. All direction and control of Attorneys'
work for County will be by the Authorized Representative. The Director of the
Human Resources Department or the Civil Service Commission will review and
approve all requests for extraordinary expenses before the same is incurred by




Attorneys. Attorneys shall coordinate with the Deputy County Counsel who is
assigned to advise the Commission on any requests for matters and advice that are
beyond the legal services that one directly related to disciplinary and discrimination
appeal hearings.

9. Use of Appropriate Personnel:. Within the law firm, research and minor
discovery work should be performed by the lowest level of personnel (e.g., junior
attorneys, paralegals) capable of performing a given task. Responsibility for the
quality of the work product remains with the assigned attorney.

10. Term. The term of this Agreement begins on XXXXXXX and shall expire on
XXXXX unless terminated earlier in accordance with the terms herein. This
Agreement may be extended by amendment on any annual basis, with Board of
Supervisors” approval and executed by the County Counsel.

11. Termination. This Agreement may be terminated by County at any time.
Attorney may withdraw at any time as permitted under the Rules of Professional
Conduct of the State Bar of California. All files, written material, and documents will
be transferred to County's office upon such termination or withdrawal. Attorneys
will be available to consult with the County or with the County's new
attorneys/representatives with respect to the work undertaken pursuant to this
Agreement for a reasonable time following such period of termination or withdrawal.

12.  Records. Consistent with the County’s records retention policy, Attorneys shall
retain (in either physical or electronic form) all records (except for original time
records) for a period of twenty (20) years from the date of completion of services; or,
alternatively, if Attorneys own internal retention policy is for a period less than that
provided under the County’s retention policy, Attorneys shall after expiration of its
own internal retention period, forward the records to County Counsel for retention.
In no event shall Attorneys destroy or otherwise purge any records without providing
the County with at least thirty (30) days written notice. Records will be made
available to the County upon request for audit purposes. Attorneys will maintain
both invoices of costs and primary records in order that such auditing may occur.
(Original time records will be retained for two years.)

13.  Experts. Attorneys will not engage any expert consultants without written
authorization after having first consulted with the County's Authorized
Representative, both as to the identity and task of the consultants and the amount to
be paid for their work.

14.  Status of Attorneys. No personnel employed by Attorneys shall acquire any
rights or status in the County's service, and Attorneys shall be responsible in full for
payment of their employees, including fringe benefits and payment of applicable




federal, state and local taxes. The scope of this engagement does not confer
“consultant” status on any of the attorneys and other firm personnel providing
services for the County.

15. Modification. If, during the term of this agreement, it becomes
necessary to amend or add to the terms, conditions, scope or requirements of this
agreement, such amendment or addition shall only be made after mutual agreement
of Attorneys and County and by way of execution of a written modification to this
agreement.

16. Indemnity. Attorneys agree to accept responsibility for loss or damage
to any person or entity, and to defend, indemnify, hold harmless, and release County,
its officers, agents, and employees, from and against any and all actions, claims,
damages, liabilities, or expenses that may be asserted by any person or entity,
including Attorneys, arising out of or in connection with the negligent performance or
willful misconduct of Attorneys hereunder, whether or not there is concurrent
negligence on the part of County, but excluding liability due to the sole or active
negligence or due to the willful misconduct of County. This indemnification
obligation is not limited in any way by any limitation on the amount or type of
damages or compensation payable to or for Attorneys or its agents under workers’
compensation acts, disability benefits acts, or other employee benefit acts. In addition,
Attorneys shall be liable to County for any loss or damage to County property arising
from or in connection with Attorneys' negligent performance or willful misconduct
hereunder. Notwithstanding the foregoing, however, Attorneys shall have no duty to
indemnify, defend or hold the County harmless from any liability or expense resulting
or arising from any challenge brought against any decision of the Sonoma County
Civil Service Commission with respect to which Attorneys provided advice.

17. Insurance. With respect to performance of work under this Agreement,
Attorneys shall maintain insurance as described below, unless such requirements
have been expressly modified per Exhibit B, the Request for Change of Minimum
Insurance Requirements, attached hereto and incorporated herein by this reference.

17.1 Workers” Compensation Insurance. Workers’ compensation insurance
with statutory limits as required by the Labor Code of the State of California.
Said policy shall be endorsed with the following specific language:

a. This policy shall not be canceled or materially changed without
tirst giving thirty (30) days” prior written notice to the County of
Sonoma, Human Resources Department.

17.2 General Liability Insurance. Commercial general liability insurance
covering bodily injury and property damage using an occurrence policy form,




in an amount no less than One Million Dollars ($1,000,000) combined single
limit for each occurrence. Said commercial general liability insurance policy
shall either be endorsed with the following specific language or contain
equivalent language in the policy.

a. The County of Sonoma, its officers and employees, is named as
additional insured for all liability arising out of the operations by or on
behalf of the named insured in the performance of this Agreement.

b. The inclusion of more than one insured shall not operate to impair the
rights of one insured against another insured, and coverage afforded
shall apply as though separate policies had been issued to each insured,
but the inclusion of more than one insured shall not operate to increase
the limits of company’s liability.

c. The insurance provided herein is primary coverage to the County of
Sonoma with respect to any insurance or self-insurance programs
maintained by the County.

d. This policy shall not be canceled or materially changed without first
giving thirty (30) days prior written notice to the County of Sonoma,
Human Resources Department.

17.3 Automobile Insurance. Automobile liability insurance covering bodily
injury and property damage in an amount no less than One Million Dollars
($1,000,000) combined single limit for each occurrence. Said insurance shall
include coverage for owned, hired, and non-owned vehicles. Said policy shall
be endorsed with the following language:

a. This policy shall not be canceled or materially changed without
tirst giving thirty (30) days prior written notice to the County of
Sonoma, Human Resources Department.

17.4 Professional Liability Insurance. Professional liability insurance for all
activities of Attorneys arising out of or in connection with the Agreement in an
amount no less than One Million Five-Hundred Thousand Dollars ($1,500,000)
combined single limit for each occurrence. Said policy shall be endorsed with
the following specific language:

a. This policy shall not be canceled or materially changed without
tirst giving thirty (30) days prior written notice to the County of
Sonoma, Human Resources Department.



In the event Consultant cannot provide occurrence policies for professional
liability insurance, Consultant shall provide insurance covering claims
made as a result of performance of this Agreement and shall maintain such
insurance in effect for not less than two (2) years following completion of
performance of this Agreement.

17.5 Documentation. The following documentation shall be submitted to the

County of Sonoma, Human Resources Department.

a.

18.

Properly executed Certificates of Insurance clearly evidencing all
coverage’s limits, and endorsements required above. Said Certificates
shall be submitted prior to the execution of this Agreement. Attorneys
agree to maintain current Certificates of Insurance evidencing the
above-required coverages, limits, and endorsements on file with the
County for the duration of this Agreement.

Signed copies of the specified endorsements for each policy. Said
endorsement copies shall be submitted within thirty (30) days of
execution of this Agreement.

Upon County’s written request, certified copies of the insurance
policies. Said policy copies shall be submitted within thirty (30) days of
County’s request.

After the Agreement has been signed, signed Certificates of Insurance
shall be submitted for any renewal or replacement of a policy that
already exists, at least ten (10) days before expiration or other
termination of the existing policy.

If a “claims made” insurance policy has been used pursuant to
Paragraph 17.4 of this Agreement, documentation that continuation of
the insurance policy has been purchased for a minimum of two (2)
years after completion of performance. Such documentation shall be
provided to County before final payment by County pursuant to this
Agreement.

Nondiscrimination. Attorneys shall comply with all applicable federal,

state, and local laws, rules, and regulations in regard to nondiscrimination in
employment because of race, color, ancestry, national origin, religion, sex, marital
status, age, medical condition, pregnancy, disability, or other prohibited basis. All
nondiscrimination rules or regulations required by law to be included in this
Agreement are incorporated by this reference.



19. AIDS Discrimination. Attorneys agree to comply with the provisions of
Article II of Chapter 19 of the Sonoma County Code, prohibiting discrimination in
housing, employment, and services because of AIDS or HIV infection during the term
of this Agreement and any extensions of the term.

20. Rules of Professional Conduct. Nothing contained herein shall be
construed to relieve Attorneys of their obligations under the Rules of Professional
Conduct who shall be subject to such rules and ethical obligations under any services
provided under this Agreement.

21. Contflict of Interest. Where the County deems that there is an actual or
potential conflict of interest in Attorney representing another party in a matter, the
must seek a waiver from the county before the Attorney may represent such other
party. The County may deny such waiver.

22. Merger. This Agreement contains the entire agreement of the parties.
No other agreement, statement or promise made on or before the effective date of this
Agreement will be binding on the parties.

23. Addresses. Except as otherwise provided in this Agreement, and unless
changed by written notice to the other parties, the parties” addresses for purposes of
this Agreement are as follows:

County Counsel: Sheryl Bratton
Chief Deputy County Counsel
County of Sonoma
Office of the County Counsel
575 Administration Drive Rm. 105A
Santa Rosa, CA 95403-2881

Human Resources: Julee Murphy
Assistant Human Resources Director
County of Sonoma
Human Resources Department
575 Administration Dr. Rm. 116B
Santa Rosa, CA 95403-2881

24. Counterparts. This Agreement may be executed in several counterparts
and all counterparts so executed shall constitute one agreement that shall be binding



on all of the parties, notwithstanding that all of the parties are not signatory to the
original or same counterpart.

IN WITNESS WHEREOF, the parties hereto have executed this Agreement as
of the Effective Date.

DATED: XXXXXXXX
By:
Name:
Title:
DATED: COUNTY OF SONOMA
By:

Steven Woodside, County Counsel

CERTIFICATES OF INSURANCE ON
FILE WITH AND APPROVED AS TO
SUBSTANCE BY DEPARTMENT:

DATED: By:

Julee Murphy
Assistant Human Resources Director
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