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I am pleased to present the Department of Human Resources’ (DHR) 2009 Workforce and
Succession Planning Report (WSP Report).

In the 2007 Workforce and Succession Planning Report, the focus was on the approaching crisis
in the workforce, with two demographic trends — the growing number of Baby Boomers in the
general population, and the much smaller number of younger people who follow behind them.
The issue then was how to obtain, manage and retain the talent that the departments needed, and
the City’s workforce statistics reflected this trend.

However, the economic downturn had a tremendous impact on the City and its workforce.
Departments are faced with new and different issues. With budget constraints driving the need
for a smaller workforce, the question now to address is how to continue to provide the critical
services that are expected of each department. Workforce planning will play a central role in
guiding departments in meeting their obligations.

The WSP Report presents an update on how workforce and succession planning has progressed
over the past two years in the City. It serves as a resource guide for certain workforce and
succession planning strategies such as knowledge management, internships and multi-
generational issues in the workplace. The WSP Report also provides updated Citywide workforce
statistics and trends. Lastly, the WSP Report highlights current trends and work being done in
certain City departments regarding workforce and succession planning.

DHR looks forward to working with departments on their workforce and succession planning
efforts. 1 hope you find this document useful and informative, and we look forward to any

feedback and comments you may have.

| Sincerely,

Micki Callahan
Human Resources Director

One South Van Ness Avenue 4" Floor, San Francisco, CA 94103 « (415) 557-4800 = www.sfgov.org/dhr
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Executive Summary
This document is organized into four sections:

1. Rationale for continuing workforce and successilamping efforts especially during a
downturn in the economy and with tight budgets.

2. Aresource guide providing strategies for captuand transferring knowledge,;
internship programs used by City departments ttlibeir pipeline of future workers;
and the change of the workforce and operatione@a€ity continues to employ a multi-
generational workforce.

3. Updated detailed analyses of workforce data forleyages Citywide, with a distinction
made between miscellaneous and safety employess. phbvided is select workforce
data for FY 2008-09.

4. Lessons learned from some departments and otherdogernment agencies that have
been implementing workforce and succession planstiregegies over the last few years,
plus areas of focus as leaders consider the neaefu

1 Purpose

In 2005, the Department of Human Resources (DHR)ighed its Civil Service Reform report
to review the City’'s human resources systems afedt tfcommendations for improvement. In
2006, DHR published its first Workforce Analysispmvide an update on data presented in the
earlier report, as well as additional workforceadt inform project implementation in a number
of areas, particularly succession planning. In 2lHR published the 2007 Workforce and
Succession Planning Report to provide a framewarlefforts Citywide, including the roles and
responsibilities of DHR, departments, and policyarakn workforce and succession planning.
This 2009 Workforce and Succession Planning Repantended to continue to inform
implementation efforts in a more comprehensive srategic way. This report combines
literature review, interviews with department exaaistaff, focus group and survey responses
from City employees, and workforce analysis to tse@amore comprehensive picture of the
City’s workforce.

This report has several purposes:

1. To continue the dialogue on the importance of wanté and succession planning efforts.

2. Share workforce and succession planning lessons diepartments and other
government agencies.

3. Act as a resource guide for departments begintieiy torkforce and succession
planning efforts or those looking to continue thediorts with limited resources.

4. Provide updated workforce statistics.

5. Provide an update on the workforce and successaming readiness and needs of

departments across the City.

! See Appendix A. Sources



2 Continuing Workforce & Succession Planning Effort

In our previous report, we noted that there wewes challenges and considerations to
implementing workforce planning efforts: operatibegpertise is required; action lags behind
understanding; public sector work is less appeahegruitment is insufficient, and a variety of
approaches are needed. With the exception of theahpf public sector work and recruitment
efforts, these elements continue to hold true. Mestntly, the national call to service has
helped to renew an interest in public and non-ps#fctor work, especially among the younger
generations.

Since the last workforce and succession plannipgrtesuccession plannimggforts have varied
across the City. While some departments have déaficated to this work, others implement
strategies as it is operationally feasible givemtied resources and changing priorities.

2.1 Planning Efforts Needed During Tough Times

For over a year, the City has been faced with budgestraints, position eliminations, layoffs,
bumping, and concessionary labor negotiations. dgpartments work to provide quality
services to the public and other departments, theikforce is stretched and overloaded and
workforce demographics continue to change. For markers that had planned to retire, they
are delaying their retirement date due to lossalne of retirement plans or the possibility of not
being able to find a job post retirement, shoukytheed one. Many of the younger employees,
just starting their careers, have been affecteldynffs and bumping due to low seniority status.
Employees that remain have an increased workloataee more unlikely to have time for
professional development activities. Managers hbgaesponsibility to invest in their
workforce, so that as a group, they can provideebguality services and reduce the likelihood
of burnout.

Experts agree that now is the time for organizatimnbe strategic in decisions regarding their
workforce. Training is more important than evereTbeduced number of workers means those
remaining have to take on new and broader respditisgh Employees may need to increase
their skill sets through employer strategies sucmantoring, knowledge transfer or leadership
training. The City’s key technology upgrades, sashntegration of Human Resources, Benefits
Administration, and Payroll services into one Hun@apital Management (HCM) syst&mill
provide employees with the tools they need to wodkte productively. Input by employees into
the new system, and subsequent training will kecatito ensure a smooth transition. The
system will eliminate redundant and time-consungracesses, and provide greater access to
information. Decisions made by department leadprdhring such periods will have a dramatic
effect on how a department can recover when theauy turns around. Employers want their
employees to stick around when the economy pick#\fipr all, an organization’s biggest asset,
more so in government, is its workforce.

2 Known as Project eMerge.



2.2 Changes to Civil Service

The 2007 Workforce and Succession Planning Repgintiphted several Civil Service Reform
recommendations the City has implemented to fatditvorkforce and succession planning
efforts. Some of these reforms included positioselatesting, the utilization of an integrated,
web-based application and referral system to eramabtere efficient and productive hiring
system, and the implementation of a citywide penfamce planning and appraisal system.
However, stakeholders continue to state that tiygSersonnel system creates obstacles to
effective governance and administration, and haeemmended further improvements in the
City’s human resource functions.

As a result, DHR continues to work on Civil ServiReform. These reforms focus on four broad
areas of Human Resources Management: (1) Hirindgf®ployee Investment & Performance
Management; (3) Separation; and (4) Governanceéh Bkihese areas can have a direct impact
on workforce and succession planning by allowingefificient and timely hiring, the facilitation

of more promotive hiring, more effective performamanagement, and separations policies and
procedures that meet operational needs.

Numerous revisions to the Civil Service Rules wanesented to the Civil Service Commission
in March 2009. The Commission will provide direction which recommendations and/or
policy changes it would like to pursue. In additi@HR is implementing revisions to several
DHR policies and procedures to enhance efficienciésiman resource operations.

3 Resource Guide

This section provides an overview of strategiescapturing and transferring knowledge that can
be implemented with limited resources. Such stratecan help prepare work groups to continue
providing quality services after the departure staff member due to retirement, resignation,
layoff, or promotional opportunity. In addition farmation has been collected on Citywide
internship efforts that have created interest neews in public service and have built
departments’ workforce pipeline. Lastly, we includ®rmation on the need to understand the
mindset and expectations of staff from differemigational periods, given the team-based and
collaborative nature of much of the work of Citygoyees. A more detailed narrative on these
resources is provided #ppendices B-D

This resource guide can provide staff at the warlegrlievel with tools to begin these efforts.
While workforce planning is a combination of buddeiman resources, and strategic planning,
support from management and buy-in from line siedfalso essential in order to succeed. The
Workforce Development Division of DHR provides teatal assistance to City departments in
these areas of workforce and succession planning.



3.1 Knowledge Management

Resistance to Sharing Knowledge

Though the age of information arrived with the intren of the information superhighway

known as the Internet, certain types of informatan be harder to find in government. On one
hand, the City has the Sunshine Ordinance to peowitbrmation to the public. On the other
hand, there is a wealth of information in the heafdSity workers that may or may not be shared.
During good times, employees who don’t share infdrom may do so because they like to be in
control of the information. Others may think thagy are too busy with day-to-day tasks to take
on the effort of implementing a knowledge transfgstem During tough times, such as when
layoffs threaten, hoarding information can be seea survival mechanism. Employees may see
their expertise as making them crucial to the djpema of their department, and therefore
protecting them from the possibility of layoffs.

The strategy of knowledge management is a wayntirage providing quality services to
customers and clients, to make the work of the tessiburdensome, and to provide learning
opportunities for staff. While for some staff tmeéntive of capturing knowledge means less
work for them, varied work, or the peace of mindttWwhen sick or on vacatiethe public will
continue to get quality services, it's possible f@me employees will hesitate to participate in
these efforts. Directors, managers, and supervisordielp to ease concerns of staff by being
clear about their intent for capturing knowledge.

Ways to Share Knowledge

Knowledge management is a system for finding, wstdading, and using knowledge to achieve
organizational objectives. Knowledge transfer inesl transmission (sending or presenting
knowledge to a potential recipient) and absorphigithat person or group. When an employee
leaves, his or her employer may lose the benefitafemployee’s knowledge and experience.
Unless the employer has taken deliberate steketdify and capture this information for its
own institutional memory, gaps in understanding m@yelop. These gaps could potentially
negatively impact operations, both routine and iorssritical. It is at the operational level, at
the unit and/or division level, where the changstaff has the biggest impact, and where the
needs for knowledge management and transfer areimao®diate. Many of the following
strategies can be implemented with limited staffengd do not require sophisticated technology
or a large amount of funding. Explanations and glamof these strategies are located in
Appendix B. Knowledge Management

0 Best Practices or Meetings
Communities of Practice
Critical Incident Interviews or
Questionnaires

Job Shadowing

Joint Problem-Solving
Knowledge-Sharing Technology Tools
Mentoring Programs

o O

O O0OO0OO0OO0OO0OO0OO0oOOo

o Cross-training Process Documentation
o0 Expert Systems Social Network Analysis
o Information Exchanges Storyboards

o Job Aids Storytelling

0

Job Rotational Opportunities Use of Retirees



Managing and transferring the City’s knowledge ¢stissn deciding what is to be shared, with
whom it is to be shared, and how it is to be shadretboking at the day-to-day operations of
your unit, decide what knowledge should be captaratitransferred. Not all knowledge is equal,
you do not need to capture it from everyone, noyaloneed to capture everything from any one
individual. Consider tacit knowledge; it is carri@dpeople’s minds and is difficult to access.
This knowledge often provides context for peoplaces, ideas, and experiences. Take a look at
your group’s cultural knowledge, made up of théwdes, experiences, beliefs, and values of
your organization. These norms control the way #émaployees interact with each other and with
stakeholders outside the organization. Think abimeitistorical knowledge, also known as
institutional memory, of staff. It is a collectiaf facts, concepts, experiences, and know-how
held by a group of people or individual. Lastlyjkéa look at the functional knowledge,

expertise specific to a service area or skill set.

Once the decision has been made that knowledge nede captured, getting started is a matter
of putting together a plan and executing it. Theneo formula because the operational needs of
departments and work groups will vary. However kieemind that to get people to participate

in these efforts, you have to merge knowledge ctiie and dissemination into employees’
everyday jobs, making it as easy for them to pipdie as possible. Many such efforts fail
because they add cumbersome steps to the jobseatlgloverworked employees. Managers can
create an environment conducive to knowledge tearisf providing timeand structure. This
dedicated time demonstrates management’s supptriscéffort. Lastly, while technology can
make it easier to categorize data, store it, asd fian, keep in mind that the recipient must be
able to absorb the knowledge, whether it was tratetnover the Internet or by use of a low-
tech method, such as a policies and proceduresahanu

3.2 Internship Programs

Departments throughout the City have developednstep programs to meet their needs. Often
partnering with neighboring high schools, univeesitand law schools, the City’s internship
programs target students and professionals for etitiye internship programs both paid and
unpaid, for varying lengths of time. Among the maayantages internships provide to
departments is the fact that internships offerpelme to potential future City workers.
Internships with City departments help to fostefrdarest in careers in public service.
Internships can also be a cost-efficient way fqrasttments to benefit from short-term,
administrative and/or project-specific support.B¥izing internships effectively, City
departments can actively develop an interest anmdegns in the department’s mission and
purpose as well as make interns aware of possiltig-kevel positions. As the economy begins
to improve and more City employees retire, depantsweill need to be prepared with a strong
pipeline of workers to continue services and op@nat In many cases, individuals seek
internships while attending school to get an idiethe type of work to consider pursuing upon
entering the workforce. Now is the time for depats to begin looking ahead and building
relationships with a new generation of public seetorkers.

Many City departments already recognize the vafygaviding internship programs. Through
internship programs, City departments receive sugpoprograms, projects, and other job



duties while providing interns with valuable workperience. Currently, there are nearly 40
formal internship programs with placements in depants throughout the City. A few of these
programs have been around for decades, while tharitgdhave been established during the past
ten years. At this time, the City does not havingls portal or point of contact for internship
placements in the City.

Departments interested in having interns or esthiolg an internship program should first
consider a number of logistical factors. Departraatiould initially determine whether there are
sufficient accommodations for interns. Accommodaioclude such items as work stations,
resources, and access to computer programs. Anoidger consideration will be determining
how much staff time can be devoted to an internphagram. Staff may be needed to review
applications, delegate tasks, supervise and/oranerterns, and handle any other administrative
issues that may arise during an internship. Departenwith multiple internship programs, such
as the District Attorney’s Office, often have ateimship coordinator responsible for
administration and facilitation of all internshiganally, departments may also want to consider
funding for internships. A number of the City’semiships are unpaid, but departments that have
the flexibility in their budgets can allocate morteyan internship classification. For example,
departments interested in hosting an engineericigitacture intern from the Summer Student
Intern Program are instructed at the beginningashdiscal year to set aside funding in their
budget for a 5380 Student Design Trainee | positiather departments are able to offer paid
internships through funding received from graAispendix C. Internships provides further
details on the various programs offered throughloeitCity, including departmental contact
information.

3.3 Multi-generational Workforce

The Four Generations

The City, like other major employers, has in reqgrdrs been experiencing four distinct
“generations” working side-by-side. Each such gatien has a different attitude and approach
to work that distinguishes it from the others. “@iteonalists” tend to be very loyal to one
organization and want to build a legacy. “Baby Beosii tend to build a stellar career with an
organization or two and enjoy receiving the titlest go with progressively higher positions.
“GenXers” tend to focus on their individual cargeals to build a career that fits their individual
needs. “Millenials” tend to enjoy being involvednmeaningful work for an organization and for
the other organizations, interests, and issuesinhathey are involved.

The differences among these groups, developed fisriexce and shared values, can affect
everything from work ethic and the desire for wbfé&/balance to communication and
productivity. Managers need to be aware of theSerdnces in order to recruit quality staff,
manage collaborative work teams, and develop éfegtorkforce planning strategies. Line
staff should also be aware of the attitudes offifferent groups because, given the amount of
team-based work, generational attitudes can affettt communication between individuals and

® Traditionalists/Maturers were born 1925-1942; BBiopmers were born 1943-1960; Generation Xers (@es)X
were born 1961-1981; and Millenials/Generation Y{iées were born 1981-1999.



group dynamics. Ultimately, if these differences aot addressed, the quality of services can
suffer.

Changes in the Generations in the City

In FY 2001-02, there were 2,500 Traditionalists @@dMillenials working throughout the City.
Eight years later, there are 559 Traditionalist /105 Millienial employees working
throughout the City. While research showed cleHierdinces in the groups, few experts
discussed the dynamics of four generations in thdipsector. DHR conducted a survey and
held focus groups of City employees representiegalr generations across multiple
departments and job classes to determine whetaegberiences of employees aligned with the
general literature on this subjefppendix D. Multi-generational Workforce Trends and
Researchprovides details on the data collection effort aesponses.

While some responses of participants confirmedualitis specific to their generation, other
responses did not. Employees across the generagiangs stated that they entered public
service because it seemed to be a stable carlbewiib good benefits, that they wanted to make
a difference, or that a career in public serviegred with their educational background. In
answering why they remained working for the pugbod, it was reaffirmed that regardless of
the generation, many responded that they enjoy jitiei enjoy the people they work with,

and/or work for the money/benefits. Lastly, in teraf developing a career in government, the
top response for employees was that they want toMmdved in meaningful work for the City

and for the other organizations, interests, angessn which they are involved.

Given the impact of the economic downturn on orgaiidns and individuals, the anticipated
wave of retirements may be delayed. While in regeats, Traditionalists and Baby Boomers
were leaving the workforce with GenXers filling teaship roles, the downturn in the economy
and shrinking retirement portfolios means that fradalists and Boomers may extend their
proposed retirement date, or that they may be teriag the workforce. GenXers and Millenials
expecting to progress in their careers may firdifficult to do so. Employees who are flexible
and resilient will prosper regardless of generati@ttitude. In addition, upon the economy’s
recovery, it is likely that the Traditionalists aBdby Boomers will leave en masse. The
GenXers and Millenials need to be prepared to spef new roles. They too will need to keep
in mind the generational differences and similasitin team dynamics in order to continue to
provide quality services to citizens and visitof$San Francisco.
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4 The City’s Workforce

4.1 Five-Year Trends

Five-year trends were drawn from employee datd May 31° of each fiscal yedrwith the
exception of turnover data, which uses OctoBSearid April ' data to calculate an average
number of employees during the fiscal year. In sammtances, trends data is presented
separating miscellaneous employees and safetympesdSafety personnel tend to have
different hiring and separation trends, given thiemsive testing and hiring process, the nature
of the work, and retirement criteria. The data heeefor FY 2004-05 through FY 2008-09.
Details found imPAppendix E. Citywide Workforce Analysis.

Total Number of Employees and Appointment Status
o0 Between FY 2004-05 and FY 2008-09, the City’s worké increased by 951 employees.

o Over the five-year period, the percentage of thekiwoce with Permanent Civil Service
(PSC) status employees increased 0.4%. Duringatime geriod, there was a decrease of
1.5% in Temporary Provisional (TPV) employees.

Average Age and Length of Service
0 The average age for City employees rose from 4isyad in FY 2004-05 to 47.6 years
old in FY 2008-09, and the average length of serincreased from 13 years to 13.2
years.

Citywide Internal Movement
o For miscellaneous staff, internal movement incréasech year over the over the first
four years, then dipped in FY08-09. There was & ped,943 promotions and 60
transfers at the employee’s request in FY07-08.

o For safety personnel, internal movement continoeddrease over the five-year period,
and peaked at 450 promotions in FY08-09.

o Over the five-year period, the largest number opleyees promoted into positions
within Major Service Area (MSA) B Public Works, Trgportation, & Commerce.

* Data includes employees of all City departmemisipiding the Municipal Transportation Agency (MTA)t
exclude the San Francisco Unified School Distiict @ommunity College District, the Trial Courts,vesll as
Board members, commissioners, elected officiald,tamporary exempt employees with as-needed sabedul
Technically data describes “appointments” rathantimdividuals; one individual can hold multiplepamntments,
such as a full-time nurse who sometimes works estiifss. By excluding as-needed appointments, pip@atments
generally translate to employees.

> Based on the job class, employees are either Haiseeus or safety personnel based on either thé=8mcisco
Employees Retirement System (SFERS) or the Cal#dPablic Employees Retirement System (CalPERS)
retirement eligibility requirements. Police offiseand firefighters are safety personnel under SF&RISseveral
classifications for institutional officers and Sifies deputies are safety personnel under CalPRiRsather
employees are miscellaneous.

11



New Hires

0]

Safety personnel comprised 17.9% of all new hirggnide between FY 2004-05 and
FY 2008-09. Hiring was highest, both for safetygmemel and miscellaneous employees,
in FY 2007-08.

Public Health and MTA had the largest number of ihéws steadily over the last five
years.

Both miscellaneous employees and safety persoimeel within the past five years are
more likely to be residents of San Francisco or [dateo counties, and less likely to be
residents of counties north of the bay.

Separations

(0]

For miscellaneous employees, from FY 2004-05 thndelg 2008-09, 7% of employees
left City employment due to layoffs, 38% retireddeb6% left for reasons other than
retirement or layoffs (most separations in therftgation” category are resignations).

During this same five-year period, 58% of safetgspanel leaving City employment
retired and 42% left for reasons other than ret@eim

On average over the last five fiscal years, mgsasions for both miscellaneous
employees and safety personnel were voluntary, 87@87% respectively. Involuntary
separations among miscellaneous employees weB¥@t\ghile for safety personnel the
proportion was lower at 13%.

Turnover Rates

(0]

Turnover in San Francisco during the last five gganged from a low of 5.8% in FY
2007-08 to a high of 8.5% in FY 2004-05, and avedaf.0% per year over the period.

Average turnover rates between FY 2004-05 and FOBZI® by department for the 30
largest departments in FY 2008-09 ranged from lofiv&6% in the Juvenile Probation
Department to highs of 15.4% in the Mayor’s Office.

Turnover rates between FY 2004-05 and FY 2008-0@ wigghest among employees in
the 65+ age group as employees became eligibkefioement. Turnover was also high
among those under 25, a small group where sepasatiere highest among new Q-2
Police Officers, 8300 Sheriff Cadets, and 2320 Hsirs

4.2 Retirement Data
Average Age and Length of Service

(0]

Safety personnel who retired in FY 2008-09 had évragireers (average of 30.1 years of
service) versus miscellaneous employees (25.1 péaexvice).

For disability retirements, both miscellaneous safitty personnel averaged a similar
length of service. However, safety personnel whioe@ due to a disability were younger,
45 years old versus 51.8 years old for miscellasewoployees

12



Retirement Eligibility

0]

Based on the job class, employees are either rfaseelus or safety personnel based on
either the San Francisco Employees Retirement By&$EERS) or the California Public
Employees Retirement System (CalPERS) retiremegibiity requirements. Criteria

are as follows:

» For miscellaneous employees receiving benefits UBBERS, employees are
eligible for minimum retirement benefits when thag at least 50 years old and
have at least 20 years or service, or when thegtdeast 60 years old and have at
least 10 years of service.

» For safety personnel receiving benefits under SFER®ployees are eligible for
minimum retirement benefits if they at least 50rgezld with 5 years of service
(service date prior to 1976) or at least 50 yeltsnith at least 20 years of
service (service date in 1976 or beyond).

» For safety personnel receiving benefits under CRIPEemployees are eligible
for minimum retirement benefits when they haveeast 5 years of service.

Over one-fifth (20.3%) of City employees currentiget the retirement eligibility criteria.

The top three departments with the largest numberiscellaneous employees are Public
Health (20.1%), MTA-Municipal Railway (21.4%), attte Public Utilities Commission
(20.5%), with approximately a fifth of their empk®s reaching the retirement milestone.

Of safety personnel working in the City, 27.3% has@&ched the retirement milestone.

Of the three largest unions by total number of @ygés represented, 17.3% of
miscellaneous employees represented by SEIU L&24 and 16.7% of miscellaneous
employees represented by Local 21 have reachaetirement milestone, while 26.6%
of employees represented by the Police Offices édiaion has reached the retirement
milestone.

5 Findings on the City’s Progress in Planning Effor ts

In our previous workforce and succession plannamprt, seven trends emerged regarding the
readiness and needs of City departments. Fiveeo$dkien trends still hold true:

o

Operational expertise is required:Solutions can not be decided alone by data, but
require operational expertise within the departnogmnworkgroup.

Action lags behind understanding Oftentimes, solutions to current problems are
chosen over solutions to future/long-term problems.

One size does not fit allThe problem and solution can vary greatly amongkgrmups
and/or departments.

13



o Balance in recruitment Choosing between internal and external candidagems
balancing diverse experience and perspectives yesquerience effectively navigating in
the City environment.

o0 A variety of approaches are neededl'here may not always be one solution needed to
implement change.

Additionally, there has been a shift in two of fireor trends:
o0 Public sector work is less appealinglhere appears to be an increase in the number of
younger workers that are turning to governmenterrton-profit sector for their careers.

o Recruitment is insufficient: While the recruitment process has been moremtiead
over the last two years, given the budget crigpattments have been limited in the
number of positions that can be filled. When reionent does take place, there is a larger
number of qualified candidates.

Most recently, we identified the following trenasworkforce planning efforts, as well as
current policies that affect effoft€itywide:

o Creative Staffing is Used to Develop and Implemerifforts
Very few departments have dedicated staff devatedorkforce and succession planning
efforts, but recognize the value in investing tifomethese efforts. To address workforce
and succession planning issues, some departmergsreated committees comprised of
staff from various work groups/divisions to repmgsthie operational needs. Staff meet
periodically and help drive development and impletagon of efforts.

o External Funding Can Supplement Training Costs
Departments are seeking outside funding from fotiods and private organizations to
supplement their workforce neédSuch funds are being used to develop training
programs, purchase resource materials, and prequipment that will train staff in
skills particular to their operations.

o Technology Aides in Employee Connectivity and Prodetivity
While there are some data systems that are usedggimout the City, (e.g., HR
Information System and Accounting Entry Systempatements vary in the technology
they use. Over the last two years, many departnitevis made efforts to expand their
connectivity and upgrade computer hardware anaveoft Departments with multiple
locations or employees out in the field, whichhe past had limited access to the
Internet and electronic systems, have investeldam technology. Other departments are
trying to use their systems to streamline theicpsses internally and with the public,
and even to limit their use of paper documents.

® Based on the results of analyses of quantitatidecaialitative data collected from the HR InforroatSystem,
written responses, and interviews with staff irtesta departments throughout the City

"While the FY09-10 adopted budget saw an overatiiase of training funds, of the 46 departmentsdis28
departments reduced training funds by a total d2$378. In addition, 11 departments kept theintraj funds at
the same budget level as in FY08-09, while 7 depamts had an increase in training funds totalintj7/$®49.
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o Revising Human Resources Policies and Civil Servideules is a Continual Process
Department staff echoed the concern that the hofregaff cannot be completed in the
time frame that meets their operational needs dwerrent Civil Services Rules and
policies in place by the Department of Human Resgairin order to meet the operational
needs of departments, a regular review of thess rard policies is necessary; just as the
services and work changes, so should the systedhitogeovide the workforce.

o Appendix F. Department Interviews provides qualitative and quantitative data on the

workforce drivers and efforts in the selected dapants. Appendix G. Glossary of
Terms provides definitions of key terms used througltbig report.
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http://www.ere.net/2008/11/03/succession-plannifAnrecruiting-needs-to-focus-on-internal-

movement-part-1-of-2/

Sullivan, Dr. John. Succession Planning: Why RecrgiNeeds to Focus on Internal Movement
(Part 2 of 2). November 10, 2008. Retrieved on M&rc2009
http://www.ere.net/2008/11/10/succession-plannify~necruiting-needs-to-focus-on-internal-

movement-part-2-of-2/

2 Interviews
We are grateful to the staff in the following ddpaents for sharing their time and insights with
us:
Date Department Interviewee
February 25, 2008 Civil Service Anita Sanchez, Executive Officer
Commission
January 19, 2009| Adult Probation Diane Lim, Chief Financial Officer
Department Candance Hill, Director of Investigation Division

Ernest Mendieta, Director of Community Services

Tina Gilbert, Division Director, Community
Services Specialized Division

Janine Tirado, Training Manager

January 30, 2009

Human Services
Agency

Phil Arnold, Deputy Director
Carol Sam, Interim Human Resources Manager
Arlene Laxamana, Succession Planning Manage

February 2, 2009

Public Library

Luis Herrera, City Librarian

Jill Bourne, Deputy City Librarian

Mark Vandiver, Acting Human Resources Manag
Pat Tarin, Training Officer

February 5, 2009| Municipal Alice Kwong, HR Manager
Transportation
Agency

February 9, 2009| Recreation & Park | Jared Blumenfeld, Acting General Manager
Department Kin Gee, Human Resources Manager

Dennis Kern, Director of Operations

Katharine Petrucione, Director of Administration
and Finance

Linda Martinez, Human Resources Analyst

February 17, 2009

Juvenile Probation

William Sifferman, Chief Probation Officer

Department Allison Magee, Director of Administrative Service
Louise Brooks-Houston, Director of Human
Resources
February 24, 2009 Sheriff's Jan Dempsey, Undersheriff
Department Jean Mariani, Assistant Sheriff
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Date

Department

Interviewee

February 26, 2009

Police Department

James Lynch, Assistant Chief of Police
Charles Keohane, Deputy Chief, Administration
Alice Villagomez, Human Resources Manager

February 26, 2009

Public Utilities
Commission

Michele Modena, Human Resources Manager
Linda Marini, Assistant Director

February 27, 2009

Fire Department

Joanne Hayes-White, Chief
Gary Massetani, Deputy Chief
Jesusa Bushong, Department Personnel Officer

March 5, 2009

Airport
Commission

Theresa Lee, Deputy Airport Director,
Administration

Rafael Centeno, Assistant Deputy Director

Gloria Louie, EEO Director

March 16, 2009

Department of

Vicki Hennessy, Acting Executive Director

Emergency Lisa Hoffman, Deputy Director of Administration
Management Alice Herndon, Human Resources Director
March 25, 2009 | Port Monique Moyer, Director

Lavena Holmes-Williams, HR Director

Tom Carter, Deputy Director, Maintenance Division

John Woo, Fiscal Officer, Finance and
Administration Division

April 9, 2009 Department of Steve Nakajima, General Services Agency Human
Public Works & Resources Director
Department of
Technology

April 22, 2009 | Department of Elizabeth Jacobi, Human Resources Director
Public Health

April 23, 2009 311 Customer Margaret Tseng, Agency Relations Manager
Service Center

April 29, 2009 Retirement System  Jay Huish, Defiitgctor

Dianne Owens-Lewis, HR Manager
May 27, 2009 | Controller’s Office | Written Response from:

Jeannie Wong, Director of Finance &
Administration

June 23, 2009 Public Utilities Cheryl Davis, Water Enterprise
Commission Catherine Curtis, Workforce Development for
Wastewater Enterprise
Angela Sze, Senior Personnel Analyst, Examinat
Unit
July 30, 2009 Municipal Written Response from:
Transportation Debra Johnson, Director of Administration
Agency Warren Cole, Training & Organizational

Development Manager
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1 A Case for Knowledge Management

Whenever an employee leaves a department, thattoegd loses the knowledge held by the
experienced employee. Unless the department/usitdken deliberate steps in advance to
identify and capture this information for its owrstitutional memory, gaps in understanding
may develop that could potentially negatively imtpaerations, both the routine and mission
critical tasks. It is at the operational leveltts unit and/or division level, where the change in
staff has the biggest impact, and where the neekhimvledge management and transfer are
most immediate. Many of these strategies can béeimgnted with limited staffing, and do not
require sophisticated technology or a large amotifunding.

Keep in mind that while it is important to prep&oethe possible departure of employees due to
retirements and promotions, a department/unit n&y lze impacted by vacations, medical
leaves, or other temporary changes in staffingddiermine whether your department/unit has
knowledge transfer strategies that will ensureriemployees are well equipped to assume their
duties, consider the following questions:

» Have you documented methods and procedures favaheperformed?

* Have you documented the processes, methods, émaldechniques of people with
special skills and responsibilities?

» Do your retiring employees mentor employees inuthi¢ for a period of time before they
retire?

* Do you have a communications system in place thedwages the sharing of
information on all aspects of your organizationpemtions and experience across
organizational boundaries?

» Do you record important meetings/events/presemtatim video or audiotape?

» Are records systems and series established toestisatrvaluable information on
important events or decisions is saved for an gpate period of time and accessible to
those who need it?

» Has your department considered asking for apprioeal the department head to:

o Allow a retiree's successor to be appointed topdickte or project position to
"shadow" the incumbent for a period of time soghecessor can learn the job
first hand?

0 Hire a retiree for the express purpose of miningvikdedge and expertise?

» Are systems in place to archive material criticatibcumenting the institutional history
of your department/unit?

B-1



Appendix B. Knowledge Management

Lastly, while the need to capture knowledge mag\wdent by most staff, be aware that not all
will be enthusiastic or ready to be part of thecess for a number of reasons: an already heavy
workload, fear of using a new process or technotogyapture knowledge, or fear that sharing
their knowledge may lead to their position beinghelated. Management should be aware of
these concerns and be ready to explain how captirowledge will help the team to provide
consistent quality services to their customers.

2 Knowledge Management vs. Knowledge Transfer

While the terms knowledge management and knowlédgesfer are often used interchangeably,
there is a differenc&knowledge managemen{KM) is thought of as a system for finding,
understanding, and using knowledge to achieve arghonal objectives. It is more than simply
moving or transferring files and data from one evgpk or department to another. KM allows
others to build upon a person’s life experienca \way that strengthens not only the employee,
but also the organization as a whole.

Knowledge Management
A systematic approach to finding, understanding and using knowledge to achieve organizational objectives.

Identifying & Collecting

4 N

Knowledge
Audit/Inventory
Knowledge Mapping

Storing

4 N

Document Repositories
Document
Management Systems

Transferring

4 N

Communities of Practice
Job Aids
Knowledge Fairs

Best Practices Databases Mentoring
Documenting Storytelling,
Processes Etc.
Expert Interviews
- / - / - /

Source: New York State

Knowledge transfer (KT) describes the actual movement of knowledgenfone individual to
anotheP KT involves two actions: transmission (sendingpsentindknowledgeto a potential
recipient) and absorption by that person or group.

Fortunately, not all knowledge is equal. You do meed to capture it from everyone, nor do you
need to capture everything from any one individiéls, at times, the departure of an employee
may serve as an opportunity for the departmenttorchange the work process or allocation of
workload to adjust for changes in service demands.

3 Deciding on the Knowledge to Transfer

At their most basic components, managing and teansg the City’s knowledge consists in
deciding what is to be shared, with whom it is ¢éoshared, and how it is to be shared. In looking
at the day-to-day operations of your workgroup&lm/department, what knowledge should be

8 Why Knowledge Management Transfer. New York State.
http://www.cs.state.ny.us/successionplanning/warkgs/knowledgemanagement/whyknowledge.cfm
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captured and transferred? The following types @videdge can be considered when deciding
what is to be shared:

Explicit vs. Tacit Knowledge: Explicit knowledge can be described as that whicbasily
captured, stored, or accessed. It can be sharbdawitgh degree of accuracy. Examples include
data in data systems, email messages, trainingeprspreadsheets, standard operating manuals,
or other documents. Tacit knowledge on the othadhathat which is carried in people’s minds,
and is difficult to access. This knowledge ofter@mprovides context for people, places, ideas,
and experiences. Some departments, by the veryenaittheir services, driven by legislations,
rules, and regulations, possess knowledge thaisigreto capture. Other departments may have
evolved and become a separate entity with limiietbhical knowledge; may have become more
automated due to changes in the industry; or mag ha aged infrastructure in place, which
needed to be preserved.

Employees throughout the City in serving San Fisoans learn the nuances of their work and
ultimately possess knowledge not on a job desonptinanual, or memo. It is this tacit
knowledge that is most challenging to capture. Ha@xgethere are dangers in not using tacit
knowledge. In developing new programs or improwengsting programs, oftentimes, there is
limited information for decision making if an orgaation or groups uses only explicit
knowledge based on reporting measures or datansyste

Cultural Knowledge: This is the knowledge made up of the attitudesesgpces, beliefs, and
values of an organization. Other terms include wizgional culture or corporate culture. These
norms control the way that employees interact wébh other and with stakeholders outside the
organization. They are guidelines or expectatibas prescribe appropriate kinds of behavior by
employees in particular situations and controlldbkavior of organizational members towards
one another. In addition, work-groups within thgamization/department/division may have
their own behavioral quirks and interactions, whielm affect the whole system. For example,
computer technicians will have expertise, languagd,behaviors gained independently of the
organization, but their presence can influencecthture of the organization as a whole.
Leadership may try to determine the organizationélre. They may wish to impose values and
standards of behavior that specifically reflect dbgectives of the organization.

Historical Knowledge: Also known as institutional memory, historical kredge is a
collection of facts, concepts, experiences, andwhow held by a group of people. As it
transcends the individual, it requires the ongaragsmission of these memories between
members of this group. Elements of institutionahmey may be found in corporations,
professional groups, government bodies, religiaosigs, academic collaborations, and by
extension in entire cultures. Memory depends upemteservation of data and also the
analytical skills necessary for its effective uséhim the organization.

Functional Knowledge: Functional knowledge is knowledge in a subjeet#skill that is
concrete and usable, and which the individual emateach. Functional knowledge is often
the technical knowledge needed to get the work dibiman be specific to a service area (public
works or community health) or specialists (EEO sgests or carpenters). Oftentimes, this type
of knowledge is gained through education, and afégpires certification, licenses, or degrees.
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Functional knowledge means that the candidatelestatactually perform the activity involved
and explain verbally or in writing what they ardrup

In deciding what type of information needs to bptaeed and bringing light to this potential loss
of knowledge, the challenge becomes how to selidba of knowledge management to
leadership and staff. For starters, do not labes isuch because the term causes confusion.
Everyone has a different definition of knowledgenagement. Those that have heard of failures
associated with the concept will be inherently &éthagainst your project. Instead, pitch it as a
project designetb solve a particular operational problem. Your project is much more likely to
succeed if it addresses an actual goal, like imipgpa process in order to serve the public within
a shorter period. One way to build support for adedge transfer strategy is to pilot the
method among employees who have the most to gdinvanld be the most open to sharing
their knowledge.

4 Strategies for Knowledge Storage and Transfer

Overall success in transferring knowledge depemdseople’s willingness to share their
knowledge, accumulated over the years, and in pgople’s willingness to absorb and use the
knowledge of others. Below is a list of stratedlest can be put in place rather quickly to meet
the needs of a department or small work group. Beipg on the body of knowledge to be
shared and the number of people needing to garktiiwledge, different methods may be
easier to implement than others.

Best Practices or Meetings

At a unit meeting or meeting of peers, participaftare experiences that have been successful in
accomplishing a goal, creating a product, or priogidjreat service. Discussion of these
practices often generates ideas for improvementshier units or work groups.

Four Levels of Best Practices

Good idea Unproved, not yet substantiated by data but makes a lot of sense intuitively; could
have a positive impact of business performance. Requires further review and analysis.
Good practice A technique, methodology, procedure, or process that has been implemented and has

improved business results for an organization (satisfying some element of customers’
and key stakeholders’ needs).

Local best A good practice that has been determined to be the best approach for all or a large
practice part of an organization (operating company or department level).

Industry best A practice that has been determined to be the best approach for all or large parts of
practice the organization. This is based on both internal and external benchmarking work,

including the analysis of performance data.

Source: If only we knew what we know, O’Dell and Grayson.

Communities of Practice

A ity of tice | that thaet SF Training and OD Prof essionals
community of practice I1s a group that comes gEL nenyork was established in 2000 for

in person or on-line, to share information about a employees involved in training and
common problem, issue, or topic. Computer technolq organization development throughout

enables people to share their tacit knowledge witho | the City. It meets annually and is
hosted by DHR’s Workforce

Development Division.
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being face-to-face or connecting in real time. Camities of practice generally cut across

traditional organizational boundaries.

Critical Incident Interviews or Questionnaires

This tool helps an organization capture the knogedf a worker by having him/her document
a difficult situation faced in their current jobh& respondent describes step-by-step his/her
actions and what happened as a result. Lastlpnfronted by the same situation, would they
use a different approach? These lessons can pisighiful to less experienced staff. (See

worksheet on page B-11).

Cross-training

Cross-training occurs when an experienced employee
(employee A) teaches a colleague (employee B) loow t
perform job tasks ordinarily performed by employee
Training may be formal and structured with refeeenc
manual, or may be an informal hands-on experierte w
employee B taking notes on the process.

Expert Systems

The Training Director of DHR’s
Workforce Development team trained
the trainers on the administrative tasks
for department-specific training
projects. This included the exploratory
initial consultation and drafting of the
project contact.

An expert system is usually an automated systemnizgd around troubleshooting problems.
Common or difficult problems are logged into a syst such that the information is available for

less experienced staff.

Information Exchanges

An information exchange happens when a more senio
experienced worker dispenses wisdom or knowledge t
less experienced worker. These can be events that
showcase information about an organization (career
development at a department) or topic (health bisnfeir

The Library has coffee sessions
monthly with participants of their
Leadership Training Academy: Gen PL.
The City Librarian and other division
managers share their knowledge of
being a leader, managing priorities, etc.

employees Citywide).

Job Aids

A job aid is anything that helps a person perforsthier work in the moment. A checklist or sign,
though low-tech methods, can be used to store letye or help job a worker complete a

process when the need arises. (See worksheet erBpag).

Job Rotational Opportunities

The duties of an employee in a job class can vam f
department to department based on operations. \Atinen
employee in a job class is given the opportunitywéok

in a different unit/division, s/he can use othell slets

The Controller's Office uses the 1649
Accountant Intern program as a
training program for accountants.
Interns have rotational assignments in
several departments to build their
knowledge base.

that they do not ordinarily use. They may also pipk

new skill sets, and broader understanding of thexaijpns of the unit/department.
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Job Shadowing

In a job shadow, a less experienced employee isgaiith a more experienced employee. The
more experienced employee shares his/her knowlglolget getting their work done. Oftentimes
this knowledge is gained by having the lesser a&pee worker observe more experienced

colleague in their activities to learn how theirnmexperienced counterparts approach their
work. Experts stress the importance of having firetégé” discuss their observations with the
"expert" in order to deepen their dialog and ctljigeathe knowledge transfer.

Joint Problem-Solving

Another sound approach to knowledge transfer it joi
problem-solving by expert and novice. Since peapée
often unaware of how they approach problems ohdu t
work and therefore can’t automatically generatp-ig
step instructions for doing whatever they do, hgihlem
work together on a project will bring the expert’s
approach to light. With joint problem-solving, the
"expert" and the "novice" work hand-in-hand on skta

Knowledge-Sharing Technology Tools

Technology in and of itself is not knowledge traansft
is a means of sharing/accessing information thehasy
for the user to absorb.

* Internet and intranet access

» Workplace communication (email) and databas
services

» Video services (broadcasts, SFGTV) can be us
to document processes already in place (emplo

In the Civil Servic Commission, the
Deputy Director worked closely with the
Executive Officer (EO) to strategize on
staff, budget, new programs,
knowledge management, IS issues,
etc. As a result of several years of joint
problem-solving, when the Deputy
Director became the new EO, she had
gained substantial knowledge from the
previous EO and there was a shorter
learning curve.

Various departments have used
SFGTV as repository for sharing know-
how. The 19-minute Disaster Service
Worker orientation can be streamed
through the City website. In addition,
many of the Department of Building
Inspections technical trainings are
broadcasted or available as video on
demand on-line.

(S1S]

orientations about the department), regular trammifworkplace safety), special events
(guest speakers at a conference) or for intervieitvs subject matter experts (seasoned
managers or staff that are scheduled for retirement

Mentoring Programs

An experienced, skilled employee (mentor) is paith
a lesser skilled or experienced person (protégé), thve
goal of developing or strengthening competencidb®f
protégé. This is another means of sharing inforonati
that is interactive, bringing two face-to-face hare tacit
knowledge.

The Human Services Agency had a
mentoring program which matched
front line staff with managers for
several months. The program was
supported by the leadership and gave
participants access to staff not
ordinarily available.

Process Documentation

Process documentation maps the course of a process
using flow charts or procedure manuals. The reofteh
includes the reason for the process, steps inrtheeps,
key dates, and relationships to other processes.igh

311 conducted a comprehensive
process documentation of City services
for their Communications Dispatchers
in preparation for departments
becoming integrated with the 311 non-
emergency call system.
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good way to transfer knowledge from a more expegdrworker to a less experienced one.

Social Network Analysis

Organizations looking beyond traditional knowleaganagement efforts use Social Network
Analysis (SNA) to find out how knowledge flows tlugh their organization. SNA is a process
of mapping a group’s contacts (whether persongtaifessional) to identify who knows whom
and who works with whom. It has been used to idgehbw knowledge flows through an
organization, who holds influence, who gives thstlaglvice and how employees share
information. SNA is not a replacement for tradisbknowledge management tools such as
databases or portals, but it can help companiegiigdey leaders and then set up
mechanisms—such as communities of practice—sdltbat leaders can pass on their
knowledge to colleagues. (See worksheet on page)B-1

Storyboards

A storyboard is a group of pictures that tellsastit shows graphically how someone can
perform a specific technique. This aid requirdfelibr no text to describe the process.

Storytelling

As story is a description of what happened it aagibn. Whether a fictional or real organization
story is told, a staff member is sharing their wisdand experience informally by telling a story
to a colleague.

Using Retirees

Local government has used retires in variety ofsmaymeet operational needs.
* Giving them cell phones and putting them “on ctdl'toach their replacements
» As coaches for newly promoted employees that arguite ready
» Virtual coaching by “instant messaging” as The Library has used Prop F retirees
needed to mentor incoming managers. These
* A on-site or on-line trainers mentors pass on institutional
« To document procedures or other information th] knowledge about the department, help
the new manager develop networks
they know : ;
important to the role, and provide
* As consultants insight into how the work gets done in
* Permanent part-time employment or as-needed| the City.
* Virtual work

5 Getting Started

To get people to participate in these efforts, lgaue to merge knowledge collection and
dissemination into employees’ everyday jobs, makig easy for them to participate as
possible. A lot of efforts can fail because of atldambersome steps to the jobs of already
overworked employees. Managers can create an emvat conducive to knowledge transfer
by providing time (to experiment, document processe implement other strategies). This
dedicated time demonstrates management’s supptriscéffort. Lastly, while technology can
make it easier to categorized data, store it, @33 @ on, keep in mind that the recipient must be
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able to absorb the knowledge, whether it was tratestinover the Internet or using a low-tech
method, such as a policies and procedures manual.

The following steps can be helpful, but do not 3se&ly need to be taken in this order.

1.

Initiate a culture of change: Get support fromhotbie leadership and staff to embrace
the idea of knowledge transfer.

Discuss barriers to internal transfer and how to | Barriers encountered in transferring
address them: Connecting people who have th{ know-how and practices:

1. Locked-up tacit knowledge
knowledge to those that want the knowledge. 5 “wWe're different” blinders

Employees chk funds, time,_and manggement 3. “Sorry—I'm too busy”
resources to increase capacity. There is a lack attitude
preexisting relationships, which provides the 4. Implementation is hard

higher likelihood of transferring knowledge.
There may be a lack of motivation because employegsnot see the benefit in
transferring the knowledge and best practices.

Clarify the vision and language of knowledge mamnagyet/transfer: Define for all
involved the purpose of this effort and the ternogy used, so that everyone speaks the
same language.

Find the resources: Consider the staffing levetsiad to implement a strategy, technical
tools that can be used to capture and share thel&dge, and financial resources needed
should additional staff or technology be needed.

Start on a small scale: Use a pilot project to kestwledge transfer strategies and gain
lessons. Successful results can lead to creatimgude in their use. (See worksheets on
pages B-14 and B-15).

Leverage existing approaches: Individuals, groapsd, organizations may already be
using some of knowledge transfer strategies. Byplon or enhance some of these efforts
to build momentum and start seeing results.

Measure the impact of knowledge management andfeianBecause questions will
arise as to the benefit of creating these new sysste transfer knowledge, the use of
time and resources, value and impact should betoredifrom the beginning using
performance measures, testimonials or survey regson

In the long run, organizations that implement sias to capture more of this employee
knowledge make better decisions, streamline presessduce duplication in processes, increase
innovation, have higher data integrity, and haweatgr collaboration.
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One Work Group’s Experience

DHR’s Workforce Development (WD) division experieqaicits own need to capture knowledge
due to impending changes in staffing, a leadergbgition and a critical administrator position.
In January 2008, the team consisted of 10 staffuding the Director of Training and the
Administrator positions. Staff in these two posigsovould be leaving, one due to retirement and
the other due to a planned leave. That month tlvasea team retreat to evaluate training as an
industry, the business of training in terms ofwwek of the group, and the future work of the
team. Of importance was to create a plan that wdatiiment processes, streamline workflow,
and train staff, while allowing staff to complets mission of providing planning, training and
development of the City’s workforce. The diagranoleshows the strategies that the team took
to prepare for the change and the timeline of eyexet well as who the knowledge was
transferred to.

WD Experience

[ January 2008 ] WD Retreat: Needs Assessment &
Decision to Focus on these 2 Key Positions

[ Director of Training ] [ Administrator ]

Job Analysis [ Outlining of Job Duties

Creation of Standard
Operating Procedures

& Transfer Knowledae Cross-training

[ Process Documentation

[ Strategies Used to Capture ] l

Cross- tralnmg

— ) J J

Job Shadowing
I Job Aids

A 4 [ Joint Problem-Solving

[ July 2008 ] A 4
[ Administrator Out on Leave ]
4 Y

v [ Analyst ] [ Training Team ]

[ October 2008 ] T T

v VVACANT Position

[ Administrator Takes Promotion/ ]

Director of Training Retires/
VACANT Position

N : ‘

[ WD Director ] [ Training Team ] [ Analyst ][ Training Team ]

‘, \

[ August 2009 ] [ New Administrator

T T

[ January 2009 ] A 4 : |
. 77777, |

| |

| |
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6 Worksheets and Tables

Department staff can use the following worksheatstables to implement knowledge
management efforts.
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Questionnaire to Capture Ciritical Incident Knowledg e

Directions to HR Professionals:Use this questionnaire to capture the lessons jraum
organization’s most experienced performers—paiitylbefore they retire. Send them the
guestionnaire by e-mail or by paper and ask theootoplete and return it. Then identify key
themes from all the questionnaires and be sureitd tvays to diffuse that knowledge
throughout the organization, and to less expergmaarkers, through training or through a
manual or automated system.

Directions to Workers: Before you leave this organization for retiremeve,need your help.
You have valuable knowledge that could help otleapte avoid the pitfalls you may have fallen
into as you learned and gained experience. Ple&sdime to answer the following questions
and return to [name of person] at [location/e-radiiress] by [date].

1. What is the most difficult situation you have faded/our current job in this organization?
Please describe the situation—when it occurred, wdm® involved (no names please, just
job titles), and what you did in this situationstey-step. (Please answer in the space
below; add extra paper if necessary.)

2. What happened as a result of what you did? In otloeds, what were the consequences
of your actions? (Please answer in the space belddvgxtra paper if necessary.)

3. If you confronted this situation again, how woultbyhandle it? Would you do exactly
what you did—or would you use a different approalydu would use a different
approach, please describe what it would be andywhywould use that approach. (Please
answer in the space below—and add extra papecédssary.)
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Position/Issue Needing Knowledge Transfer:
Knowledge Transfer Planning Sheet

Directions: Use this worksheet when you have an employee that is learning new functions or when there
is a function that needs to be documented or captured.

How Strategy Has How Strategy Could Be

S 5L Been Applied Applied

1. Job Aids

2. Mentoring

3. Process documentation

4. Best practice meetings or
studies

5. Communities of practice

6. Using Retirees

7. Job shadowing

8. Job rotation

9. Knowledge fairs

10. Document repositories

11. Structured On the Job Training

12. Expert systems

13. Critical incident interview or
guestionnaire

14. Electronic performance support
system

15. Storytelling

16. Storyboards

17. Social Network Analysis
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Social Network Analysis Questionnaire

The following questions are designed to identifg describe the kinds of knowledge exchange
interactions that occur within the workplace. Tikereise starts with one individual’s
interactions with customers, other staff and staldgrs. The intent is to not only list who the
interaction is with but also who initiated it, fmhat purpose, and what it involved. In addition, it
highlights the kinds of interactions that occur ifosquently and consume the most time.

The information gained provides a framework for tyyee of knowledge transfer that should be
pursued.

The exercise can be expanded to include severaidodls who work in the same
unit/organization. The results are then summaraedilaid out on a grid to pinpoint the main
areas of interaction amongst the group analyzed.

Name: Rositio

Unit: Tnn&urrent Position:

1. Who do you contact for assistance most frequenttyrder to do your job?

2. What are the most frequent issues or questiond@éopg to you? Which consume the
most time?

3. List the resources you use most frequently to alitdormation to do your job.

4. What do you consider the ten most important task®or job? Who else is able to
perform these tasks?

5. What are the ten most important things you nedchtav in order to do your job? Who
else knows this information?
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Checklist for Choosing the “Right” Strategy

1. Select strategies that advance/improve your ogratDon’t just do knowledge transfer
projects. Strategies must meet your operationals\geboth appearance and practice.
Depending on your department’s/unit’s services, solvectives could be:

* Reduce cycle times

* Reduce cost

» Enhance service provision and innovation
* Increase efficiency

2. Select strategies that have a high probabilityuotess. Particularly for your first efforts,
you want early and clear success stories to heigata and spread the cause of
knowledge sharing. How can you tell which one’&aly winner?

* Can you articulate how knowledge management wiititoute?

* What is the business importance outside the imnedser community?

* Is the strategy funded?

* Is senior management willing to champion implemeorteof this strategy?
* What's the risk associated with failure (as it te¢ato critical services)?

3. Select strategies which are appropriate for expipemerging technologies. This will
give you a head-start on the scale-up while redylgter anxiety about new systems and
capturing/accessing knowledge. To choose the figfdar your project, assess the
following:

* What is the degree of commitment and comfort ofsisath trial and error?

* Does the strategy provide the necessary attractvward that will enable the user
community to sustain themselves through change?

* Is the entire group (unit, management) compatibth the approach required?

* If we don’t apply the technology now, how difficmould it be to catch up or begin
the strategy?

4. Select strategies that have significant potentiabtiilding credibility for knowledge and

best practice transfer as a discipline within tigaaization. To make the right choice,

ask the following questions:

* What is the potential reusability of captured knesdge beyond the primary audience?

* What is the potential for learning from this stpte¢o be used as a template/ blueprint
for future efforts?

» Does the process itself require high amounts ohkedge, skills, experience, and
expertise?

» How will this strategy help us broaden the depttl e breadth of our use and
understanding of knowledge management?

» Wil the people involved in this strategy be aldehelp evolve our culture toward one
that is more “knowledge management friendly?”
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Strategies Table

This table provides a comparison of strategies leikel of effort and resources needed for

implementation.

Level of Effort People Involved Te;Zggl:gy Resources Needed
Strategy Short-termt,el;:]r:ited, long- Individuagl},rggs-on-one, Yes/No Staff, Time, Funds

Best Practices or Meetings limited group no staff & time
Communities of Practice long-term group no staff & time
g:ii%lol:ﬁgfer: Interviews or short-term individual no staff
Cross-training short-term one-on-one no staff & time
Expert Systems short-term individual yes staff, time, funds
Information Exchanges short-term group no staff & time
Job Aids short-term individual no staff
Job Rotational Opportunities long-term individual no time
Job Shadowing limited one-on-one no time
Joint Problem-Solving limited one-on-one no time
_lﬁggmi?c?:)ﬁgzz?g long-term individual yes funds
Mentoring Programs long-term one-on-one no time
Process Documentation limited individual yes staff & time
Social Network Analysis short-term individual no time
Storyboards short-term individual no staff & time
Storytelling short-term one-on-one no time
Using Retirees limited individual no funds

B-15




Appendix C. Internships

Table of Contents

N = 7= T o | (o 11 ] o [P OU PP 1
2 Internship FUNA@mMENTAlS..........coooi oo e e e e e e e e e e e e e e e e e earaaeee 1
3 TYPES Of INTEINSNIPS .. e et as 3
N [ 1 (=T S T o TN Y- g GRS 5

1 Background

Departments throughout the City have developednstep programs to meet their needs. Often
partnering with neighboring high schools, univeesitand law schools, the City’s internship
programs target students and professionals for etitiye internship programs both paid and
unpaid, for varying lengths of time. Among the maadyantages internships provide to
departments is the fact that internships offerpelme to potential future City workers.
Internships with City departments help to fostefrdarest in careers in public service.
Internships can also be a cost-efficient way fqrasttments to benefit from short-term,
administrative and/or project-specific support.B¥izing internships effectively, City
departments can actively develop an interest anmaegns in the department’s mission and
purpose as well as make interns aware of possilig-kevel positions. As the economy begins
to improve and more City employees retire, depantsweill need to be prepared with a strong
pipeline of workers to continue services and op@nat In many cases, individuals seek
internships while attending school to get an idiethe type of work to consider pursuing upon
entering the workforce. Now is the time for depats to begin looking ahead and building
relationships with a new generation of public seetorkers.

Many City departments already recognize the vafygaviding internship programs. Through
internship programs, City departments receive sugpoprograms, projects, and other job
duties while providing interns with valuable workperience. Currently, there are nearly 40
formal internship programs with placements in depants throughout the City. A few of these
programs have been around for decades, while tha&ritgdhave been established during the past
ten years. At this time, the City does not havengls portal or point of contact for internship
placements in the City.

2 Internship Fundamentals

Particularly in tough economic times, internshiffeioa way to attract new talent to the City’s
workforce. Departments interested in having intennastablishing an internship program should
consider a number of logistical factors. Through ¢burse of our interviews with City
departments currently offering internship prograths,following components were identified as
being critical to successful programs:

o0 Accommodations- Departments should first determine if theresariicient

accommodations for interns. Accommodations mayuthelavailability of work stations,
resources, access to computer programs, etc.
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o Staff Time - Another major consideration is determining how mstif time can be
devoted to an internship program. Staff time cogrsitions fall under the following
categories:

* Long-Range Planning- Planning for internship needs in advance wijuiee a
significant time commitment. Planning tasks mayude: identifying desired
intern characteristics, posting application anneuaments, determining a
screening process, handling any paperwork, anchaooalating student’s
academic schedules, when necessary. Staff maydueddo review applications,
delegate tasks, and handle any other administrasues that may arise during an
internship. Departments with multiple internshipgmams, such as the District
Attorney’s Office, often have a designated inteipstoordinator responsible for
administration and facilitation of all internships.

* Supervision—Supervision is a key element of a successfuinstep given the
training component of an internship and will reg@uarsignificant time
commitment. Effective supervision may include:@rtating a clear scope of
work, having regular check-ins, and providing oppoities for interns to discuss
career development. Departments should identifividdals who understand the
value of having interns and recognize that intepshre mutually beneficial,
interns gain on-the-job training while benefititg tdepartments they serve by
providing useful assistance and support.

0 Meaningful Assignments “With increases in the number of internships avéelab
students, it is important to articulate meaningfsgignments to prospective interns. This
is particularly beneficial if departments are calesing unpaid internships. Meaningful
assignments serve to attract interns as well gs tkesm engaged and interested in the
work of the department. Internships offer a pipeloi talent to the City. By offering a
learning experience with meaningful assignmentsseatprograms may eventually lead
interns to pursue a future career with the City.

o Funding and Other Incentives -A number of the City’s internships are unpaid, but
departments that sufficient budgets can allocateando an internship classification. For
example, departments interested in hosting an eegimg/architecture intern from the
Summer Student Intern Program are instructed abelgenning of each fiscal year to set
aside funding in their budget for a 5380 Studerdi@e Trainee | position. Other
departments are able to offer paid internshipsuiindunding received from grants.
Consideration may be made for other financial itiges such as travel reimbursements,
MUNI bus passes, etc. Additionally, some internginpgrams such as those with the
City Attorney’s Office attempt to attract interng providing opportunities to interact
with high-level officials and attend meetings whidly provide networking
opportunities for interns. These are easy, costiefit ways to generate interest among
prospective interns.

For more information on how your department cart stsing interns, go t8ection 4
Internship Matrix and contact departments directly.
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3 Types of Internships

High School Internships— High school internships are more common durr@gsummer as
students are looking for work experience and haweerflexibility in their schedules. For high
school students, internships help to develop welated skills such as time management and
organization, while at the same time educatingesttslabout careers in City government and
public service. Departments seeking high schoekrn# are typically looking for administrative
and clerical support.

o0 San Francisco YouthWorks —One of the major high school internship progranes th
City offers is San Francisco YouthWorks. Establishe1998 as part of an initiative by
then Mayor Willie Brown to provide young people lvihore opportunities to work in
local government, San Francisco YouthWorks is d paernship program for San
Francisco high school students. Participants engagareer-oriented internships in one
of over 30 departments in the City. Youth are maticlith City department employees
who provide mentorship, supervision, and trainiegigned to expose them to careers
and improve their skills in a supportive environme&an Francisco YouthWorks
typically selects over 350 students each year atedriships are funded through the
Department of Children, Youth, and Their FamiliB{YF) and the Japanese
Community Youth Council (JCYC). SF YouthWorks ipat of a long-term recruitment
strategy to address the future needs of the Gigikforce by showing local youth that
the City is a good place to work. Departments agtd in working with a YouthWorks
intern should visithttp://www.sfgov.org/site/mainpages_page.asp?id+268

o Project Pull — Project Pull is another program for high schaotients intended to
provide professional mentorship to highly-motivatpbmising high school students
from diverse communities in San Francisco. Thangight week program where interns
get a chance to explore careers in architectuggnearing, business and the sciences by
interning with a full-time City employee from a €idlepartment. Project Pull was co-
founded in 1995 by two former City employees wiik purpose of drawing young
people into public service by providing structuredntorship to motivated students who
demonstrated an interest in the fields of architegtengineering, business and the
sciences. Funding for internships comes from awabée grant with the General
Services Agency and the program is also sponsoréigebSan Francisco Public Utilities
Commission, the Department of Public Works, and Neéays Workers-SF. Project Pull
hosts approximately 40-50 interns each summerntese information on how to work
with a Project Pull intern or become a mentor, gdeeontactSfprojectpull@gmail.com

Undergraduate Internships —The City also offers a number of undergraduatemstaps.

These internships often target students with sjatifjors who are looking to gain work-
experience in their field of study. While many bése internships are unpaid, interns often can
receive academic credit for summer or school-ye@rnships.

o0 Mayor’'s Office — The Mayor’s Office hosts a number of collegiatel professional
interns with the goal of matching interns with thields of interest inside the public
service sector. Internships are unpaid and placesmange throughout the Mayor’'s
Offices including the Mayor’s Office of Public Poji and Finance, the Mayor’s Office of
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Economic and Workforce Development, the Mayor’'si€2fon Disability, and the
Mayor’s Office of Housing. Intern duties includesearch, preparing presentations and
memos, event preparation, and other tasks as assifjhere are three sessions during
the year: fall, spring, and summer. More informatcan be found at:
http://www.sfgov.org/site/mayor_index.asp?id=43725

o Summer Student Intern Program— The Student Trainee Program targets a more
specific population of interns. The Student TraiReegram is a paid program
specifically for students in various architectungfi@eering disciplines. Students must be
enrolled in an engineering or architecture progoarelated field at a community college
or university. In particular, these internshipsyide departments with students in
specialized, and often hard to recruit, fields.r€nt placements are in the following
departments: San Francisco International Airpoep&tment of Building Inspection,
San Francisco Municipal Transportation Agency, Bb&an Francisco, Public Utilities
Commission, Department of Public Works, and Re@aa& Park. Departments
interested in hosting a Summer Student Intern icahrhore information at:
http://www.sfstudentintern.org/

Graduate Internships —Students at the graduate level often assist depattmvith more
complex projects than undergraduate level intdmsome cases, smaller departments will
choose to utilize a graduate intern to supporf gtajects because interns at this level often
come in with a higher level of experience. As vather internships, many graduate internships
are unpaid.

o0 San Francisco Airport Management Intern Program —The Airport's Management
Intern program provides comprehensive exposur@pora operations and prepares
interns for a career in airport management or assiplanning for public government
and transportation entities. This is a paid inteqmerogram and is specifically designed
for students with Master’s degrees in subjects sigcAccounting, Business, Finance,
Public Administration, Public Policy, and Planning.

o Department on the Status of Women Fhere are a number of smaller departments such
as the Department on the Status of Women thatetjraduate interns as well. Typically,
these departments can accommodate one graduatedoieto staffing constraints and
these interns are generally unpaid. The Departmeftie Status of Women has
internship opportunities open to undergraduategduhe summer as well as
opportunities for graduate students during the sklear.

Law Internships — The City has a strong reputation of having respeptelic law offices.

There are a number of competitive law internshipth Ipaid and unpaid that are available for
individuals at all levels, from high school studetd professionals. Typically, these internships
target current law students and expose them tmttez-workings of a public law office.

o District Attorney’s Summer Law Clerk Program — One of the many internship
opportunities the District Attorney’s Office offeisthe Summer Law Clerk Program.
Formally established in 2002, this is a paid 124l technique program that provides
both practical training as well as courtroom ex@ece to interns. This program is
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designed for second year law students who arebtifpr certification by the California
State Bar. The District Attorney’s Office receivager 400 applications for 17 Summer
Law Clerk positions. Summer Law Clerks are expdsatifferent units in the District
Attorney’s Office and have numerous opportunitesiteract with the City’s District
Attorney as well as high-level staff.

o City Attorney’s Office — The City Attorney’s Office offers highly competigwnpaid
internship opportunities year-round. Students rbastnrolled in an accredited law
school to be eligible. Formally established in 200@ program aims to generate interest
among law students in working for a public legdicaf. They City Attorney’s Office
hosts approximately 35 interns during the summdrZanduring the school-year. The
internship program is very structured and incluidesral brown bag sessions where
interns can meet and interact with the City Attgrriaterns are invited to Board of
Supervisors, committee and client meetings, tressl depositions. Additionally, each
season the office schedules lectures, eventscamsl for the interns.

4 Internship Matrix

See tables on the following pages for a detailstthlj of program description, qualifications,
number of interns, and recruiting efforts.
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Career Provides at-risk youth, ages 18-25, with a |Youths between the Paid; Began in Recruiting is through Contact SEQinternships
Connect structured work environment in Airport ages of 18-25 who have |Varies 2004. local CBOs providing department for | @flysfo.com

Commission offices where they learn faced personal services to at-risk more

good work skills and received exposure to [challenges but youths. information.

a variety of career options. SFO partners |demonstrate motivation

with CBOs that provide at-risk youth in finding a career and

services. Referrals are made by CBOs |personal focus. Must

and selection is made by SFO. be referred by a CBO.

AIRPORT College A full-time summer internship for college |Undergraduate Paid; Varies Began in Varies by program, but in|http://www.sfg [SEQinternships
Summer students, this program offers exposure to |students. Summer 1999. general: SF& San Mateo |ov.org/site/fra |@flysfo.com
Interns diverse airport offices. County High School me.asp?u=http
Program Career Fairs; College Jwww.flysfo.c

Job Fairs; Community  |om/ (type
Job Fairs/Career Fairs; |college under
Community Based search)
Organizations; Word of

Mouth; Internet.

AIRPORT Management |This program provides comprehensive Possession of a Paid; Varies Began in Varies by program, but in|http://www.job (Apply online or
Intern exposure to airport operations and can be |Master's Degree (see |Summer 1998. general: College Job aps.com/sf/su |via mail: Airport
Program (9910 |extremely beneficial in preparing for a announcement for Fairs; Community Job p/BulPreview.a[Commission
Public Service |career in airport management or business |details) in one of the Fairs/Career Fairs; sp?R1=PEX& |Human
Trainee) planning for public government and following subjects: Community Based R2=9910&R3=|Resources,

transportation entities. In addition to Accounting, Business, Organizations; Word of 1054434 Attn: 9910
learning about SFO’s organizational Finance, Public Mouth; Internet. Public Service
structure and its management culture, Administration, Public Trainee (DP),
trainees will be expected to assist Policy, Planning, or P.O. Box 8097,
management and staff in performing related field. San Francisco,
certain regular tasks and special projects. CA 94128.

AIRPORT Project Assist  |Interns are placed in a variety of Airport  |Current enroliment in an{Unpaid,; Varies Began in Varies by program, but in|http://www.sfg |SFEQinternships

Commission offices as determined by accredited college- Varies 2001. general: SF& San Mateo |ov.org/site/fra |@flysfo.com
project needs. Interns participate in a wide|degree program. County High School me.asp?u=http
variety of activities and may be involved in [College students from Career Fairs; College Jwww . flysfo.c
project-based assignments. all academic Job Fairs; Community  |om/
backgrounds are Job Fairs/Career Fairs;
encouraged to apply. Community Based
Organizations; Word of
Mouth; Internet.
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Project Assist  [Set in a museum environment, this Understanding of basic [Unpaid; Varies Began in Varies by program, but in|http://www.sfg [SEQinternships
Library and position can provide experience in a collection management; | Varies 2001. general: SF& San Mateo |ov.org/site/fra |@flysfo.com
Museum special library, archive and/or a Knowledge of standard County High School me.asp?u=http
combination of both. library practices and Career Fairs; College Jwww.flysfo.c

procedures; Computer Job Fairs; Community  |om/

skills in standard office Job Fairs/Career Fairs;

applications; Ability to Community Based

write and communicate Organizations; Word of

clearly; Excellent Mouth; Internet.

organizational skills;

Ability to work

independently.

AIRPORT Project Assist  |Interns work with the Airport Museums, Knowledge of museum |Unpaid; Varies Began in Varies by program, but in|http://www.sfg |SFEQinternships

Museums the first of its kind in the United States of |procedures and Varies 2001. general: SF& San Mateo |ov.org/site/fra |@flysfo.com
America and now a widely imitated model |practices; Experience in County High School me.asp?u=http
for museums operating in public arenas. |art handling; Computer Career Fairs; College Jwww . flysfo.c
skills; Current Job Fairs; Community  |om/
enrollment in an Job Fairs/Career Fairs;
accredited college- Community Based
degree program; Organizations; Word of
Availability of 16 hours Mouth; Internet.
per week (two full days
is desired).

AIRPORT SFO High A program for all high school students, all [Must be enrolled in high |Paid; Year-|Varies Began in Varies by program, but in| SFO High SFO High
School Interns |counties of residence. The main goal of |school or have received [round 2007. general: SF& San Mateo |School School Interns
Program the program is to provide youth the a high school diploma County High School Interns Program,

opportunity to gain essential work skills no later than 3 months Career Fairs; College Program: Office of
while also learning about the wide variety |prior; Must be at least Job Fairs; Community  |http://www.sfg |Employment
of careers available in city government 16 years old; Must Job Fairs/Career Fairs; |ov.org/site/fra [and
and at the Airport. commit up to 10 Community Based me.asp?u=http|Community
hours/week for the Organizations; Word of  |:/mww.flysfo.c |Partnership,
school year. Mouth; Internet. om/ P.O. Box 8097,
Application: San Francisco,
http://www. flysf|CA 94128,
o.com/web/exp|(650) 821-
ort/sites/defaul [5246,
t/download/abolsfointernships
ut/jobs/pdficesf| @flysfo.com
app.pdf
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Transportation |This internship will provide students the  |Upper-division or Paid - Varies Unspecified |Varies by program, but in|http://www.sfg [SFOinternships
Planning opportunity to work on real world projects |graduate-level Varies general: SF& San Mateo |ov.org/site/fra |@flysfo.com
Interns at one of the premier international airports |transportation planning County High School me.asp?u=http
Program with one of the highest shared-ride modal |students. Career Fairs; College Jwww.flysfo.c
splits (34%) of any U.S. airport. Job Fairs; Community  |om/
Job Fairs/Career Fairs;
Community Based
Organizations; Word of
Mouth; Internet.
ARTS Gallery The SFAC Gallery Archivist Intern will Library Unpaid - |Varies Began in Partners with http://www.sfa |Aimee Le Duc,
COMMISSION Archivist oversee and execute phase two of a large |students/graduates Varies 2004. neighboring schools cgallery.org/inf |Gallery
Intern project involving exhibition archives. encouraged to apply. (e.g., Mills, UC Berkeley, [ormation.fsp?i [Manager. SF
Requires a commitment etc.) d=257082 Arts
of 5-10 hours per week. Commission
Must be available Gallery, 401
Tuesdays, Thursdays or Van Ness
Saturdays. Avenue, San
Francisco, CA
94102,
aimee.leduc@s
fgov.org
ARTS Gallery The Gallery General Intern will gain a Arts Administration, Unpaid; 5 (approx.) |Unspecified |Partners with http://www.sfa [Aimee Le Duc,
COMMISSION General Intern |greater understanding of how the Gallery |MFA, BFA, BA and MA |Varies neighboring schools cgallery.org/inf |Gallery
Position functions, and become familiar with a wide|students/ graduates are (e.g., Mills, UC Berkeley, [ormation.fsp?i [Manager. SF
variety of local and national artists and encouraged to apply. etc.) d=257082 Arts
venues. The chosen applicant will work Commission
directly with Gallery staff, Gallery artists, Gallery, 401
and other prominent arts and government Van Ness
leaders. Avenue, San

Francisco, CA
94102,
aimee.leduc@s
fgov.org.
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ARTS Public Art Each intern is paired with a staff member |Requires commitment [Unpaid; Varies Unspecified |Partners with http://www.sfar |Ellen
COMMISSION Program who works as their mentor in completing |of 8 hours/week fora  [Varies neighboring schools tscommission. |Shershow,
projects for the Public Art Program. minimum of three (e.g., Mills, UC Berkeley, |ora/pubartcolle [ellen.shershow
Internship provides orientation, training, |months. etc.) ction/about- @sfgov.org.
evaluation and recognition for interns and pubart/2008/10|(415) 252-
is considered as an educational outreach [19/public-art- [2594.
service that helps to expand and diversify opportunities/
community interaction. Interns gain
valuable experience and insight into the
structure and operation of a governmental
arts agency and make useful professional
contacts.
CITY ATTORNEY |Office Intern The San Francisco City Attorney's Office |Students currently Unpaid; 35 Formally Partners with schools http://www.sfg [Marisa Moret,
Program offers clinical, volunteer and work-study |enrolled in an Fall, (Summer); [institutional-  [nationwide including ov.org/site/city [Managing
internships to law school students. When |accredited law school. |Spring, approx 25 |ized in 2003. |[former alma maters of |attorney page.|Attorney. City
appropriate, interns are invited to Board, |Must be able to work a [Summer |(Falland |The program |[staff. Lawyers are sent |asp?id=18946 [Hall, Room
committee and client meetings, trials and |minimum of 10 Spring) is not to on-campus seminars. 234, 1Dr.
depositions. Additionally, each season the |hours/week during expected to Carlton B.
office schedules lectures, events and spring and fall. Must be expand Goodlett Place,
tours for the interns. Events vary able to work a minimum despite the San Francisco,
depending on the season and have of 20 hours/week in the high demand CA 94102.
included: a tour of Pacific Bell Park, a ride |[summer. for internships. Note:
on a Fireboat, a tour of the Animal Care Applications
and Control facility, a tour of the Youth submitted via
Guidance Center and an insider's view of email or fax will
the courts. not be
considered.
CONTROLLER 1649 Interns are trained and mentored by Knowledge of the Paid; Full- |Varies Unspecified |Unspecified http://www.job [Mirna Palma,
Accountant higher-level, experience accountants Generally Accepted time, 18 aps.com/SF/sp|(415) 554-
Intern throughout the City and County. To Accounting Principles  [months ecs/classspec |7530,
Program provide Interns with optimum training and |and Government display.asp?Cl |mirna.palma@
experience citywide, they participate in Financial Reporting assNumber=1 |sfgov.org

two 9-month rotations, generally at two
different departments.

Requirements;
knowledge of the
principles and practices
of accounting
specifically associated
with a four year
bachelor's degree in
Accounting.
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TechConnect/ |The TechConnect/Digital Inclusion Undergraduate or Unpaid; 2 Formally Partners with http://www.sfg |Emy Tseng,
TECHNOLOGY Digital program provides many opportunities for |graduate level students. [Summer, [(Summer); |began in 2007.|neighboring schools ov.org/site/ma [Project
Inclusion interns with technology, marketing, School- 1 (School- |[It has been (e.g., UC Berkeley's yor_page.asp? [Manager,
communications or managerial interests. Year Year) difficult to externship program id=50101 emy.tseng@sfg
expand due to [where employers apply ov.org
program'’s to be included).
relative
newness as
well as staffing
constraints.
DEPT ON THE School year or |The Department on the Status of Women |Undergraduate summer [Unpaid,; 3 Began in 2005 |Recruitment is http://www.sfg [Laura Marshall,
STATUS OF Summer focuses on the advancement of women |interns and graduate- [Summer, |(Summer); |(approx). Has [performed at UC ov.org/site/dos |Administrative
WOMEN Internships and women's policy. Interns may have level school-year School- lor2 not expanded |Berkeley and SF State's |w_index.asp?i |Analyst. 25
the opportunity to specialize in one interns. Year (School- much due to |graduate school d=72066 Van Ness
program, or may support the work of year) staffing (specifically students Avenue, Suite
many or all of these projects. constraints.  [pursuing Master's 130, San
degrees in Social Work). Francisco, CA
94102, (415)
252-2578,
laura.marshall
@sfgov.org
DISTRICT Interns The San Francisco District Attorney’s High school and college Unpaid; 10- Formally Unspecified http://www.sfg |SEDAinternship|
ATTORNEY Office offers internship positions for students; Must maintain |Fall, 20/session |began in 2004, ov.org/site/fra |@gmail.com
undergraduate and high school students |a consistent schedule; |Spring, but there have me.asp?u=http
with an interest in criminal justice who Must attend mandatory |Summer always been Jlwww.sfdistric
seek exposure to the unique and diverse |training sessions every interns. tattorney.org/ -
opportunities the SFDA office offers. Tuesday from 4:45 pm Program has Go to About
to 5:45 pm. grown Us, then
exponentially. Employment &
Internships
DISTRICT Law School The goal of this program is to further Students attending Unpaid; 30- Formally Partners with http://www.sfg |SEDAinternship|
ATTORNEY Fellows students' understanding of, and ability to  |participating law Fall, 40/session |began in 2004,[neighboring schools and |ov.org/site/fra |@gmail.com
apply, legal principles learned in the schools are eligible to  |Spring, but the attends career fairs me.asp?u=http
classroom to actual legal issues, as well |apply. Summer informal across the country. JIwww.sfdistric
as the varied work of the District program has |Perform on-campus tattorney.org/ -
Attorney’s Office. Law School Fellows will run for an interviews (OCI) with law [Go to About
be assigned to different units within the undetermined |students. Recruiting Us, then
District attorney’s Office, but will be number of efforts are very Employment &
required to float within the department years. extensive. Internships
when the need arises. Program has
grown

exponentially.
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Interns will be responsible for a wide

Law students in all

Unpaid;

30-

Formally

Partners with

http://www.sfg

SEDAiInternship|

ATTORNEY variety of both clerical and legal tasks stages of their legal Fall, 40/session |began in 2004,[neighboring schools and |ov.org/site/fra |@gmail.com
throughout the office such as reviewing  |education; desired Spring, but the attends career fairs me.asp?u=http
police reports, contacting and commitment of 20 Summer informal across the country. JIwww.sfdistric
subpoenaing witnesses, victims and hours/week. program has |Perform on-campus tattorney.org/ -
police officers, assisting attorneys in court run for an interviews (OCI) with law [Go to About
with pre-trial conferences and hearings undetermined |students. Recruiting Us, then
and researching and drafting court number of efforts are very Employment &
motions. years. extensive. Internships
Program has
grown
exponentially.
DISTRICT Summer Law |The program is designed to give law Second year law Paid - 17 Formally Partners with http://www.sfg [SEDAinternship|
ATTORNEY Clerks clerks exposure to the different students who are Summer began in 2004,|neighboring schools and |ov.org/site/fra |@gmail.com
departments of the District Attorney's eligible for certification but the attends career fairs me.asp?u=http
Office while providing them with the by the California State informal across the country. JIwww.sfdistric
practical experience necessary to become|Bar are encouraged to program has |Perform on-campus tattorney.org/ -
effective litigators. Summer Law Clerks  |apply. run for an interviews (OCI) with law |Go to About
participate in an extensive 12 week trial undetermined [students. Recruiting Us, then
technique program that includes both number of efforts are very Employment &
practical training as well as courtroom years. extensive. Internships
experience. Program has
grown
exponentially.
ETHICS Interns for Interns may work in any of the areas that |An interest in municipal [Unspecifie |Varies Unspecified |Unspecified http://www.sfg [San Francisco
COMMISSION Public Service |are subject to the jurisdiction of the government and d; Varies ov.org/site/ethi [Ethics
Projects Commission, such as campaign finance |politics, excellent work cs_page.asp?i |Commission:
reporting, campaign consultant and habits, knowledge of d=31474 (415) 252-
lobbyist registration and reporting, and Windows-based word 3100,

conflicts of interest law application.
Because some of our work involves
confidential documents, interns must
exhibit the highest degree of discretion. All
interns receive supervision and can
acquire a wealth of experience in and
knowledge about local government.

processing,
spreadsheet and
database applications,
preferably in Microsoft
Word, Excel and
Access, excellent
attention to detail, and
excellent
communication and
interpersonal skills.

ethics.commiss
ion@sfgov.org

C-11




Appendix C. Internships

HEALTH SERVICE [Employee Interns assist in providing solution focused|Graduate students in ~ |Unpaid; 9 |1 to Unspecified |Send resume and letter |http://www.sfg [Jeff Lintner,
SYSTEM - EAP Assistance brief therapy for individuals and couples; |psychology. months 2/session of interest to: Jeff ov.org/site/sfd [MFT, CEAP,
Program providing psychosocial assessments; Lintner, MFT, CEAP, hr_page.asp?i |jeff.lintner@sfg
Clinical developing goal-focused treatment plans; jeff.lintner@sfgov.org d=46979 ov.org
Internship keeping rigorous case notes; co-leading
workshops/groups; and acting as liaison
between clinical concerns of client and
organizational concerns of
supervisor/manager.
HUMAN RIGHTS ([Interns Interns work with the HRC staff on a High school, college, Varies; 6-8/session |Over 25 years [Recruits at the Public http://www.sfg |Larry Brinkin,
COMMISSION number of projects including: graduate, and law Summer, ago - The Interest Law Day at ov.org/site/sfh |Senior
discrimination complaints, investigations, |school students. School- Human Rights |Hastings. Partners with |umanrights_in |Manager, (415)
mediations, fair-housing, LGBT issues, Year Commission [neighboring schools dex.asp?id=10 |431-5764,
etc. This program is designed to help has been (e.g., Stanford, UC 880 larry.brinkin@sf|
interns become engaged in public interest hosting interns|Berkeley, SF State, etc.). gov.org
issues. informally
since the early
1980s.
LEGISLATIVE Legislative Interns work under the direction of Ideal candidate is Unpaid; 2/session |Began in Partners with http://sfgov.org [Office of the
ANALYST OFFICE |Analyst Intern  |Legislative Analyst staff. The duties of a  [pursuing or has Fall, 2002. neighboring schools [site/bdsupvrs_|Legislative
Legislative Analyst include research, completed a BA/BS or [Spring, (e.g., Goldman School of [index.asp?id=2|Analyst, RE:
analysis and preparation of reports, MA/MS degree in a Summer Public Policy, State 9076 Legislative

presentations before committees of the
Board of Supervisors, and consultations in
specific policy areas. Interns assist
Legislative Analyst staff with research and
data collection, interviewing of City
officials and other stakeholders,
attendance at committee and full Board
meetings, and preparation of written
reports.

social science
(sociology, economics,
public policy, etc.).

colleges; USF; East Bay;
Stanford, UC Berkeley,
etc.) and attend Career
Fairs.

Analyst Intern,
City Hall, Room
270, 1Dr.
Carlton B.
Goodlett Place,
San Francisco,
CA, 94102-
4689; Gabriel
Cabrera, (415)
554-7787,
gabriel.cabrera
@sfgov.org
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MAYOR'S OFFICE [Interns This program is designed to immerse Open to students and  |Unpaid; Varies Unspecified [Unspecified Mayor's mayor.internshi
collegiate and professional interns in city |graduates. Strongly Fall, Office p@sfgov.org
government by matching interns to their  |encourage commitment |Spring, Internship
fields of interest inside the public service [of at least 15 Summer Program:
sector. In the spirit of diversity and hours/week. http://www.sfg
progressivism that characterizes San ov.org/site/ma
Francisco, the Mayor’s Office welcomes yor_index.asp?
intern candidates of various backgrounds id=43725
who wish to bring innovative ideas from List of
their communities to City Hall and from Offices:

City Hall to their communities. http:/mww.sfg
ov.org/site/ma
yor_page.asp?
id=50101

MULTI-AGENCY  |[Summer The Summer Student Intern Program College students Paid - 100 Over 20 years |Recruiting involves multi- | Internship studenttrainee

Student Intern |seeks student interns for various studying Engineering, |Summer |(approx) ago - A agency commitment. Announceme |@flysfo.com
Program - architecture/engineering disciplines to IT, and GIS. number of City|Outreach is done at nt:

Architecture/E |provide support to in-house engineering, departments  [neighboring universities. (https://attachm

ngineering architecture, landscape architecture, were ents.dabbledb.

planning, surveying, GIS staff. Interns will separately com/prtopics/8

work in City departments and gain on-the- recruiting 397/13941/file

job experience under the guidance of interns with s/2009%20SF

experienced professional engineers, backgrounds MTA-

architects, planners and surveyors. in engineering DPT%20Flyer.

and other pdf
specialized Internship
skills. It was Application
decided that Link:

efforts be http://www.sfst
consolidated udentintern.org
under the /

umbrella of B

one program.
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MULTI-AGENCY  |YouthWorks San Francisco YouthWorks is a career-  |High school students Paid; Fall, |200 Began in 1997 |Recruiting is performed |SF San Francisco
Internship oriented internship program for high (10th, 11th, or 12th Spring, (approx) as part of an [for every session at local | YouthWorks: [YouthWorks,
Program school students. Participants engage in  |grade); Resident of San [Summer initiative of schools and job fairs. http://www.sfyo[1596 Post
career-oriented internships in one of over |Francisco; Can work a Mayor Willie |The goal is to attracta  |uthworks.org/ |Street, San
30 departments of the City & County of minimum of 5 Brown to diverse group of youth SFYouthWork |Francisco, CA
San Francisco. In addition to their hours/week (school provide young |and get them interested |s Fact Sheet: |94109, (415)
internship participants are able to access |year) and 10 people with in the program. http://www.sfyo|202-7911,
ongoing Career Development Workshops |hours/week (summer). more uthworks.org/Y|Information@S
and leadership opportunities through the opportunities W FactSheet4|FYouthWorks.o
Youth Leadership Team, as well as fun to work in Yo_uth_pdf rg,
and educational events. Youth are local
matched with city department employees government.
who provide mentorship, supervision and
training designed to expose them to
careers and improve their skills in a
supportive environment.
MUNICIPAL SFMTA Student interns are paired with permanent |Undergraduate or Paid; 20 (approx) |Began in 1992 [Recruitment of Contact 1 South Van
TRANSPORT- Summer Intern [employees who work within a specific graduate level students [Summer with 3 college |undergraduate and department for [Ness Avenue,
ATION AGENCY  |Program section of the Municipal Transportation studying engineering or students and |graduate students in more 3rd Floor, San
(MTA) Agency. The mentors and interns work in [planning. has since engineering or planning |information. Francisco, CA,
teams on specific projects. In addition to expanded to |[fields occurs each 94103
their usual work schedule, students hiring winter/spring. Program
participate in a weekly training program approximately |notices are sent to
where permanent employees get the 20 college universities around the
opportunity to instruct the intern class in students each |country. The City
their specialty in transportation summer to typically receives over
engineering or planning. work in the 100 applications per
agency's year, and approximately
traffic 30 candidates are invited
engineering  |for interviews.
and planning
divisions.
OFFICE OF School year or [An internship with OSB will provide you  |Summer program open |Unpaid; Summer (2-|Began in Online via website http://www.sfg [Office of Small
SMALL Summer with valuable government and policy to high school, Summer, [3); School- [2008. ov.org/site/sbc |Business, City
BUSINESS Internships experience, a chance to meet senior City |undergraduate or School- year (1). page.asp?id=|Hall, 1 Dr.
officials, and the opportunity to network  |graduate students. Year 82615 Carlton B.

and make contacts for future jobs. There
are three possible areas that would
benefit from internship assistance: Small
Business Assistance Center; Policy; and
Data Systems and Content Management.

School-year program
open only to graduate
students. Interns
should expect to
commit to at least 6-10
hours per week,
depending on
scheduling and
academic
requirements.

Goodlett Place,
Suite 110, San
Francisco, CA
94102, (415)
558-7844 (Fax)
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PLANNING Summer The Planning Department offers full-time, |Varies Paid; Unspecified  |Online via website http://www.sfg |S.F. Planning
Planning paid summer internships. Interns work on Summer ov.org/site/pla [Department
Internships projects identified by the department for nning_index.as|Internship
12 weeks. Projects vary by need for p?id=74082 Program, Attn:
interns. Nora Priego-
Ramos, 1650
Mission Street,
Suite 400, San
Francisco, CA
94103; Nora
Priego-Ramos,
(415) 558-
6399,
nora.priego@sf
gov.org
POLICE Police The San Francisco Police Department Applicants must be Unpaid; Varies Unspecified [Unspecified http://www.sfg |Lt. Valerie
Internship offers an unpaid college internship for enrolled in a college Fall, ov.org/site/poli (Agard, Juvenile
Program students who are interested in exploring |level program with a Spring, ce_index.asp?iland Family
career options within law enforcement. minimum 2.0 GPA, Summer d=29947 Services, 3401
must be a U.S. citizen, 17th Street,
must have a driver's San Francisco,
license, pass a CA 94110
background check, and
be available to work a
minimum of 12 hours
per week.
PUBLIC Volunteer The Volunteer Attorney Program is a Recent Law Graduates; (Unpaid; Varies The VAP Partners with local law  |http://sfpublicd |Volunteer
DEFENDER Attorney highly competitive program that offers Attorneys Full-time, 4 program schools and many out-of-|efender.org/ca [Attorney
Program both recent law graduates and attorneys month started out as |[state schools including: |reers/volunteer{Program, (415)
from private law firms full-time work commitme a "loaner" Harvard, Yale, NYU, attorney- 553-9630.
experience handling misdemeanor cases. nt program with |Columbia, Georgetown, |program/
The program benefits private law firms as Pillsbury University of North
their associates gain invaluable Madison & Carolina, Tulane, etc.
experience trying cases before juries. Law Sutro about 30|Online applications are
graduates and attorneys gain extensive years ago. also accepted.

training in trial skills, evidence and
courtroom protocol.
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PUBLIC

Volunteer

The Volunteer Internship Program (VIP)

Law students;

Unpaid;

Varies

Over 30 years

Partners with local law

http://sfpublicd

Sandy Chan;

DEFENDER Internship provides internship opportunities for law |Paralegals; Summer ago. schools and many out-of-|efender.org/ca [Sandy.Chan@s|
Program (VIP) |[students, paralegals, investigators, Investigators; College state schools including: |reers/summer- |fgov.org; Kathy|
college students and volunteers who are |students; Volunteers Harvard, Yale, NYU, and-semester- |Asada;
interested in receiving hands-on Columbia, Georgetown, |associates/ Kathy.Asada@
experience meeting with clients, writing University of North sfgov.org
motions, conducting investigations and Carolina, Tulane, etc.
assisting attorneys in trial. Online applications are
also accepted.
PUBLIC Student The San Francisco Public Utilities Must be attending an  [Paid; Varies Unspecified [Unspecified http://www.job |1 South Van
UTILITIES Design Commission seeks student design accredited Engineering |Varies aps.com/sf/su |Ness Avenue,
Commission Trainee |, I, & [trainees (interns) for various engineering |and Planning degree p/BulPreview.a|4th Floor, San
M disciplines to provide support to in-house [program. Must be sp?R1=TEX& |Francisco, CA,
Engineering, Planning, and Surveyor returning to their R2=5380&R3=(94102,
staff. Trainees will gain on-the-job undergraduate program 054682 jobs@sfwater.o
experience under the guidance of or entering a graduate rg
experienced professional engineers, program the following
planners and surveyors. Fall.
PUBLIC WORKS |Public Affairs  [The Public Affairs team needs energetic |Graduate students Paid; 6 1 Began in 2005 |Recruiting is performed |http://www.sfg |Christine
Internship self-starters to assist in web content month, - Has not at UC Berkeley and SF  |ov.ora/site/sfd |Falvey: (415)
Program management, special event coordination, Year-long really grown |State graduate schools |pw_page.asp?i(554-6931,
program development, community because there |(particularly for MPA d=32987 Christine.Falve
outreach, and media relations. is no needto |students). y@sfdpw.org
expand.
PUBLIC Project Pull Project Pull is committed to diversifying  |Residents of San Paid; 40-50 Began in 1995 [Recruiting is performed |http://www.sfg (Cindy Aguilar:
WORKS/PUC Internship the San Francisco City and County Francisco; Attend Summer  |(approx) (14 yrs) and |at schools with the goal |ov.org/site/proj |Project Pull
Program workforce so that it reflects the San school in San has expanded |of increasing minority ectpull_index.a|lnternship

Francisco community. During the eight
week program, interns get a chance to
explore careers in architecture,
engineering, business and the sciences
by interning with a full-time City employee
from various City departments.
Placements include: DPW, PUC, MTA,
PRT, and DBI.

Francisco; Students
entering junior or senior
year in high school or
freshman year in
college; 3.0 minimum
GPA for most recently
completed semester.

significantly.

representation in the
fields of Architecture and
Engineering. (targeting
those in the southeastern
part of the City).

sp

Program, 875
Stevenson St.,
Rm 470, San
Francisco, CA
94103, (415)
554-6037,
Sfprojectpull@
gmail.com
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1 Background

The City, like other major employers, has in reggrdrs been experiencing four distinct
“generations” working side-by-side. In FY 2001-@2re were 2,500 Traditionalists and 22
Millenials working throughout the City. Eight yedater, there are 559 Traditionalists and 1,105
Millenials working throughout the City. The differees among these groups, developed by
experience and shared values, can affect everytfongwork ethic and the desire for work/life
balance to communication and productivity. Managexsd to consider these differences in
order to recruit quality staff, manage collaboratwork teams, and develop effective workforce
succession planning strategies. Below are attitoflése four generations and how they affect
career goals:

o Traditionalists/Maturers (born 1925-1942): Traditionalists believe thatrapa
good job is the most important thing. They alsodwe that age is equal to
seniority and that promotions come from that setyiofhe company is always
first with this generation, and it is not uncomnfonTraditionalists to stay in the
same job with the same company for their entirekingrlives.

o Baby Boomers(born 1943-1960): Baby Boomers define their watieby how
many hours they put in at work. They invented t@gfus hour work week to
maximize their “face time” at work which they beleeis vital to their success.
They expect loyalty from those they work with.

0 Generation Xers(born 1961-1980): They, GenXers, have developedthtude
that “this company never promised you anything.éylare the first generation
that will financially not do as well as their patenThey respect production over
tenure and look for a person to whom they can inlegslty, not a company.

o0 Millenials/Generation Y/Nexters (born 1981-1999): They are ambitious, but not
entirely focused. They look to the workplace faedtion and to help them
achieve their goals. Millenials possess an espgdiagjh expectation for bosses
and managers to assist and mentor them in attainohémeir professional goals.

To develop a better understanding of the diffegamterations among City managers and
supervisors, the Department of Human Resources (iffBrs a half-day workshop entitled
Multi Generational Dynamics. The workshop provides staff with the diversitywork

philosophies and worldviews of these four groupspids covered include how core values differ
and how each generation defines success. Superlgson to utilize the strengths of each group
to maximize team performance.
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2 Multi-generational Workforce Analysis

o The percentage of City employees that are Traditists has steadily been declining
over the last five years. Millenials are the latggswing employee type, having
increased over 1,300% in five years.

City Employees by Generation

Generation FY05 FYO06 FYQ7 FY08 FYQ9
Traditionalists 4.7% 3.7% 3.0% 2.3% 2.0%
Boomers 56.5%]| 54.5%| 52.0%] 49.7%| 47.6%
GenXers 38.6%]| 41.2%| 43.6%] 45.9%| 46.6%
Millenials 0.3% 0.6% 1.3% 2.1% 3.9%
Source: HR Information System

City Employees by Generations

60.0%

50.0% N

40.0% ?(‘/‘-— —o— Traditionalists

30.0% Boomers
=t GenXers

20.0% == Millenials

10.0%

ooy L ETTT——A—

FY05 FY06 FYO7 FY08 FYO09

o With the exception of Millenials, all other geneoatal groups have shown a steady
incline in their length of service with the City.

Average Length of Service by Generation
Generation FYO5 FY06 FYO7 FY08  FY09

Traditionalists 18.7 19.0 19.4 19.6 20.1
Boomers 16.3 16.6 16.9 17.2 17.7
GenXers 7.6 8.0 8.2 8.4 9.2
Millenials 1.7 1.5 1.4 1.7 2.6
Citywide Average 13.0 13.1 13.0 12.9 13.2
Source: HR Information System
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Average Length of Service by Generation
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o Over half of the workforce for Public Health, theiMcipal Transportation Agency,
Public Utilities Commission, Airport, Department®tiblic Works, and Recreation &
Park Department are Baby Boomers. Over half of eggas in the Police, Fire, and
Sheriff's departments are GenXers and they alse havigher percentage of Millenials
in their workforce. Safety positions in these dép@&nts have minimum qualifications
requiring fewer years of experience and educatlmreby opening the door to civil
service for candidates with limited work experieaoel education.

Generations in the 10 Largest Departments
Total Traditio- Boomers GenXers Millenials

Department Employees = nalists

PUBLIC HEALTH

MTA - MUNICIPAL RAILWAY 5,017 2.6% 54.9% 40.8% 1.7%
POLICE 2,807 0.8% 34.6% 56.1% 8.5%
PUBLIC UTILITIES COMMISSION 2,009 2.5% 52.0% 42.7% 2.7%
HUMAN SERVICES AGENCY 1,787 2.3% 48.9% 46.2% 2.6%
FIRE DEPARTMENT 1,588 0.4% 30.6% 65.6% 3.5%
AIRPORT 1,347 2.8% 56.7% 39.0% 1.5%
GENERAL SERVICES AGENCY - PUBLIC WORKS 1,171 2.2% 50.0% 41.8% 6.1%
SHERIFF 1,085 0.3% 28.0% 62.1% 9.6%
RECREATION AND PARK DEPARTMENT 822 1.8% 57.1% 38.9% 2.2%
Source: HR Information System, data for FY 2008-09

o Within miscellaneous employees, the highest peaggnis Baby Boomers (50.9%),
while for safety personnel, the highest percentaggenXers (61.5%). There is a higher
percentage of GenXers and Millenials working iresajob classes than in miscellaneous
positions.
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Miscellaneous vs. Safety Employees by Generation

Employee Type Total Employees | Traditionalist Boomers GenXers Millenials
Miscellaneous 23,523 50.9% 43.4% 3.4%
Safety 4,996 0.5% 31.8% 61.5% 6.2%
Total Employees 28,519 2.0% A7.7% 46.6% 3.9%
Source: HR Information System, data for FY 2008-09

o0 The top ten positions held by Millenials are ereyel positions; the highest
concentration of Millenials holds the position of2ZPolice Officer. These top ten
positions are generally full-time positions. Bo#fiety positions and registered nurse
positions tend to have non-traditional work schedul

Top 10 Jobcodes Held by Millenials
Jobcode Description Total

Q2 Police Officer 207
2320 Registered Nurse 68
8300  Sheriff's Cadet 42
H3 Firefighter/Paramedic 41
8302  Deputy Sheriff | 35
3602 Library Page 32
7501 Environmental Service Worker 31
8304  Deputy Sheriff 27
5201  Junior Engineer 26
5203  Assistant Engineer 26
Total for Top 10 Jobcodes 535
Total Millenials 1,105
Source: HR Information System, data for FY 2008-09

o For Traditionalists, the number one job is tha82®1 School Crossing Guard. These top
ten positions are generally full-time positionsthwmany being held in the Department of
Public Health, Airport, and the Municipal Trans@ion Agency.
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Top 10 Jobcodes for Traditionalists

Jobcode Description Total

8201  School Crossing Guard 36
2708 Custodian 27
9163  Transit Operator 27
1426  Senior Clerk Typist 18
1424  Clerk Typist 11
2232  Senior Physician Specialist 11
2320 Registered Nurse 9
2905  Senior Eligibility Worker 9
7334  Stationary Engineer 9
2736  Porter 8
2912  Senior Social Worker 8
7514  General Laborer 8
Total for Top 10 Jobcodes 181
Total Traditionalists 559

Source: HR Information System, data for FY 2008-09

3 Workforce Dynamics Impacted by Multiple Generatio  ns

More and more research is being conducted on thkferoe dynamics experienced by multiple
generations in the workplace. The dynamics crelayettie different generations working
together affects workforce and succession planeifayts for the entire employee life cycle,
from hiring and supervising to developing skillsssend keeping employees engaged. In
addition to a literature review, DHR conducted aeseof focus groups with City employees and
used an on-line survey to collect qualitative datahe attitudes and beliefs of City employees
from all four generations. Topics covered inclusdd/ employees entered/remain in public
service; attitudes about career advancement; toatganage time and communicate; feedback
and guidance from supervisors; working in teamsd; lz@nefits, programs, polices that are
important to keep them working for the City.

In the Fall of 2008, DHR held nine focus groups Bty employees representing 31 departments

and 53 job classes participated. In addition, IBfleyees representing all 8 occupational
groups took the on-line survey.

Focus Group Participants

Generation # )
Traditionalists 7 9%
Boomers 33 41%
GenXers 32 40%
Millenials 9 11%
Total 81 100%
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Survey Participants by Generation

Survey Participant

Research

s by Occupation

Generation # % Occupation # %
Traditionalists 7 5% Administrative Support 52 35%
Boomers 69 46% Official/Administrator 19 13%
GenXers 46 31% Paraprofessional 10 7%
Millenials 28 19% Professional 54 36%
Total 150 100% Protective Service 3 2%

Service Maintenance 4 3%

Skilled Craft 2 1%

Technician 6 4%

Total 150 100%
4 Preliminary Findings on the City’s Changing Workf orce

Given the research on generational differenceshaeght the attitudes of City employees

would be reflective of their generation. While thevere differences in some values of our focus
group participants, we cannot say if it's due teitlyenerational experience or the reality that the
City’s workforce is diverse, with many employeesing grown up abroad or having come to

the U.S. later in life. There were some differenoesveen the groups, such as the idea of
teamwork, from the very collaborative efforts oflMnials to the individualist Gen-Xers. Other
responses ranged from the Millenials that like irdrate results and feedback to Boomers that
assume no feedback means no problems exist. Wimie younger employees veered towards
more use of technology, some older employees setoridg@ a more a personalized approach to
relationship building in their work. On the one dawhile some Boomers were of the mind that
one must pay their dues to climb up the careerdgdabme younger workers want the flexibility
to move around or promote based on talent, nobggniln the end, while the research

highlights the differences, our results showed thate were more similarities among employees
across the different generations.

Based on the data collected, while there were siffesences among these groups, developed
by experiences and shared values, oftentimes tmhing goal of serving the public good
bridged the gaps between the generations. Managiéreed to consider these attitudes in order
develop effective workforce succession planningtstries. Given the rising cost of healthcare,
the decline in value of personal retirement accguamd the increase in the cost of living,
workers may not retire as they become eligiblebkemefits. Employers need to adapt to
employees whose desire for work/life balance isemportant than ever, and who will change
jobs and careers more often than prior generations.

With Traditionalists and Baby Boomers leaving therkforce, an increase in the GenXers filling
leadership roles, and Millenials joining the wonkde, the following trends emerged from our
data gathering.

Entering public service: The top three reasons employees entered publicegacross
multiple generations, are wanting a stable caréiér good benefits, wanting to make a
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difference, and that public service aligned witt/lner educational background. Additional
reasons included knowing someone who has/had adewecareer in public service, being
interested in a particular department/agency, notng what else to do, having a limited
amount of work experience, thinking that gays wdwgdreated equally, and wanting to work in
a particular industry.

Remaining in public service: The top three reasons employees remain workinthéeCity,
across multiple generations, are enjoying his/bler ¢njoying the people he/she works with, and
the money/benefits of City employment. Addition@sons include believing in the mission of
the department/agency, having a job that paysitlse lbeing a “part of the solution”,

contributing by sharing their expertise, workingamm area that aligns with his/her professional
training, and not yet having accomplished a pradesd goal.

Attitudes about career advancement In order to assess attitudes about career advaent,

survey participants were provided with four statatae@nd asked to select the statement that best
described their views on developing their careasdsl on the survey, the ranking of responses
were as follows: 1) | want to be involved in meafirt work for the City and for all the other
organizations/interests/issues | am involved in;fBrus on my individual career goals so that |
can build a career that fits my needs; 3) | havanbery loyal to the City and want to build a
legacy here; and 4) | want to build a stellar cavéieh the City and good titles to go with my
positions. The majority of participants value aegarthat is meaningful and that aligns with their
interests.

In order to get a better sense of attitudes alemater advancement for different generations,
focus group participants were asked to explairr #ngberiences with career advancement. From
the responses in these focus groups, it is cleamgtworking and building relationships are
important aspects of career advancement for emesosegardless of length of service with the
City. In particular, participants felt that haviegmeone act as their mentor often helped
facilitate their own career advancement. Some @péants stated that they had been recognized
for doing good work and were then recommendedherandividuals and departments. There
were many participants, however, who commentederhighly bureaucratic structure of
advancing within the City and the fact that it iicult to get information regarding promotional
opportunities. In particular, participants who Hekn working for the City for 5 years or longer
commented on the fact that there are opporturtitieslvance but it is important to understand
how the civil service system works.

Tools to manage time and communicateMost participants stated they used a combinaifon
electronic, paper, and in-person meetings as atavenanage their time. Some people adjusted to
the electronic tools used in their workplace, wioilkers added electronic tools to consolidate all
the sources of information they had to managedtit@an, the top means of communicating

with colleagues to get work done was in the forecebnic messages because the
communication was documented, receipts could laelatt, it allowed time for the receiver to
research the question/request, and it was consider@btrusive. Second, face-to-face was felt to
be a way of building relationships, reducing thekoand forth of email threads, and was more
effective urgent matters. The thirds means of comoating was phone calls and voicemails,

and were considered as a back-up to the initialnsomcation.
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Feedback and guidance from supervisordvlost participants stated that they want positive a
constructive feedback to help them improve theifggenance, including clear expectations and
priorities for work. They also want recognition fwhat they're doing well. The feedback can be
verbal and in writing. They also want help in bstorming improvements to the services they
provide. The majority of participants stated thneyt want guidance on their work, given the
context of new and continuing projects, policy ssumplementation challenges, input from
varying stakeholders. Responses varied as to ¢ag@eéncy of feedback and guidance from daily,
guarterly, annually, to as needed.

Working in teams: Not all participants have worked in teams. Regasllof generational group,
for those that have worked on teams, participagitdtiat teams work well together when
everyone has a common goal, when objectives aae, @ad collaboration leads to generating
ideas, energy, and consensus. These teams use’paofflertise, respect each other, have open
communication, are accepting of various view pgiatgl having a plan. Together, the mix of
experience, dedication and enthusiasm on the p#rtedeam members creates a whole that is
greater than the sum of its parts. Participantsneented that teams did not work well together
when the group did not reach consensus, there wdfeeent sense of work ethic among
members, and there were external managerial chaAtges if there is no leader, the
administration is new and does not make decisitiese are too many new people, or the work
is very political, these factors bring challenges team working successfully together. Lastly, a
team does not work well together when there i<k ¢td cohesion and is made up of individuals
with prevailing negative attitudes, poor communaag skills, clinging to old standards,
withholding information, believing that a functio“theirs”and/or having a lack of respect for
each other. In terms of generational differencesnger participants mentioned the challenges
of meeting tight deadlines with strict guidelineghathe older members of their team that did not
adhere to these rules. Older participants mentitmedhallenge of completing a team project
when the quality of younger workers was lacking.

Benefits, programs, policies that are important teemployees The top three benefits,
programs or policies that employees find most irtgodrare having training opportunities,
flexible schedules, and tuition reimbursementstiélpants were asked to select from a list as
many benefits, programs, and policies they thouwgdre important. Additional benefits selected
by participants include the provisions of the GitgZivil Service rules and regulations, strong
union representation, and options for telecommutiagticipants are continually looking to
develop their skills. Many participants also comieéron the fact that having flexible schedules
allows them to create a good work/life balance,clvhs an important value in today’s workforce.
Among younger generations, tuition reimbursemeanisittractive benefit.

Lastly, survey and focus groups participants exq@ésnterest in mentoring, career counseling,
trainee programs, and on-the-job training, as viayscrease their knowledge of the workings of
City government, as well as to increase their slaéit. While these strategies may begin as
informal, they can develop into programs that mexyuire further research and financial analysis.
They are strategies of interest to employees, dndhiare also meet the longer term
department’s workforce planning efforts. Ultimatéhese workforce and succession planning
efforts need to be implemented at the departmesniaglevel or small subgroups, in order to be
operationally feasible.
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1 Workforce Trends — FY 2004-05 to FY 2008-09

1.1 Employee Data Defined

This section examines trends in workforce demogcaphew hires, separations, and turnover
rates over the last five fiscal years. Data arefoployees of all City departments, including the
Municipal Transportation Agency (MTA), but excludithe San Francisco Unified School
District and Community College District, the Tri@aburts, as well as Board members,
commissioners, elected officials, and temporarymgteemployees with as-needed schedules.
Technically, data describes “appointments” rathantindividuals; one individual can hold
multiple appointments, such as a full-time nurs@®wbmetimes works extra shifts. By excluding
as-needed appointments, the appointments gen&nalliglate to employees.

In addition, based on the job class, employeesgi#tier miscellaneous or safety personnel based
on either the San Francisco Employees RetiremesteBy(SFERS) or the California Public
Employees Retirement System (CalPERS) retiremagib#ity requirements. Police officers and
firefighters are safety personnel under SFERS audral classifications for investigators,
counselors, institutional officers, and deputies safety personnel under CalPERs. All other
employees are miscellaneous. Safety personnektemalve different hiring and separation
trends, given the extensive testing and hiring @sscthe nature of the work, and retirement
criteria. In some instances, trends data is pregesgparating these two groups of employees.

1.2 Employees by Appointment Status
Between FY 2004-05 and FY 2008-09, the percentatfgeavorkforce with Permanent Civil
Service (PSC) status employees increased by®0B&sing the same period, there was a
decrease of 1.5% in Temporary Provisional (TPV) leyges.

Employees by Appointment Status, FYO05 - FY09

Change
Between
FY05 FY06 FYO7 FY08 FY09 FYO05 and
Appointment Status % % % % % FY09
PCS - Permanent Civil Service 88.6% 87.2% 86.9% 88.2%  88.9%
PEX - Permanent Exempt 5.7% 6.0% 6.2% 6.2% 6.4% 0.7%
TPV - Temporary Provisional 3.6% 4.8% 4.9% 3.6% 2.1% -1.5%
TEX - Temporary Exempt 2.0% 1.9% 1.9% 2.0% 2.1% 0.1%
Other" 0.1% 0.1% 0.1% 0.0% 0.4% 0.3%
Total Employees 27,568 27,622 28,395 28,898 28,519

Source: HR Information System; L «Other” includes Temporary Civil Service (TCS), Non Civil Service
(NCS), Rehired (REH), and Temporary Limited Term (TLT).

® Numbers may very slightly due to rounding.
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1.3 Employees by Major Service Area (MSA)
Between FY 2004-05 and FY 2007-08, MSA F: Genehiistration & Finance had the
largest increase in proportion of total workfor6e606). Over the same period, the proportion of
employees working in MSA D: Community Health and ME: Culture & Recreation decreased
1.1% and 0.3%, respectively.

Employees by Major Service Area, FY05 - FY09

Change
Between
FY09 FYO05and
Major Service Area (MSA) % FY09
A: Public Protection 22.2% 22.2% 222% 22.3% 22.6%
B: Public Works, Transportation, & Commerce 351% 34.8% 34.7% 34.4% 35.2% 0.0%
C: Human Welfare & Neighborhood Development 7.1% 7.5% 7.8% 7.7% 7.3% 0.2%
D: Community Health 21.4% 21.3% 21.2% 21.0% 20.3% -1.1%
E: Culture & Recreation 6.8% 6.6% 6.4% 6.6% 6.5% -0.3%
F: General Administrative & Finance 7.4% 7.6% 7.7% 8.0% 8.0% 0.6%
Total Employees 27,568 27,622 28,395 28,898 28,519
Source: HR Information System

1.4 Employees by Department
o0 Between FY 2004-05 and FY 2008-09, the City’s worké increased by 951 employees.

o Twenty-five departments had an increase in statngls between FY 2004-05 and FY
2008-09, while twenty-two departments saw a deereHse Economic and Workforce
Development department had the largest proporticimahge in staffing levels with an
increase of 393.0% over the five-year period.
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Employees by Department, FY05 - FY09

% Change

FY05 FY06 FYO7 FY08 FYO05 and

Department % % % % F09
PUBLIC HEALTH 21.4%| 21.3% 21.2% 21.0% -5.1%
MTA - MUNICIPAL RAILWAY 17.9%| 17.1% 16.9% 16.9% 17.6%) -1.5%
POLICE 9.1% 9.2% 9.4% 9.5% 9.8% 7.8%
PUBLIC UTILITIES 6.7% 6.9% 7.0% 6.9% 7.0% 4.7%
HUMAN SERVICES AGENCY" 6.0% 6.4% 6.7% 6.7% 6.3% 4.6%
FIRE DEPARTMENT 6.2% 6.2% 5.9% 5.7% 5.6% -10.6%
AIRPORT 4.6% 4.7% 4.6% 4.6% 4.7% 1.7%
GENERAL SERVICES AGENCY - PUBLIC WORKS 4.2% 4.3% 4.3% 4.1% 4.1% -1.6%
SHERIFF 3.3% 3.4% 3.5% 3.5% 3.8% 14.1%
RECREATION & PARK 3.2% 3.0% 3.0% 3.1% 2.9% -10.0%
PUBLIC LIBRARY 2.7% 2.6% 2.5% 2.5% 2.6% -2.9%
ADMIN SERVICES 1.3% 1.3% 1.6% 1.7% 1.8% 37.3%
CITY ATTORNEY 1.2% 1.2% 1.1% 1.1% 1.1% -7.1%
GENERAL SVCS AGENCY - TELECOM&INFO SVCS 1.0% 1.0% 1.0% 1.0% 0.9% -10.0%
JUVENILE PROBATION 0.9% 0.9% 0.9% 0.8% 0.9% -1.7%
DISTRICT ATTORNEY 0.9% 0.9% 0.9% 0.9% 0.8%) -4.5%
EMERGENCY COMMUNICATIONS DEPARTMENT 0.8% 0.8% 0.8% 0.8% 0.8%) 1.8%
PORT 0.8% 0.8% 0.8% 0.8% 0.8% 0.3%
TREASURER/TAX COLLECTOR 0.8% 0.8% 0.8% 0.8% 0.8% -1.5%
DEPARTMENT OF BUILDING INSPECTION 0.9% 1.0% 1.0% 0.9% 0.7% -17.0%
CONTROLLER 0.5% 0.6% 0.6% 0.6% 0.6% 10.7%
HUMAN RESOURCES? 0.6% 0.6% 0.5% 0.6% 0.6% -8.3%
PUBLIC DEFENDER 0.5% 0.5% 0.6% 0.6% 0.6% 9.0%
CITY PLANNING 0.4% 0.5% 0.5% 0.5% 0.5% 18.3%
ASSESSOR / RECORDER 0.4% 0.4% 0.4% 0.4% 0.4% 8.2%
CHILD SUPPORT SERVICES 0.5% 0.5% 0.4% 0.4% 0.4% -14.9%
MAYOR 0.4% 0.4% 0.4% 0.4% 0.4% -9.6%
FINE ARTS MUSEUM 0.3% 0.4% 0.4% 0.4% 0.4% 38.1%
ADULT PROBATION 0.4% 0.4% 0.4% 0.3% 0.3% -13.3%
WAR MEMORIAL 0.3% 0.3% 0.3% 0.3% 0.3%) -4.4%
RETIREMENT SYSTEM 0.3% 0.3% 0.3% 0.3% 0.3%) 6.5%
ENVIRONMENT 0.2% 0.2% 0.2% 0.2% 0.2% 12.8%
ELECTIONS 0.1% 0.1% 0.1% 0.2% 0.2% 93.3%
BOARD OF SUPERVISORS 0.2% 0.2% 0.2% 0.2% 0.2% 0.2%
ASIAN ART MUSEUM 0.2% 0.2% 0.2% 0.2% 0.2%) 0.6%
ECONOMIC & WORKFORCE DEVELOPMENT 0.0% 0.1% 0.1% 0.2% 0.2%) 393.0%
HUMAN RIGHTS 0.1% 0.1% 0.1% 0.1% 0.1% -17.5%
HEALTH SERVICE SYSTEM® N/A 0.1% 0.1% 0.1% 0.1% 0.0%
CHILDREN, YOUTH & THEIR FAMILIES 0.1% 0.1% 0.1% 0.1% 0.1% 21.7%
ARTS COMMISSION 0.1% 0.1% 0.1% 0.1% 0.1% 0.2%
RENT ARBITRATION BOARD 0.1% 0.1% 0.1% 0.1% 0.1% -3.3%
ETHICS 0.0% 0.0% 0.0% 0.1% 0.1% 83.7%
CHILDREN & FAMILIES COMMISSION 0.0% 0.0% 0.0% 0.1% 0.0% 50.4%
ACADEMY OF SCIENCES 0.0% 0.0% 0.0% 0.0% 0.0%) 32.9%
CIVIL SERVICE 0.0% 0.0% 0.0% 0.0% 0.0% -3.3%
DEPARTMENT OF THE STATUS OF WOMEN 0.0% 0.0% 0.0% 0.0% 0.0% -3.3%
BOARD OF APPEALS 0.0% 0.0% 0.0% 0.0% 0.0% 20.8%
TAXI COMMISSION 0.0% 0.0% 0.0% 0.0% 0.0% -3.3%
Total Employees 27,568 | 27,622 28,395 28,898 28,519 3.4%
Source: HR Information System
1- In FY 2004-05, the department of Aging & Adult Services became part of the Human Services Agency
2- In FY 2005-06, the Health Service System became a distinct department from the Department of Human Resources.
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1.5 Citywide Average Age and Length of Service

The average age for City employees rose from 4@absyold in FY 2004-05 to 47.6 years old in
FY 2008-09, and the average length of service asmd from 13.0 years to 13.2 years.

Citywide Average Age and Length of Service, FYO5 -  FYQ9

Five Year
Characteristic FYO05 FY06 FYO07 FYO08 FY09 Average
Citywide Average Age 47.0 47.2 47.2 47.3 47.6
Citywide Average Length of Service 13.0 13.1 13.0 12.9 13.2 13.0

Source: HR Information System

1.6 Citywide Internal Movement

Internal movement is defined as movement withinGitg in terms of promotions, or transfers at
the request of the employee from one departmeaather. It reflects the proportion of
employees that are progressing in their careetsisaone indication of the available
opportunities for career growth and enhancemertimvthe City. This does not reflect
employees who are in acting assignment positiogr$opning a substantial portion of the duties
and responsibilities of a higher classificationd aaceiving compensation at a higher salary.
Acting assignments are not tracked in the HR Infidrom System. Data does not include
transfers due to administrative action, such as Alddommodations or transfer of functions,
when the work continues as is, but is moved tdfarént unit, division, or department.
Demotions are excluded from data as demotions ezfegtion of the codes used in the HR
Information System, or when an employee takes anj@bdifferent job series with a lower pay
scale, not as a result of performance, or is raiedtinto a former permanent civil service
position from a promotive class. In addition, régissents are excluded, as they reflect a change
in the position from one requisition to anothert imathe work unit of an employee.

o For miscellaneous staff, internal movement incréasech year over the over the first

four years, then dipped in FY 2008-09. There wpsak of 1,943 promotions and 60
transfers at the employee’s request in FY 2007-08.

Miscellaneous Employee Internal Movement by Reason
Action  Reason Reason Description FYO5 FY06 FYO7 FY08 FY09 T otal

Promotion |PCS Prom - Permanent Civil Service 481 761 | 1,262 | 1,602 898 5,004
PEX Prom - Permanent Exempt 199 84 99 167 165 714
TEX Prom - Temporary Exempt 1 4 12 73 139 229
TPV Prom - Provisional 1 28 66 101 91 287
Total Promotions, All Reasons 682 877 1,439 1,943 1,293 6,234
Transfer [EER  |Employee Request | 16| 40| 42| 60| 43| 201
Total, All Actions 698 917 1,481 2,003 1,336 6,435
Source: HR Information System

E-5



Appendix E. Citywide Workforce Analysis

o For safety personnel, internal movement continoaddrease over the five-year period,
and peaked at 450 promotions in FY 2008-09.

Safety Personnel Internal Movement by Reason

Action Reason Reason Description FYO5 FY06 FYO7 FY08 FY09 Total
Promotion |PCS Prom - Permanent Civil Service 26 33 58 84 440 641
PEX Prom - Permanent Exempt 17 26 12 25 6 86
TCS Prom - Temporary Civil Service 2 2
TEX Prom - Temporary Exempt 1 1
TPV Prom - Provisional 29 1 3 4 37
Total Promotions, All Actions 43 88 71 115 450 767
Transfer |[EER  |Employee Request | [ 1] 1] 1] [ 3
Total, All Actions 43 89 72 116 450 770
Source: HR Information System

o Over the five-year period, the largest number opleyees promoted into positions
within MSA B: Public Works, Transportation, & Comrue.

Employee Promotions by MSA

Major Service Area (MSA) FYO5 FY06 FYO7 FY08 FY09 Total
A: PUBLIC PROTECTION 133 127 112 201 601 1,174
B: PUBLIC WORKS, TRANSPORTATION & COMMERCE 183 376 469 700 560 2,288
C: HUMAN WELFARE & NEIGHBORHOOD DEVELOPMENT 66 128 220 198 57 669
D: COMMUNITY HEALTH 160 180 444 412 226 1,422
E: CULTURE & RECREATION 31 56 118 203 103 511
F: GENERAL ADMINISTRATION & FINANCE 152 98 147 344 196 937
Total Employees 725 965 1,510 2,058 1,743 7,001
Source: HR Information System

0 Between FY 2004-05 and FY 2008-09, MSA B: Publicri¢chad the largest number of

transfers. There were less than a dozen transfeng iremaining MSAs in any fiscal year.

Employee Requested Transfers by MSA

A: PUBLIC PROTECTION 1 4 11 1 17
B: PUBLIC WORKS, TRANSPORTATION & COMMERCE 11 25 21 22 23 102
C: HUMAN WELFARE & NEIGHBORHOOD DEVELOPMENT 1 4 2 3 3 13
D: COMMUNITY HEALTH 1 3 2 4 2 12
E: CULTURE & RECREATION 2 7 5 10 7 31
F: GENERAL ADMINISTRATION & FINANCE 1 1 9 11 7 29
Total Employees 16 41 43 61 43 204
Source: HR Information System
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1.7 New Hires by Major Service Area

o New hires refer to employees who are new to Cityise. They exclude hires of

temporary exempt (TEX) employees as well as movésnefrexisting employees among
departments through reassignments, transfers, gramspdemotions, and rehires made

within a week of a prior appointment.

o Over the last five years, MSA B: Public Works, Tspartation, & Commerce had the
highest number of new hires. During the five-yeaniqd, MSA E Culture & Recreation

had the fewest new hires.

New Hires by MSA

Major Service Area FYO5 FY06 FYO7 FY08 FY09 Total

A: PUBLIC PROTECTION 254 372 513 584 233 2,725
B: PUBLIC WORKS, TRANSPORTATION & COMMERCE 259 333 544 605 452 3,273
C: HUMAN WELFARE & NEIGHBORHOOD DEVELOPMENT 126 189 203 172 46 1,082
D: COMMUNITY HEALTH 361 376 383 363 191 2,869
E: CULTURE & RECREATION 42 74 71 117 62 579
F: GENERAL ADMINISTRATION & FINANCE 130 190 194 190 129 1,260
Total 1,172 1534 1908 2,031 1,113 11,788
Source: HR Information System

o0 All MSAs experienced low levels of new hires in B¥04-05 and FY 2008-09, years

with large numbers of layoffs.

New Hires by MSA
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1.8 New Hires by Department
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0 Public Health and MTA had the largest number of ihews steadily over the last five
years. Smaller departments with low turnover haddeno hires, including the
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Academy of Science, Civil Service Commission, Boafrdppeals, and the War
Memorial. Turnover rates are presented in sectlobs through 1.19.

o Safety personnel comprised 17.9% of all new hirepn@de between FY 2004-05 and

FY 2008-09. Hiring was highest, both for safetygmemel and miscellaneous employees,
in FY 2007-08.
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Miscellaneous - New Hires by Department

Title FY0O5 [FY06 FYO7 [FY08 FY09 Total

ACADEMY OF SCIENCES 3 3
ADMIN SERVICES 15 22 60 28 26 151
ADULT PROBATION 1 4 1 6
AIRPORT 50 43 64 97 48 302
ARTS COMMISSION 2 2 5 2 3 14
ASIAN ART MUSEUM 1 6 2 9
ASSESSOR / RECORDER 4 13 7 10 1 35
BOARD OF APPEALS 1 1 2
BOARD OF SUPERVISORS 12 7 14 9 17 59
CHILD SUPPORT SERVICES 13 9 7 15 1 45
CHILDREN & FAMILIES COMMISSION 3 3 7 2 15
CHILDREN, YOUTH & THEIR FAMILIES 4 10 6 9 2 31
CITY ATTORNEY 15 25 23 26 8 97
CITY PLANNING 5 30 5 20 60
CIVIL SERVICE 2 1 3
CONTROLLER 31 20 12 16 20 99
DEPARTMENT OF BUILDING INSPECTION 6 30 9 12 1 58
DEPARTMENT OF THE STATUS OF WOMEN 1 3 2 2 8
DISTRICT ATTORNEY 19 20 25 22 10 96
ECONOMIC & WORKFORCE DEVELOPMENT 3 3 12 12 3 33
ELECTIONS 1 1 1 3
EMERGENCY COMMUNICATIONS DEPARTMENT 43 47 20 59 24 193
ENVIRONMENT 11 8 14 14 9 56
ETHICS 1 1 2 5 1 10
FINE ARTS MUSEUM 2 12 2 1 1 18
FIRE DEPARTMENT 1 3 7 7 18
GENERAL SERVICES AGENCY - PUBLIC WORKS 29 46 40 41 24 180
GENERAL SVCS AGENCY - TELECOM&INFO SVCS 6 16 18 18 5 63
HEALTH SERVICE SYSTEM? 4 7 2 13
HUMAN RESOURCES 6 16 9 21 22 74
HUMAN RIGHTS 1 3 5 6 15
HUMAN SERVICES AGENCY 93 154 163 124 28 562
JUVENILE PROBATION 1 1 1 1 1 5
MAYOR 19 18 28 21 7 93
MTA - MUNICIPAL RAILWAY 67 86 289 332 316 1,090
POLICE 9 12 38 55 47 161
PORT 5 17 8 9 4 43
PUBLIC DEFENDER 5 13 23 22 7 70
PUBLIC HEALTH 361 376 383 363 191] 1,674
PUBLIC LIBRARY 11 18 19 27 12 87
PUBLIC UTILITIES 99 101 118 100 56 474
RECREATION & PARK 25 36 45 81 44 231
RENT ARBITRATION BOARD 2 1 1 4
RETIREMENT SYSTEM 3 7 2 1 4 17
SHERIFF 11 61 92 97 76 337
TAXI COMMISSION 6 4 1 11
TREASURER/TAX COLLECTOR 12 8 6 14 16 56
WAR MEMORIAL 1 2 3
Total 994| 1,311 1,596] 1,699] 1,028] 6,628

Source: HR Information System

1 In FY 2004-05, the department of Aging & Adult Services became part of the Human Services Agency
2 In FY 2005-06, the Health Service System became a distinct agency from the Department of Human Resources.
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Safety - New Hires by Department
Title FYO5 FY06 FYO7 FY08 FY09  Total

ADULT PROBATION 6 3 1 10
DISTRICT ATTORNEY 4 2 6 2 3 17
FIRE DEPARTMENT 79 72 53 31 18 253
JUVENILE PROBATION 1 6 1 8
POLICE 82 140 240 273 43 778
PUBLIC HEALTH 0
PUBLIC LIBRARY 1 1
SHERIFF 1 2 1 4
Total 165 215 306 318 67 1,071
Source: HR Information System

1.9 New Hires by Age Group

o For miscellaneous employees, hiring was higheatlipears in the 25-34 age group,
followed by the 35-44 age group. Hiring was lowiestll years among the 65+ age group.

Miscellaneous - New Hires by Age Group
Age Group FYO5 FY06 FYO7 FY08 FY09 Total

<25 70 84 89 84 61 388
25-34 379 448 575 593 362 2,357
35-44 272 421 466 551 316 2,026
45-54 205 263 352 361 224 1,405
55-64 75 99 112 117 81 484
65+ 6 4 8 7 2 27
Total 1,007 1,319 1,602 1,713 1,046 6,687
Source: HR Information System

Miscellaneous - New Hires by Age Group
700
600 - /-—\ _‘_<25
500 —8— 25-34
400 ./ \. 35-44

300 45-54
200 e=ll— 55-64
100 el —— 65+
0+—— | — | —
FYO05 FY06 FYQ7 FY08 FY09
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o For safety personnel, hiring was highest in allrgea the 25-34 age group, followed by
the 35-44 and the under 25 age groups. Hiring aasdt in all years among the 55-64
age group. This reflects the trend of police officend firefighters becoming City
employees at younger ages, remaining with the fGitynost of their career, and then

retiring at a younger age.

Safety - New Hires by Department

Age Group FY05 FY06 FY07 FY08 FY09  Total
<25 27 44 74 67 11 223
25-34 87 120] 150] 163 33 553
35-44 42 45 70 68 16 241
45-54 9 6 9 15 7 46
55-64 3 5 8
Total 165 215 306 318 67 1,071
Source: HR Information System
Safety New Hires by Age Group
180
160 -
140 7 <25
120 —8—25.34
100 7 35-44
80 - /A\ .
60 45-54
40 - / i \\ —m—5564
20 R N
0 F\ il
FY05 FY06 FYO07 FY08 FY09

1.10 New Hires by County of Residence

o Nearly all miscellaneous and safety newly hired leiyges in the past five years lived in
Bay Area counties at the time of hire, 96.6% an@%5 respectively. It is possible that

new employees moved after they were hired.

o Both miscellaneous employees and safety persoimael Within the past five years are
more likely to be residents of San Francisco or [@ateo counties, and less likely to be

residents

of counties north of the bay.
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Miscellaneous - New Hires by County of Residence

County FYO5 FY06 FYO7 FY08 FY09 Total % of Total
Bay Area Counties
Alameda 144 170 224 282 158 978 14.6%
Contra Costa 95 92 133 140 97 557 8.3%
Marin 23 25 28 22 18 116 1.7%
Napa 2 4 4 3 13 0.2%
San Francisco 475 687 802 823 488 3,275 49.0%
San Mateo 172 264 260 294 179 1,169 17.5%
Santa Clara 16 22 30 39 26 133 2.0%
Solano 30 19 51 44 28 172 2.6%
Sonoma 10 10 9 10 8 47 0.7%
Subtotal 967 1,289 1,541 1,658 1,005 6,460 96.6%
Outside of Bay Area 40 30 61 55 41 227 3.4%
Total 1,007 1,319 1,602 1,713 1,046 6,687 100.0%
Source: HR Information System

Safety - New Hires by County of Residence

County FYO5 FY06 FYO7 FY08 FY09 Total % of Total
Bay Area Counties
Alameda 13 20 32 52 8 125 11.7%
Contra Costa 24 26 30 29 10 119 11.1%
Marin 9 8 20 10 2 49 4.6%
Napa 1 1 5 1 8 0.7%
San Francisco 56 80 115 106 20 377 35.2%
San Mateo 32 40 66 63 14 215 20.1%
Santa Clara 4 10 6 11 1 32 3.0%
Solano 6 12 12 13 5 48 4.5%
Sonoma 10 4 10 17 3 44 4.1%
Subtotal 155 200 292 306 64 1,017 95.0%
Outside of Bay Area 10 15 14 12 3 54 5.0%
Total 165 215 306 318 67 1,071 100.0%
Source: HR Information System

1.11 Separations by Reason

0 Separations reflect the proportion of City empl®yedo leave City employment each
year. These separations can either be voluntainwotuntary. In this section, a number
of record types have been excluded in order taucaphe original reason an employee
left City employment?

1 For example, an employee may be laid off or resiith satisfactory service, and later within thecél year,
decide to retire and begin receiving retiremengien In such cases where there are two separeteds within
the same fiscal year, the table above captureirsiteecord. Also, all separations of temporargmpt employees
are excluded (not just with an as-needed scheduile the above tables) because of DHR’s adminig&giolicy
prior to July 1, 2005 to separate them at the drideofiscal year in order to comply with the C@harter limit of
1,040 hours worked per temporary exempt appointimeaffiscal year.
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o Of all separations for miscellaneous employeesnfiey 2004-05 through FY 2008-09,
7% of employees left City employment due to lay¢fg7), 38% retired (3,256),and
56% left for reasons other (4,817) than retirenoenayoffs. Most separations in the
“termination” category are resignations.

o For miscellaneous employees, during the five-yeaiod, a total of 577 layoffs were
processed, with a peak of 262 layoffs in FY 2004{06Bowed by a drop in layoffs until
FY 2008-09, with a total of 257 layoffs.

o For miscellaneous employees, on average, thereapgmximately 651 retirements per
year, with a peak of 781 retirements in FY 2004 B&ween FY 2003-04 and FY 2006-
07, the City used an Early Retirement Program tigate the impact of layoffs.
Employees in layoff job classes meeting age andcerequirements were offered an
opportunity to retire up to three years early, tallswing the City to limit involuntary
layoffs.

o For miscellaneous employees, there was an avefd@fi8derminations per year.

Miscellaneous - Separations by Reason

Action  Reason Description FYO5 FY06 FYO7 FY08 | FY09 Total
Total Layoffs, All Reasons 262 29 21 8 257 577
RET Early Retirement 124 68 5 197

Normal Retirement 635 559 634 480 692 3,000
Other 22 8 18 6 5 59
Total Retirements, All Reasons 781 635 657 486 697 3,256
TER Death 79 74 100 117 122 492
Dismissal of Permanent Employee 28 41 31 32 31 163
Release from Probation 53 63 87 98 130 431
Release - NCS, TPV, Exempt 46 32 47 74 53 252
Resign - Satisfactory Service 697 673 575 578 448 2,971
Resign - Unsatisfactory Servce 20 19 21 16 18 94
Other 73 70 81 99 91 414
Total Terminations, All Reasons 996 972 942 1,014 893 4,817
Total, All Actions 2,039 1,636 1,620 1,508 1,847| 8,650
Source: HR Information System

o During this same five-year period, FY 2004-05 tlglo FY 2008-09, 58% of safety
personnel leaving City employment retired and 428%fbr reasons other than retirement.
Most separations in the “termination” category i@&gnations.
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Safety - Separations by Reason
FYO6 FY07 Total

Action  Reason Description

Total Layoffs, All Reasons 2
RET Normal Retirement 153 124 175 99 109 660
Retirement Disability 12 5 3 1 2 23
Total Retirements, All Reasons 165 129 178 100 111 683
TER Death 9 8 18 10 9 54
Dismissal of Permanent Employe 1 1 1 3 6
Release from Probation 7 19 15 33 19 93
Resign - Satisfactory Service 56 48 77 86 43 310
Resign - Unsatisfactory Servce 4 3 1 2 10
Other 3 1 6 3 1 14
Total Terminations, All Reasons 80 80 118 137 72 487
Total, All Actions 246 209 296 237 184 1,172
Source: HR Information System

o On average over the last five fiscal years, mgsausgions for both miscellaneous
employees and safety personnel were voluntary, 87887%, respectively. Involuntary
separations among miscellaneous employees weB¥@t\ghile for safety personnel the
proportion was lower at 13%. Details are provide&ection 1.12.

Total Voluntary and Involuntary Separations

Employee FYO05 FY06 FYO7 FYO08
[€](e]0]0] Type # % # % # % # %

Miscellaneous |Voluntary | 1,529 96% 1,355 83% 1,281 79% 1,110 74%
Involuntary] 510 32% 281 17% 339 21% 398 26% 667  36%| 1,976 23%

Total , Miscellaneous 2,039 1,636 1,620 1,508 1,847 8,431

Safety Voluntary 225 91% 181 87% 256 86% 188 79% 155  84%]| 1,098 87%
Involuntary 21 9% 28 13% 40 14% 49 21% 29  16%| 167 13%

Total, Safety 246 209 296 237 184 1,265

Source: HR Informations System

1.12Voluntary Separations

Voluntary separations are defined as those that@umtary on the part of the employee. With
the exception of resignations with unsatisfact@wie, these are separations that the City could
influence through additional retention programss likely that a portion of resignations with
satisfactory service are related to conduct anfbpaance problems; the City would not choose
to address these cases through retention progfidrase was an average of 1,291 voluntary
separations per year for miscellaneous employeg#2@® voluntary separations for safety
personnel. Between FY 2004-05 and FY 2008-09, talyrseparations of miscellaneous and
safety employees peaked at 1,754 in FY 2004-05taearly retirements and higher numbers of
regular retirements and resignations.
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Total Voluntary Separations
Action FYO5 FY06 FYO7 FY08 FY09 Total

Employee Group

Miscellaneous Retirements 781 635 657 486 697 3,256
Terminations 748 720 624 624 483 3,199
Total, Miscellaneous 1529 1,355 1,281 1,110 1,180 6,455
Safety Retirements 165 129 178 100 108 680
Terminations 60 52 78 88 44 322
Total, Safety 225 181 256 188 152 1,002
Source: HR Information System

1.13Involuntary Separations

Involuntary separations are defined as those tieatat voluntary on the part of the employee,
such as layoff, death, dismissal of a permaneniayap, and release from probation. There was
an average of 439 involuntary separations for niieszeous employees per year and average of
33 involuntary separations of safety personnelypar. Between FY 2004-05 and FY 2008-09,
involuntary separations of miscellaneous and safetgloyees peaked at 696 in FY 2008-09 due
to the large number of layoffs.

Total Involuntary Separations
Action FYO5 FY06 FYO7

Employee Group FY08 FY09 @ Total

Miscellaneous Layoffs 262 29 21 8 257 577
Terminations 248 252 318 390 410 1,618
Total, Miscellaneous 510 281 339 398 667 2,195
Safety Layoffs 1 1 2
Terminations 20 28 40 49 28 165
Total, Safety 21 28 40 49 29 167
Source: HR Information System

1.14 Average Age at Separation

0 The average age at separation for miscellaneouogegs is slightly higher than for
safety personnel. The average age increased glightl.2% for miscellaneous
employees between FY 2004-05 and FY 2008-09, frbr8 $ears to 51.9 years. In the
same period, the average age of separation faiygagesonnel decreased 3.9% from 52.4
years to 42.7 years.
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Average Age at Separation

Fiscal Year Miscellaneous Safety
FY05 51.3 50.7
FY06 50.5 48.3
FYO7 51.3 49.6
FY08 47.7 42.7
FY09 51.9 48.7
Average, All Years 50.5 48.0
Source: HR Information System

o Employees who retired were older than those whe\ad off or terminated for any
reason. Over the last five fiscal years, the aveeage of miscellaneous employees who
retired was 60.3, those who terminated employmanbther reasons was 44.7, and those
laid off was 49.6.

Miscellaneous - Average Age at Separation by Action

Action FY05 FYO06 FYQ7 FY08 FYQ09 5-Yr Avg
Layoff 46.6 52.2 535 53.2 42.4 49.6
Retirement 60.9 60.0 61.1 57.6 61.8 60.3
Termination 44.9 44.2 44.5 42.9 46.9 447
All Actions 51.3 50.5 51.3 47.7 51.9 50.5
Source: HR Information System

o For safety personnel over the last five fiscal getire average age of those who retired
was 55.8 and those who terminated employment faeraeasons was 37.3. For the two
years in which there were layoffs safety persorthel average age was 50.

Safety - Average Age at Separation by Action

Action FY05 FYO06 FYQ7 FY08 FY09 5-Yr Avg
Layoff 521 47.9 50.0
Retirement 56.0 55.8 56.6 54.1 56.4 55.8
Termination 39.6 36.2 39.2 34.4 37.0 37.3
All Actions 50.7 48.3 49.6 42.7 48.7 48.0
Source: HR Information System

1.15Turnover Rate Overall

o Turnover rates are calculated by dividing the tatahber of separations in a fiscal year
by the average number of employees in the year. gouats in time in each fiscal year—
October 1 and April 1—were used to calculate thevage number of employees. These
are points during the year when there are not &fyitarge changes in employee
numbers, as they are not at the start and enceafdlendar and fiscal year cycles.
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o Turnover of City employees during the last five ngaanged from a low of 5.8% in FY
2007-08 to a high of 8.5% in FY 2004-05, and avedad.0% per year over the five-year
period.

o Turnover is generally higher when labor market dednia high, in jurisdictions with a
large number of employees reaching retirementlagegenerally lower among public
safety employees.

Turnover Rate by Fiscal Year
FY05 FY06 FY07 FY08 FYO9  Average
8.5% 6.9% 7.0% 5.8% 7.0% 7.0%

Source: HR Information System

1.16 Turnover Rate by Major Service Area

Average turnover during the last five fiscal yeaes highest in MSA F: General Administration
and Finance, MSA E: Culture & Recreation, and MSAJMOman Welfare & Neighborhood
Development (8.6%), and lowest in MSA A: Public teation (6.0%). FY 2004-05 had highest
turnover rates across MSAs, with the exception 8AVA: Public Protection. FY 2007-08 had
the lower turnover rates across MSAs, with the pttoa of MSA A: Public Protection as well.

Turnover Rate by Major Service Area (MSA)

Average

\IST2 FYO5 FY06 FYO7 FY08 FY09 (sortorder)
F: GENERAL ADMINISTRATION & FINANCE 114% 8.3% 9.0% 6.1% 8.1% 8.6%
E: CULTURE & RECREATION 129% 7.7% 7.1% 6.6% 8.6% 8.6%
C: HUMAN WELFARE & NEIGHBORHOOD DEVELOPMENT 11.8% 82% 7.6% 6.4% 8.9% 8.6%
D: COMMUNITY HEALTH 9.4% 80% 7.6% 6.2% 9.8% 8.2%
B: PUBLIC WORKS, TRANSPORTATION & COMMERCE 7.3% 6.1% 6.1% 49% 6.1% 6.1%
A: PUBLIC PROTECTION 6.0% 6.0% 6.8% 6.1% 5.1% 6.0%
Source: HR Information System
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1.17 Turnover Rate by Department

o

o

Average turnover rates between FY 2004-05 and FO8AI® by department for the 30
largest departments in FY 2008-09 ranged from adb¥.6% in the Juvenile Probation
Department to a high of 15.4% in the Mayor’s Offi¢arnover rates for smaller
departments are not shown; rates vary dramatitrality year to year because of their
small size and may not be meaningful.

Average turnover in the Mayor’s Office (MYR) anc&tEmergency Communications
Department (ECD) was significantly higher than liro¢hers. Higher turnover in the
Mayor’s Office is generally expected, given therhrmmber of at-will appointments.
However, turnover rates in the Emergency CommuioicatDepartment (ECD) were
consistently high during the entire period, reflegtknown recruitment and retention
difficulties. Average turnover in FY 2006-07 spikiedthe Police Department (POL),
Library (LIB), Treasurer/Tax Collector (TTX), andr& Department (FIR).
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Turnover Rates: 30 Largest Departments

Average
FY05 FY06 FYO07 FY08 FY09 (sortorder)

MYR MAYOR

ECD EMERGENCY COMMUNICATIONS DEPARTMENT 16% 18% 15% 16% 11.0% 15.2%
LIB  PUBLIC LIBRARY 8% 6% 33% 5% 4.7% 11.6%
REC RECREATION & PARK 16% 9% 9% 8% 15.4% 11.4%
POL POLICE 5% 5% 33% 7% 4.9% 11.0%
CSS CHILD SUPPORT SERVICES 14% 11% 7% 9% 7.6% 9.8%
TTX TREASURER/TAX COLLECTOR 8% 6% 23% 3% 7.9% 9.6%
HRD HUMAN RESOURCES 14% 7% 4% 8% 12.8% 9.1%
DAT DISTRICT ATTORNEY 7% 8% 5% 10% 15.9% 9.0%
DSS HUMAN SERVICES AGENCY 11% 8% 10% 6% 9.1% 8.7%
CPC CITY PLANNING 14% %  11% 6% 4.1% 8.7%
DPH PUBLIC HEALTH 9% 8% 8% 6% 8.6% 8.1%
FIR FIRE DEPARTMENT 5% 6% 21% 4% 4.4% 8.1%
ADM ADMIN SERVICES 8% 8% 11% 5% 7.6% 7.9%
CAT CITY ATTORNEY 10% 8% 10% 6% 5.0% 7.9%
DBI DEPARTMENT OF BUILDING INSPECTION 9% 4% 8% 5% 13.6% 7.9%
AIR  AIRPORT 6% 5% 17% 4% 5.7% 7.8%
TIS GENERAL SVCS AGENCY - TELECOM&INFO SVCS 12% 7% 6% 3% 10.3% 7.8%
DPW GENERAL SERVICES AGENCY - PUBLIC WORKS 9% 5% 16% 4% 4.9% 7.7%
FAM FINE ARTS MUSEUM 13% 11% 0% 5% 7.9% 7.5%
CON CONTROLLER 8% 6% 7% 6% 8.0% 7.3%
ASR ASSESSOR /RECORDER 12% 8% 9% 5% 1.6% 7.1%
ADP ADULT PROBATION 6% 7% 4% 7% 10.1% 6.7%
PDR PUBLIC DEFENDER 3% 5% 7% 9% 9.8% 6.7%
PUC PUBLIC UTILITIES 7% 7% 9% 5% 5.5% 6.7%
MTA MTA - MUNICIPAL RAILWAY 7% 6% 6% 5% 6.5% 6.3%
SHF SHERIFF 8% 5% 9% 4% 2.3% 5.6%
PRT PORT 7% 6% 5% 4% 4.1% 5.2%
WAR WAR MEMORIAL 7% 4% 5% 3% 3.2% 4.7%
JUV  JUVENILE PROBATION 6% 4% 7% 5% 2.4% 4.6%
Source: HR Information System

1.18Turnover Rate by Age Group

Turnover rates between FY 2004-05 and FY 2008-0@ wgghest among employees in the 65+
age group as employees became eligible for retmer@rnover was also high among those
under 25, a small group where separations wereekigimong new Q-2 Police Officers, 8300
Sheriff Cadets, and 2320 Nurses. Turnover in thd88ge group has been steady around 4%
during this five-year period.
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Turnover Rate by Age Group
Age Group FYO05 FYO06 FYO7 FY08 FY09 Average

<25 24% 19% 14% 20% 9% 17%
25-34 10% 8% 8% 8% 7% 8%
35-44 4% 4% 4% 4% 4% 4%
45-54 5% 4% 4% 4% 4% 5%
55-64 15% 12% 12% 7% 11% 11%
65+ 40% 26% 34% 12% 31% 29%
Source: HR Information System

Turnover Rate by Age Group
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1.19Turnover Rate by Length of Service Group

In general, turnover rates from FY 2004-05 to FY&09 corresponded to length of service; as
years of service increased, and employees reaetiegshnent eligibility, so did turnover. The
only aberration was for employees with five or fewears of service, which experienced
turnover rates higher than or comparable to emg®ydth over 24 years of service. In FY
2004-05, there was a peak in turnover for all lerajtservice groups.

Turnover by Length of Service Group
LOS Group FY05 FYO06 FYQ7 FY08 FY09 Average

<5 10.3% 9.1% 10.2% 9.8% 9.2% 9.7%
5-9 5.3% 4.8% 3.3% 3.7% 3.9% 4.2%
10-14 5.5% 4.0% 5.2% 3.1% 4.4% 4.4%
15-19 6.5% 4.9% 5.3% 3.7% 5.0% 5.1%
20-24 8.9% 6.6% 6.7% 5.0% 7.3% 6.9%
25-29 11.9% 9.2% 9.4% 6.3% 8.9% 9.1%
30+ 26.2% 22.4% 23.6% 14.7% 23.3% 22.1%
Source: HR Information System
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Turnover by Length of Service Group
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2 Workforce Characteristics — FY 2008-09

2.1 Summary

This section examines workforce demographics fty @nployees as of May 31, 2009,
including retirement milestones. As with Sectiowrkforce Trends, data are for employees of
all City departments, including the MTA, but exdluglthe San Francisco Unified School
District and Community College District, the Tri@aburts, as well as Board members,
commissioners, elected officials, and temporaryrgteemployees with as-needed schedules.
Given the multiple rounds of staff reductions usedlose the budget gap, these demographics
reflect the workforce at this point in time only.

2.2 Employees by Appointment Status

o Permanent (PCS) employees are appointed througfil aervice examination and
eligible list referral process. Permanent ExempaXPappointments are at-will.
Provisional (TPV) appointments are made by departsn@hen there is no eligible list
from which to hire, and are limited to three yeiarduration. Temporary exempt (TEX)
appointments are also exempt from civil servicengrations and the duration of each is
limited to 1,040 hours per fiscal year.

o Permanent civil service employees (PCS, 88.9%aréargest group of the City’s

workforce, followed by permanent exempt (PEX, 6.4ptdvisional (TPV, 2.14%), and
temporary exempt (TEX, 2.1%) employees.
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Employees by Appointment Status, FY09

#
Appointment Status (sort order) %
PCS - Permanent Civil Service 25,365 88.9%
PEX - Permanent Exempt 1,829 6.4%
TPV - Temporary Provisional 612 2.1%
TEX - Temporary Exempt 587 2.1%
Other' 126 0.4%
Total Employees 28,519 100.0%

Source: HR Information System;  “Other” includes Temporary Civil Service
(TCS), Non Civil Service (NCS), Rehired (REH), and Temporary Limited Term
(TLT)

2.3 Temporary Exempt As-Needed Employees

(0]

In addition to permanent, provisional, and exermppleyees discussed above, the City
employs temporary workers to perform work on a @eakand as-needed basis.
Temporary Exempt (TEX) appointments with an “As Ne&’ schedule, are eligible to,
but may not actually work hours under these appuents.

Twenty job codes represent 73.7% of all temporagngt appointments with as-needed
schedules; the remaining 26.3% of appointmentse@atered among 236 other job
classes.

The three largest groups of employees are P108Shiges, who are generally full-time
employees who many choose to work additional shifitder this job code; medical
student residents assigned to San Francisco Getiesgital to complete their training;
and testing technicians used by the Departmenuofdh Resources to administer
employment examinations.
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Top 20 Job Classes Held by Temporary Exempt As-Need ed Employees

#
Job Code (sort order)
P103  Special Nurse 1,557 28.1%
2275 PostM.D.2 222 4.0%
2277 PostM.D. 3 222 4.0%
2273 PostM.D. 1 199 3.6%
1227  Testing Technician 173 3.1%
3280  Assistant Recreation Director 171 3.1%
2708  Custodian 164 3.0%
9910 Public Service Trainee 163 2.9%
2279 PostM.D. 4 157 2.8%
3602 Library Page 129 2.3%
1402  Junior Clerk 123 2.2%
2302  Nursing Assistant 105 1.9%
1229  Special Examiner 99 1.8%
2328  Nurse Practitioner 98 1.8%
8226  Museum Guard 94 1.7%
2230 Physician Specialist 89 1.6%
9924  PS Aide Health Services 86 1.6%
8320 Counselor, Juvenile Hall 85 1.5%
9922  PS Aide to Prof 73 1.3%
5380 StdntDsgnTrainl, Arch/Eng/Ping 70 1.3%
236 Other Job Codes 1,453 26.3%
Total Employees 5,532 100.0%
Source: HR Information System

2.4 Employees by Department and Major Service Area

o In order to summarize information about departmehts City’s budget and other
documents describe data by groupings of departnoaliesd major service areas (MSAS),
which are categories of services.

o0 The highest percentage of employees (35.2%) pre\rabdlic Works, Transportation, &
Commerce services across nine departments, folldaydlblic Protection (22.6%)
services through eight departments, and CommureitH (20.3%) services through the
Department of Public Health. MSA E: Culture & Reatten has the smallest percentage
of employees (6.5%) providing services.
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Employees by Department and MSA, FY09

Major Service Area Department # %
A: Public Protection ADULT PROBATION 96
DISTRICT ATTORNEY 239
EMERGENCY COMMUNICATIONS DEPARTMENT 237
FIRE DEPARTMENT 1,588
JUVENILE PROBATION 248
POLICE 2,807
PUBLIC DEFENDER 159
SHERIFF 1,085
Subtotal 6,459 | 22.6%
B: Public Works, Transportation, AIRPORT 1,347
& Commerce BOARD OF APPEALS 5
DEPARTMENT OF BUILDING INSPECTION 213
ECONOMIC & WORKFORCE DEVELOPMENT 51
GENERAL SERVICES AGENCY - PUBLIC WORKS 1,171
MTA - MUNICIPAL RAILWAY 5,017
PORT 219
PUBLIC UTILITIES 2,009
TAXI COMMISSION 3
Subtotal 10,035 | 35.2%
C: Human Welfare & CHILD SUPPORT SERVICES 118
Neighborhood Development CHILDREN & FAMILIES COMMISSION 14
CHILDREN, YOUTH & THEIR FAMILIES 34
DEPARTMENT OF THE STATUS OF WOMEN 5
ENVIRONMENT 70
HUMAN RIGHTS 35
HUMAN SERVICES AGENCY 1,787
RENT ARBITRATION BOARD 28
Subtotal 2,091 7.3%
D: Community Health PUBLIC HEALTH 5,798
Subtotal 5,798 | 20.3%
E: Culture & Recreation ACADEMY OF SCIENCES 11
ARTS COMMISSION 28
ASIAN ART MUSEUM 51
FINE ARTS MUSEUM 100
PUBLIC LIBRARY 744
RECREATION & PARK 822
WAR MEMORIAL 94
Subtotal 1,850 6.5%
F: General Administrative & ADMIN SERVICES 514
Finance ASSESSOR / RECORDER 122
BOARD OF SUPERVISORS 57
CITY ATTORNEY 317
CITY PLANNING 142
CIVIL SERVICE 6
CONTROLLER 173
ELECTIONS 62
ETHICS 19
GENERAL SVCS AGENCY - TELECOM&INFO SVCS 256
HEALTH SERVICE SYSTEM 34
HUMAN RESOURCES 167
MAYOR 116
RETIREMENT SYSTEM 87
TREASURER/TAX COLLECTOR 214
Subtotal 2,286 8.0%
Total Employees 28,519 100.0%

Source: HR Information System
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2.5 Employees by Job Code — Top 100 Job Codes

o The top 100 job classes represent 69.5% of thesGitgrkforce. A quarter (24.8%) of
employees is in the top six job classes.

0 The top three job classes with the largest numbemployees are 9163 Transit Operator
(7.7%), followed by Police Officers, Q-2 through46.1%), and 2320 Registered
Nurses (4.0%).

o Combining groups of similar job class&ghe five large groups of employees are:
* Transit Operators — 8.4%
* Police Officers — 8.3%
* Firefighters — 5.2%
* Nurses —5.2%
* Information System Workers — 2.5%

1 «police Officers” includes employees representgdHe POA and MEA-Police; “Transit Operators” indés
employees represented by TWU Transit Operatorsefighters” includes employees represented by local
798,799, and MEA-Fire; “Nurses” includes employepresented by SEIU 790 Nurses and Local 856 Sigiegvi
Nurses; and “Information System workers” includesdl 21 employee in classes 1002-1071
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Top 100 Job Classes, FY09

# Cumulative

RENLS Job Code Title (sort order) % %

1 9163 Transit Operator 2,194 7.7% 7.7%
2 Q2,Q3,Q4 Police Officer 1,730 6.1% 13.8%
3 2320 Registered Nurse 1,146 4.0% 17.8%
4 H 2 Firefighter 804 2.8% 20.6%
5 12708 Custodian 620 2.2% 22.8%
6 8304 Deputy Sheriff 582 2.0% 24 .8%
7 1426 Senior Clerk Typist 448 1.6% 26.4%
8 2302 Nursing Assistant 423 1.5% 27.9%
9 |2905 Senior Eligibility Worker 359 1.3% 29.1%
10 (8177 Attomey (Civil/Criminal) 350 1.2% 30.4%
11 |7514 General Laborer 325 1.1% 31.5%
12 |H 3 Firefighter/Paramedic 312 1.1% 32.6%
13 [3417 Gardener 300 1.1% 33.6%
14 |Q50, Q51, Q52 |Police Sergeant 296 1.0% 34.7%
15 [8214 Parking Control Officer 281 1.0% 35.7%
16 [2736 Porter 273 1.0% 36.6%
17 |2940 Protective Services Worker 220 0.8% 37.4%
18 |[7371 Electrical Transit System Mech 213 0.7% 38.1%
19 1424 Clerk Typist 201 0.7% 38.8%
20 ]380, 381, 382 Police Inspector 200 0.7% 39.5%
21 |H20 Lieutenant, (Fire Department) 194 0.7% 40.2%
22 19139 Transit Supervisor 187 0.7% 40.9%
23 |7334 Stationary Engineer 183 0.6% 41.5%
24 2312 Licensed Vocational Nurse 164 0.6% 42 1%
25 1446 Secretary 2 163 0.6% 42 7%
26 |3602 Library Page 159 0.6% 43.2%
27 11823 Senior Administrative Analyst 156 0.5% 43.8%
28 ]3630 Librarian 1 155 0.5% 44 3%
29 18238 Police Communications Disp 153 0.5% 44 9%
30 [8201 School Crossing Guard 152 0.5% 45.4%
31 |5241 Engineer 146 0.5% 45.9%
32 19209 Community Police Services Aide 146 0.5% 46.4%
33 |7355 Truck Driver 145 0.5% 46.9%
34 |2912 Senior Social Worker 141 0.5% 47 4%
35 |7372 Stationary Eng, Sewage Plant 140 0.5% 47.9%
36 |2587 Health Worker 3 138 0.5% 48.4%
37 12303 Patient Care Assistant 137 0.5% 48.9%
38 [2328 Nurse Practitioner 136 0.5% 49.3%
39 [5203 Asst Engr 136 0.5% 49.8%
40 11404 Clerk 135 0.5% 50.3%
41 15207 Assoc Engineer 135 0.5% 50.8%
42 17381 Automotive Me chanic 132 0.5% 51.2%
43 1931 Manager Il 127 0.4% 51.7%
44 12903 Eligibility Worker 126 0.4% 52.1%
45 1922 Manager | 124 0.4% 52.6%
46 12604 Food Service Worker 123 0.4% 53.0%
47 |8444 Deputy Probation Officer 122 0.4% 53.4%
48 |7318 Electronic Maintenance Tech 121 0.4% 53.8%
49 11632 Senior Account Clerk 120 0.4% 54 .3%
50 |2232 Senior Physician Specialist 120 0.4% 54.7%
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Top 100 Job Classes, FY09 (continued

# Cumulative
RENLS Job Code (sortorder) %

51 |7410 Automotive Service W orker 120 0.4% 55.1%
52 |1824 Pr Administrative Analyst 112 0.4% 55.5%
53 2586 Health Worker 2 109 0.4% 55.9%
54 12430 Medical Evaluations Assistant 108 0.4% 56.3%
55 [2930 Psychiatric Social W orker 108 0.4% 56.6%
56 |Q60, Q61, Q62 |Lieutenant (Police Department) 107 0.4% 57.0%
57 [1408 Principal Clerk 105 0.4% 57.4%
58 |8302 Deputy Sheriff 1 102 0.4% 57.7%
59 932 Manager IV 101 0.4% 58.1%
60 |[3610 Library Assistant 101 0.4% 58.4%
61 |3284 Recreation Director 99 0.3% 58.8%
62 |8306 Senior De puty Sheriff 98 0.3% 59.1%
63 923 Manager || 97 0.3% 59.5%
64 |7345 Electrician 97 0.3% 59.8%
65 |7501 Asphault W orker 97 0.3% 60.1%
66 |7346 Painter 93 0.3% 60.5%
67 19102 Transit Car Cleaner 93 0.3% 60.8%
68 1244 Senior Personnel Analyst 86 0.3% 61.1%
69 (2908 Hospital Eligiblity Worker 86 0.3% 61.4%
70 18226 Museum Guard 86 0.3% 61.7%
71 1630 Account Clerk 85 0.3% 62.0%
72 |3616 Library Technical Assistant 1 81 0.3% 62.3%
73 [1450 Executive Secretary 1 79 0.3% 62.6%
74 |1822 Administrative Analyst 79 0.3% 62.8%
75 |1654 Principal Accountant 78 0.3% 63.1%
76 12920 Medical Social Worker 78 0.3% 63.4%
77 |1054 IS Business Analyst-Principal 77 0.3% 63.7%
78 18320 Counselor, Juvenile Hall 77 0.3% 63.9%
79 |5211 Sr Engineer 76 0.3% 64.2%
80 (1324 Senior Customer Service Agent 75 0.3% 64.5%
81 |1022 IS Administrator 2 73 0.3% 64.7%
82 (1043 IS Engineer-Senior 73 0.3% 65.0%
83 2322 Nurse Manager 73 0.3% 65.2%
84 [1053 IS Business Analyst-Senior 72 0.3% 65.5%
85 1406 Senior Clerk 72 0.3% 65.7%
86 [7344 Carpenter 71 0.2% 66.0%
87 933 Manager V 66 0.2% 66.2%
88 [1222 Sr Payroll & Personnel Clerk 65 0.2% 66.4%
89 |7388 Utility Plumber 65 0.2% 66.7%
90 [H30 Captain, (Fire Department) 65 0.2% 66.9%
91 [2931 Marriage, Family & Child Cnslr 64 0.2% 67.1%
92 7313 Automotive Machinist 64 0.2% 67.3%
93 1428 Unit Clerk 63 0.2% 67.6%
94 11842 Management Assistant 63 0.2% 67.8%
95 |[1241 Personnel Analyst 62 0.2% 68.0%
96 |[1458 Legal Secretary 1 62 0.2% 68.2%
97 [2230 Physician Specialist 61 0.2% 68.4%
98 |7347 Plumber 61 0.2% 68.6%
99 |941 Manager VI 60 0.2% 68.9%
100 |1452 Executive Secretary Il 60 0.2% 69.1%
100 |1652 Senior Accountant 60 0.2% 69.3%
100 |8158 Child Support Officer Il 60 0.2% 69.5%

Total for Top 100 Job Classes 19,818

Total Employees 28,519

Source: HR Information System
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2.6 Average Age and Length of Service

The average age for miscellaneous employees (#8Mgher than for safety personnel (43.6),
while the average length of service for miscellarseemployees tends to be lower (12.9) than for
safety personnel (14.7).

Employees by Average Age and Average Length of Serv  ice, FY09
Employee Group Number Avg. Age Avg. LOS
Miscellaneous Employees 23,523 48.4 12.9
Safety Personnel 4,996 43.6 14.7
Total Employees 28,519
Citywide Average 47.6 13.2
Source: HR Information System

2.7 Average Age and Length of Service by Department
0 The average age of employees Citywide is 47.6 ya@drd-or the three largest
departments, the average age is as follows:
e Public Health — 48.4
* MTA-Municipal Railway — 49.8
* Police -43.6

o0 The average age among employees by departmentsraonge 34.3 in the Taxi
Commission to 53.2 in the Rent Stabilization Board.

o0 The average length of service (LOS) Citywide fopéogees is 13.2. For the three largest
departments, the average length of service islasl
* Public Health — 13.2
*  MTA-Municipal Railway — 13.5
* Police-15.1

0 The average length of service among employees ppgrtteent ranges from 3.3 in the
Office of Economic & Workforce Development to 17tire War Memorial.
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Employees by Department, Average Age & Average Leng

th of Service, FY09

Employee Group Number Avg. Age Avg. LOS

ACADEMY OF SCIENCES 11 45.9 10.2
ADMIN SERVICES 514 47.8 10.6
ADULT PROBATION 96 47.3 15.0
AIRPORT 1,347 50.2 11.9
ARTS COMMISSION 28 46.9 8.0
ASIAN ART MUSEUM 51 49.3 8.8
ASSESSOR / RECORDER 122 50.5 14.7
BOARD OF APPEALS 5 39.1 8.0
BOARD OF SUPERVISORS 57 41.9 9.0
CHILD SUPPORT SERVICES 118 47.7 12.1
CHILDREN & FAMILIES COMMISSION 14 41.9 3.7
CHILDREN, YOUTH & THEIR FAMILIES 34 40.1 4.5
CITY ATTORNEY 317 48.4 11.8
CITY PLANNING 142 42.3 9.7
CIVIL SERVICE 6 50.2 8.7
CONTROLLER 173 46.0 11.5
DEPARTMENT OF BUILDING INSPECTION 213 51.9 14.6
DEPARTMENT OF THE STATUS OF WOMEN 5 35.0 5.4
DISTRICT ATTORNEY 239 44.7 11.1
ECONOMIC & WORKFORCE DEVELOPMENT 51 38.3 3.3
ELECTIONS 62 41.7 7.7
EMERGENCY COMMUNICATIONS DEPARTMENT 237 42.7 11.0
ENVIRONMENT 70 40.0 5.5
ETHICS 19 37.9 5.1
FINE ARTS MUSEUM 100 49.5 11.2
FIRE DEPARTMENT 1,588 44.3 14.3
GENERAL SERVICES AGENCY - PUBLIC WORKS 1,171 47.5 12.5
GENERAL SVCS AGENCY - TELECOM&INFO SVCS 256 48.1 12.5
HEALTH SERVICE SYSTEM 34 51.0 12.1
HUMAN RESOURCES 167 46.6 11.6
HUMAN RIGHTS 35 47.1 10.7
HUMAN SERVICES AGENCY 1,787 48.2 12.7
JUVENILE PROBATION 248 49.4 16.2
MAYOR 116 41.9 7.5
MTA - MUNICIPAL RAILWAY 5,017 49.8 13.5
POLICE 2,807 43.6 15.1
PORT 219 51.3 14.4
PUBLIC DEFENDER 159 41.9 10.7
PUBLIC HEALTH 5,798 48.4 13.2
PUBLIC LIBRARY 744 46.2 13.9
PUBLIC UTILITIES 2,009 48.9 13.4
RECREATION & PARK 822 49.4 15.3
RENT ARBITRATION BOARD 28 53.2 13.8
RETIREMENT SYSTEM 87 51.1 13.7
SHERIFF 1,085 42.4 11.6
TAXI COMMISSION 3 34.3 8.4
TREASURER/TAX COLLECTOR 214 49.4 12.4
WAR MEMORIAL 94 53.0 17.0
Total Employees 28,519

Citywide Average 47.6 13.2

Source: HR Information System
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2.8 New Hires by MSA

Safety personnel comprised 6% of new hires for B¥&09. Hiring was highest in the MSA B
Public Works, Transportation, & Commerce MSA.

Miscellaneous - New Hires by MSA, FY09

Major Service Area Total

A: PUBLIC PROTECTION 166
B: PUBLIC WORKS, TRANSPORTATION, & COMMERCE 452
C: HUMAN WELFARE & NEIGHBORHOOD DEVELOPMENT 46
D: COMMUNITY HEALTH 191
E: CULTURE & RECREATION 62
F: GENERAL ADMINISTRATIVE & FINANCE 129
Total Miscellaneous, New Hires 1,046
Source: HR Information System

Safety - New Hires by MSA, FY09

Major Service Area Total

A: PUBLIC PROTECTION 67
Total Safety, New Hires 67

Source: HR Information System

2.9 New Hires by Department

MTA Municipal Railway and the Department of Puldtiealth had the largest number of new
hires in FY 2008-09. Seven departments only hadnemehire. Police and Fire had the largest
number of new hires of safety personnel during B¥&09.
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Miscellaneous - New Hires by Department, FY09

ADMIN SERVICES 26
ADULT PROBATION 1
AIRPORT 48
ARTS COMMISSION 3
ASSESSOR / RECORDER 1
BOARD OF SUPERVISORS 17
CHILD SUPPORT SERVICES 1
CHILDREN, YOUTH & THEIR FAMILIES 2
CITY ATTORNEY 8
CONTROLLER 20
DEPARTMENT OF BUILDING INSPECTION 1
DISTRICT ATTORNEY 10
ECONOMIC & WORKFORCE DEVELOPMENT 3
EMERGENCY COMMUNICATIONS DEPARTMENT 24
ENVIRONMENT 9
ETHICS 1
FINE ARTS MUSEUM 1
GENERAL SERVICES AGENCY - PUBLIC WORKS 24
GENERAL SVCS AGENCY - TELECOM&INFO SVCS 5
HEALTH SERVICE SYSTEM 2
HUMAN RESOURCES 22
HUMAN RIGHTS 6
HUMAN SERVICES AGENCY 28
JUVENILE PROBATION 1
MAYOR 7
MTA - MUNICIPAL RAILWAY 316
POLICE 47
PORT 4
PUBLIC DEFENDER 7
PUBLIC HEALTH 191
PUBLIC LIBRARY 12
PUBLIC UTILITIES 56
RECREATION & PARK 44
RETIREMENT SYSTEM 4
SHERIFF 76
TREASURER/TAX COLLECTOR 16
WAR MEMORIAL 2
Total Employees 1,046
Source: HR Information System
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Safety - New Hires by Department, FY09

Department #

ADULT PROBATION 1
DISTRICT ATTORNEY 3
FIRE DEPARTMENT 18
JUVENILE PROBATION 1
POLICE 43
SHERIFF 1
Total Employees 67
Source: HR Information System

2.10Separations by Reason

Separations reflect the proportion of City emplsyedo leave City employment during the year.
These separations can be either voluntary or imtaty. Just as in Section 1.11, a number of
record types have been excluded in order to capitereriginal reason an employee left City
employment.

o For separations of miscellaneous employees in FX)&83.9% were layoffs, 37.7% were
retirements, and 48.3% were terminations.

Miscellaneous - Separations by Reason, FY09

Action Reason Description # %
Total Layoffs, All Reasons 257 13.9%
RET Normal Retirement 692

Retirement Disability 5
Total Retirements, All Reasons 697 37.7%
TER Death 122

Dismissal of Permanent Employee 31

Release from Probation 130

Release - NCS, TPV, Exempt 53

Resign - Satisfactory Service 448

Resign - Unsatisfactory Service 18

Other 91
Total Terminations, All Reasons 893 48.3%
Total, All Actions 1,847 100.0%
Source: HR Information System

o For separations of safety personnel in FY 2008308% were layoffs, 60.3% were
retirements, and 39.1% were terminations.
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Safety - Separations by Reason, FY09

Action Reason Description # %
Total Layoffs, All Actions 1 0.5%
RET Normal Retirement 109

Retirement Disability 2
Total Retirements, All Actions 111 60.3%
TER Death 9

Release from Probation 19

Resign - Satisfactory Service 43

Other 1
Total Terminations, All Actions 72 39.1%
Total, All Actions 184 100.0%

Source: HR Information System

2.11Voluntary Separations

o Voluntary separations are defined as those that@umtary on the part of the employee.
With the exception of resignations with unsatiséagtservice, these are separations that
the City could influence through additional retentprograms. For miscellaneous
employees, 697 of voluntary separations were dueti@ments, while 483 were

terminations.

Miscellaneous - Voluntary Separations, FY09

Action Reason Description # %

RET Normal Retirement 692

Retirement Disability 5
Total Retirements, All Reasons 697 59.1%
TER Resign - Satisfactory Service 448

Resign - Unsatisfactory Service 18

Other 17
Total Terminations, All Reasons 483 40.9%
Total, All Actions 1,180 100.0%
Source: HR Information System
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o For safety personnel, 111 of voluntary separatweie due to retirements, while 44 were
terminations.

Safety - Voluntary Separations, FY09
Action Reason Description # %

RET Normal Retirement 109

Retirement Disability 2
Total Retirements, All Reasons 111 71.6%
TER Resign - Satisfactory Service 43

Other 1
Total Terminations, All Reasons 44 28.4%
Total, All Actions 155 100.0%
Source: HR Information System

2.12Involuntary Separations

o Involuntary separations are defined as those tieat@t voluntary on the part of the
employee, such as layoff, death, dismissal of empaent employee, and release from
probation. For miscellaneous employees, 38.5%\aflimtary separations were due to
layoffs, while 61.5% were due to terminations.

Miscellaneous - Involuntary Separations, FY09

Action Reason Description # %
Total Layoffs, All Reasons 257 38.5%
TER Death 122

Dismissal of Permanent Employee 31

Release from Probation 130

Release - NCS, TPV, Exempt 53

Other 74
Total Terminations, All Reasons 410 61.5%
Total, All Actions 667  100.0%
Source: HR Information System
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o For safety personnel, 96.6% of all involuntary sapans were due to terminations.

Safety - Involuntary Separations, FY09

Action Reason Description # %
Total Layoffs, All Actions 1 3.4%
TER Death 9

Release from Probation 19
Total Terminations, All Reasons 28 96.6%
Total, All Actions 29  100.0%
Source: HR Information System

2.13Average Age & Length of Service at Retirement

While employees must meet minimum eligibility criteto be able to retire from City service,

see section below, on average, safety personngtoemave longer careers with the CityFor
disability retirements, both miscellaneous andtggersonnel average a similar length of
service. However, safety personnel tend to retietd a disability at a younger age, 45 years old
versus 51.8 years old, than for miscellaneous eyepka

Average Age & Length of Service at Retirement, FY09

Miscellaneous SEEIWY
Reason Avg. Age Avg. LOS Avg. Age Avg. LOS
Normal Retirement . . 30.1
Retirement Disability 51.8 16.7 45.0 16.5
Overall Retirement, Average 61.8 25.3|| 56.4 29.8

Source: HR Information System

2.14 Retirement Milestones by Major Service Area

As mentioned at the beginning of this appendixetam the job class, employees are either
miscellaneous employees or safety personnel basedter the San Francisco Employees
Retirement System (SFERS) or the California Publhtployees Retirement System (CalPERS)
retirement eligibility requirements. The retiremémilestones: in the following tables refer to
combinations of age and years of service that semteminimum eligibility requiremerits

121n general, safety personnel become City emplogegsunger ages, are likely to remain with they &r most
of their career, and retire at younger ages, thianattaneous employees.

3 police officers and firefighters are safety persrunder SFERSs, while several classificationsrfoestigators,
counselors, institutional officers, and deputies safety personnel under CalPERs. All other em@syee
miscellaneous. Safety personnel tend to have difteniring and separation trends, given the extertsisting and
hiring process, the nature of the work, and reteentriteria. In some instances trends data isspted separating
these two groups of employees.
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o For miscellaneous employees receiving benefits UBEERS, employees are eligible for
minimum retirement benefits when they are at I88sgears old and have at least 20
years or service, or when they are at least 6Gyadrand have at least 10 years of
service. The percentage for each year of credéedce increases the age of retirement,
with a maximum retirement allowance of 75 percdrihe employee’s final
compensation.

o For safety personnel receiving benefits under SFER®ployees are eligible for
minimum retirement benefits if they at least 50rgead with 5 years of service (service
date prior to 1976) or at least 50 years old witleast 20 years of service (service date in
1976 or beyond). The percentage for each yearegliterd service increases with the age
of retirement, with a maximum retirement allowaé®0 percent of the employee’s
final compensation.

o For safety personnel receiving benefits under CRI®Eemployees are eligible for
minimum retirement benefits if they have at leagears of service. The percentage for
each year of credited service increases the aggiggment, with a maximum retirement
allowance of 90 percent of the employee’s final pensation.

o Among the 6 major service areas, MSA E: Cultureécfeation has the greatest
percentage of employees that has reached themetitanilestone, followed closely by
MSA D: Community Health and MSA B: Public Works ahisportation, & Commerce.

o0 Miscellaneous employees meeting minimum eligibititigeria for retirement under
SFERS make up 15.7% of the City’s workforce. Safetssonnel meeting safety
minimum eligibility criteria for retirement undelRERS or CalPERS, depending on the
job class, make up 4.6% of the City’s workforce.

Retirement Milestones by Major Service Area
Miscellaneous Safety Personnel

Total # Subtotal Subtotal
of Employees % SFERS CalPERS # %

A: PUBLIC PROTECTION 6,459 257 4.0% 299 1,283
B: PUBLIC WORKS, TRANSPORTATION, &
COMMERCE 10,035 | 1,986  19.8%
C: HUMAN WELFARE & NEIGHBORHOOD
DEVELOPMENT 2,001 311 14.9%
D: COMMUNITY HEALTH 5798 1,166 20.1%
E: CULTURE & RECREATION 1,850 386  20.9% 30 30 1.6%
F: GENERAL ADMINISTRATIVE & FINANCE
2,286 382 16.7%

Total Employees 28,519
Employees Reaching Retirement Milestone 4,488 15.7% 984 329 1,313 4.6%)

Source: HR Information; EEs are employees; table shows employees meeting minimum retirement eligibility criteria.
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2.15Retirement Milestones — Miscellaneous Employee s

o Of miscellaneous employees working in the City, 1% have reached the retirement
milestone.

o For the top three departments with the largest mumabmiscellaneous employees,
Public Health (20.1%), MTA-Municipal Railway (21.4%ublic Utilities Commission
(20.5%) have approximately a fifth of their emplegeeaching the retirement milestone.

o In departments with the largest percentage of migswous staff reaching the retirement

milestone, Fire Department (33.3%), War Memori&.840), and Assessor/Recorder
(32%) have the highest percentages.
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Miscellaneous - Retirement Milestones by Department

Total #
Department of Employees

ACADEMY OF SCIENCES 11 1 9.1%
ADMIN SERVICES 514 65| 12.6%
ADULT PROBATION 15 2| 13.3%
AIRPORT 1,347 193 | 14.3%
ARTS COMMISSION 28 2 7.1%
ASIAN ART MUSEUM 51 1 2.0%
ASSESSOR / RECORDER 122 39| 32.0%
BOARD OF APPEALS 5 0.0%
BOARD OF SUPERVISORS 57 71 12.3%
CHILD SUPPORT SERVICES 118 19| 16.1%
CHILDREN & FAMILIES COMMISSION 14 0.0%
CHILDREN, YOUTH & THEIR FAMILIES 34 0.0%
CITY ATTORNEY 317 58| 18.3%
CITY PLANNING 142 18| 12.7%
CIVIL SERVICE 6 0.0%
CONTROLLER 173 36 | 20.8%
DEPARTMENT OF BUILDING INSPECTION 213 54| 25.4%
DEPARTMENT OF THE STATUS OF WOMEN 5 0.0%
DISTRICT ATTORNEY 212 33| 15.6%
ECONOMIC & WORKFORCE DEVELOPMENT 51 0.0%
ELECTIONS 62 0.0%
EMERGENCY COMMUNICATIONS DEPARTMENT 237 31| 13.1%
ENVIRONMENT 70 1 1.4%
ETHICS 19 0.0%
FINE ARTS MUSEUM 100 16| 16.0%
FIRE DEPARTMENT 93 31| 33.3%
GENERAL SERVICES AGENCY - PUBLIC WORKS 1,171 201 | 17.2%
GENERAL SVCS AGENCY - TELECOM&INFO SVCS 256 46 | 18.0%
HEALTH SERVICE SYSTEM 34 41 11.8%
HUMAN RESOURCES 167 32| 19.2%
HUMAN RIGHTS 35 8| 22.9%
HUMAN SERVICES AGENCY 1,787 278 | 15.6%
JUVENILE PROBATION 66 18| 27.3%
MAYOR 116 10 8.6%
MTA - MUNICIPAL RAILWAY 5,017 | 1,075 | 21.4%
POLICE 441 90 | 20.4%
PORT 219 51| 23.3%
PUBLIC DEFENDER 159 25| 15.7%
PUBLIC HEALTH 5,798 | 1,166 | 20.1%
PUBLIC LIBRARY 729 116 | 15.9%
PUBLIC UTILITIES 2,009 412 | 20.5%
RECREATION & PARK 822 228 | 27.7%
RENT ARBITRATION BOARD 28 5| 17.9%
RETIREMENT SYSTEM 87 22| 25.3%
SHERIFF 282 27 9.6%
TAXI COMMISSION 3 0.0%
TREASURER/TAX COLLECTOR 214 451 21.0%
WAR MEMORIAL 67 22| 32.8%
Total Employees, Miscellaneous 23,523

Employees Meeting Retirement Milestone 4,488 19.1%

Source: HR Information; EEs are employees; table shows EEs meeting minimum retirement eligibility criteria.
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2.16 Retirement Milestones — Safety Personnel
o Of safety personnel working in the City, 27.3% has@&ched the retirement milestone.

o The War Memorial (85.2%) has the greatest percemégafety personnel that have
reached the retirement milestone, followed by the=dile Probation (48.9%), and the
Public Library (46.7%)

Safety - Retirement Milestones by Department

Total #
of
Department Employees = SFERS CalPERS Total # Total %

ADULT PROBATION 81 30 30 37.0%
DISTRICT ATTORNEY 27 4 4 14.8%
JUVENILE PROBATION 182 89 89 48.9%
FIRE DEPARTMENT 1,495 354 52 406 27.2%
POLICE 2,366 630 630 26.6%
PUBLIC LIBRARY 15 7 7 46.7%
SHERIFF 803 176 176 21.9%
WAR MEMORIAL 27 23 23 85.2%
Total Employees, Safety 4,996

Employees Meeting Retirement Milestone 984 381 1,365 27.3%
Source: HR Information; EEs are employees; table shows employees meeting minimum retirement eligibility criteria.

2.17 Retirement Milestones — By Union

o Of the three largest unions by total number of e@ygés represented, 17.3% of
miscellaneous employees represented by SEIU L&24 and 16.7% of miscellaneous
employees represented by Local 21 have reachaetinrement milestone, while 26.6%
of employees represented by the Police Offices éiaton has reached the retirement
milestone.
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Retirement Milestones by Union

# of Employees Miscellaneous Safety

Code Union (sort order) # % # %
790 |SEIU Locals 250, 535, 790 10,286 1,782 17.3% 78 0.8%
021 |Local 21, Professional & Technical Engineers 3,712 619 16.7% 0.0%
911 |Police Officers Association 2,363 0.0% 628 26.6%
253 |TWU Local 250-A, Transit Operators 2,194 324 14.8% 0.0%
798 |Locals 798 & 799, Firefighters 1,486 0.0% 325 21.9%
791 |SEIU - Nurses 1,386 315 22.7% 0.0%
261 |Local 261, Laborers International 964 196 20.3% 0.0%
351 |Municipal Executives Association 953 214 22.5% 6 0.6%
498 |SF Deputy Sheriff's Association 882 0.0% 161 18.3%
006 |Local 6, Electrical Workers 713 223 31.3% 0.0%
039 |Local 39, Stationary Engineers 576 138 24.0% 0.0%
311 |Municipal Attorney's Association 420 62 14.8% 0.0%
130 |[Local 1414, Machinists 383 103 26.9% 0.0%
038 |Local 38, Plumbers 302 66 21.9% 0.0%
200 |TWU Local 200, SEAM 263 122 46.4% 0.0%
164 JUAPD Physicians & Dentists 222 47 21.2% 0.0%
252 |TWU Local 250-A, Automotive Service Workers 168 24 14.3% 0.0%
216 |Teamsters, Local 853 Truck Drivers 152 31 20.4% 0.0%
651 |SF Probation Officers Association 122 0.0% 54 44.3%
004 |Painters, Local 4 107 22 20.6% 0.0%
236 |Carpenters, Local 22 98 28 28.6% 0.0%
856 |Local 856, Teamsters - Multi-Unit 98 18 18.4% 34 34.7%
858 |Local 856, Teamsters - Supervising Nurse 98 40 40.8% 0.0%
251 |[Local 250, TWU Miscellaneous 83 34 41.0% 0.0%
001 |Unrepresented Employees - Management 79 10 12.7% 0.0%
002 |Unrepresented Employees - Miscellaneous 79 4 5.1% 0.0%
929 |SF Building Inspectors 55 9 16.4% 0.0%
003 |Operating Engineers, Local 3 53 23 43.4% 0.0%
104 |Sheet Metal Workers, Local 104 42 14 33.3% 0.0%
580 |Cement Masons, Local 580 27 2 7.4% 0.0%
419 |SFDA Investigators Association 25 0.0% 3 12.0%
965 |Supervising Probation Officers, Local 3 18 0.0% 9 50.0%
016 |Theatrical Stage Employees, Local 16 16 2 12.5% 0.0%
377 llron Workers, Local 377 15 4 26.7% 0.0%
007 |Brick Layers & Hod Carriers 14 0.0% 0.0%
034 |Pile Drivers, Local 34 13 1 7.7% 0.0%
793 |Fire Rescue Paramedic, Local 793 11 7 63.6% 0.0%
040 JRoofers, Local 40 10 3 30.0% 0.0%
718 |Glaziers, Local 718 10 0.0% 0.0%
352 |Municipal Executive Association - Fire 9 0.0% 6 66.7%
969 |SF Institutional Police Officers Association 7 0.0% 6 85.7%
353 |Municipal Executive Association - Police 3 0.0% 2 66.7%
350 |Teamsters, Local 350, Animal Keepers 1 1| 100.0% 0.0%
604 |Port Director 1 0.0% 0.0%

Total Employees 28,519

Employees Meeting Retirement Milestone 4,488 15.7% 1,312 4.6%

Source: HR Information
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1 Purpose and Method

This appendix summarizes discussions with subjettenexperts among 16 departments, 11 of
whom were interviewed for the 2007 Workforce andcassion Planning Report:

Adult Probation, Controller’s Office, DepartmentRiiblic Health, Fire Department, Human
Services Agency, Juvenile Probation, Library, Myvat Transportation Agency, Police
Department, Public Utilities Commission, Recrea8oRark Department; and five departments
which were interviewed for the first time regardihgir workforce and succession planning
efforts: Airport Commission, Department of EmergeiManagement, Port, Retirement, and the
Sheriff's Department.

The 11 departments previously interviewed were eh@sther because they serve an important
function or because workforce analysis had indit#tey had large numbers or proportions of
potential retirements. By meeting with them agthe, discussion focused on the departments’
planning efforts over the past two years, whetheirtoperations had changed, their workforce
needs, and any new insights and/or challengeshfies faced. The five additional departments
interviewed for this report were selected basetheir size and higher than average turnover.
The discussions focused on their operational naedsany workforce strategies being used.

It should be noted that all departments were gwerkforce data for their employees for FY
2007-08, the last complete year of data availdhterviews with departments were conducted
from January through April 2009. While workforce@&om FY 2007-08 was a starting point
for the conversation with departments, those imn¢eved discussed the effects of multiple rounds
of layoffs during FY 2008-09; the need to reducartbudget for FY 2009-10; and how they
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would be able to continue to do their work givea size and makeup of their workforce, and the
expectations from the public and the departmeryg slerve.

2 Summary of Findings — Citywide

Based on the results of analyses of quantitatidecarmalitative data collected from the HR
Information System, written responses, and intevsiwith staff throughout the City, described
herein, we identified the following trends in waokée planning efforts, as well as current
policies that affect efforts:

o Creative Staffing is Used to Develop and Implemerkfforts
Very few departments have dedicated staff devaiedorkforce and succession planning
efforts, but recognize the value in investing tiioethese efforts. To address workforce
and succession planning issues, some departmer@sieated committees comprised of
staff from various work groups/divisions to repmgsthe operational needs. Staff meet
periodically and help drive development and impletagon of efforts.

o External Funding Can Supplement Training Costs
Departments are seeking outside funding from fotiods and private organizations to
supplement their workforce neédisSuch funds are being used to develop training
programs, purchase resource materials, and prequipment that will train staff in
skills particular to their operations.

o Technology Aides in Employee Connectivity and Prodetivity
While there are some data systems that are usedgthout the City, (e.g., HR
Information System and Accounting Entry Systempatements vary in the technology
they use. Over the last two years, many departnie@wvs made efforts to expand their
connectivity and upgrade computer hardware andvaoé Departments with multiple
locations or employees out in the field, whichhe past had limited access to the
Internet and electronic systems, have investeldam technology. Other departments are
trying to use their systems to streamline theicpsses internally and with the public,
and even to limit their use of paper documents.

o Revising Human Resources Policies and Civil Servideules is a Continual Process
Department staff echoed the concern that the hofregaff cannot be completed in the
time frame that meets their operational needs dwerrent Civil Services Rules and
policies in place by the Department of Human Resgairin order to meet the operational
needs of departments, a regular review of thess rard policies is necessary; just as the
services and work changes, so should the systeditogeovide the workforce.

* The FY09-10 adopted budget saw an overall increfsaining funds. Of the 46 departments liste@l, 2
departments reduced training funds for a total™df25378. In addition, 11 departments kept theining funds at
the same budget level as in FY08-09, while 7 depamts had an increase in training funds totalintj/$®49.
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3 Summary of Findings — By Department

The following table details current issues, treraig] strategies, as well as possible future

strategies for each department. Information indtables is primarily based on interviews with

City staff.

2009 Workforce Drivers and Possible Future Workforc

Recruitment &

Hiring

Retention

Training/ Staff
Development

e & Succession Planning

Knowledge
Management

Strategies

ADP - Adult Probation

No trouble recruiting,

Partnering new hires

Discussions are in

position for AIR
Dispatcher has helped
overall recruitment for
this hard-to-fill position.

accommodate
employees with
different shifts and
locations. Also,
information from a
survey on what
employees think they
need to promote and
advance will be used as
a tool for targeted
training.

training on topics such
as how to transition
from Lotus Notes to
Outlook. Also, AIR is
working on a contract
for a mentoring
program.

Department but the budget deficit with senior officers place to establish a
has limited ADP's ability| used to be a practice of |[committee to better
to hire and backfill ADP but due to staffing |[document policies and
positions. constraints, this training|procedures.
is no longer feasible.
AIR - Airport Utilization of the trainee Started trainings that  |Providing E-learning Succession Planning

Committee is preparing
a draft Succession
Planning Report that
will focus on developing
current employees and
effective recruiting.

CON - Controller's
Office

Constant enhancement
and continuation of the
1649 Accountant Intern
Program.

Created a committee to
achieve goals on
changing organizational
culture and creating
tools/training to perform
at an optimal level.

Training focusing on
critical thinking,
communication,
negotiation, project
management, coaching
and mentoring.

Completed its first
Beyond Accounting
Transactions (BAT)
pilot for succession
planning, and
addressing gaps
between accounting
classifications.

Department has
employed a change
management team to
help prepare for the
training and the change
in work processes
related to new Human
Capital Management
system.

DEM - Department of
Emergency
Management

Improving oral
examinations process
to better reflect the job
requirements of 8238
Police Communications
Dispatchers.

DEM has experienced
a lot less turnover than
in previous years by
focusing on its hiring
efforts and hiring better
qualified employees.

Considering developing
standard operating
procedures (SOPs) with
input from senior
employees to facilitate
knowledge transfer for
administration staff.

DPH - Public Health
Department

The department has
had some turnover in
the executive
leadership, and
challenges in filling the
positions.

Department specific
trainings are provided
to staff; nurses are
being provided with
specialized training.
The department piloted
24-hour training
program for supervisors
and managers.

In preparation for
operating the new
Laguna Honda facility,
staff needs are being
reviewed, and a training
program is being
developed for the
transition.

FIR - Fire Department

Reconfigured shifts for
certain high stress
classifications such as
H3 Paramedics, Level 2
to reduce attrition.

Developed
comprehensive training
that includes a 40-hour
course for new
Lieutenants and
includes a mentoring
component.

All manuals are
updated and available
online.

Established of
Resource Library,
which includes
simulator conference
room and other new
technological tools to
remain up-to-date.
Also, identifying grants
and sources for
alternative funding.
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2009 Workforce Drivers and Possible Future Workforc

Recruitment &

Hiring

Retention

Training/ Staff
Development

e & Succession Planning

Knowledge
Management

Strategies

HSA - Human
Services Agency

Passed a policy offering
incentive pay to
employees who use a
second language for
over 10 hours per week
in their work to
recognize this skill.
HSA provides internal
training programs to
employees and
supplements with
external programs.

Piloted a mentoring
program, which
includes a group
project.

Staff dedicated to
working on workforce
analysis and
succession planning
efforts. Incorporated a
mixture of programs
developed by internal
staff, provided by other
departments, or those
provided by outside
learning institutions.

JUV - Juvenile
Probation Department

Relocation of HR
department to a more
visible location, which
has promoted
awareness among staff
and youth about HR
and employment

Beginning 6 month
check-ins with newly
appointed Probation
Officers to make sure
everything is running
smoothly.

Using grant funds to
provide organizational
development activities
such as training, middle
management
development, and
increasing staff

In order to maintain
adequate staffing
levels, a review was
conducted of leave
usage which resulted in
better tracking and
enforcement of policies

staffed, such that there
are often no backups;
positions serve multiple
functions.

and safety training as
well as specialized
training (for example
hazwoper training as a
result of the Cosco
Busan oil spill).

level vary from
operating procedures to
working with other
departments to share
knowledge.

opportunities. engagement. as well as overall
savings for the
department.

LIB - Library Receives grant funds Developed a Beginning mentoring  |Department head is
for employees who are Leadership Training component of the very supportive of
pursuing a Master's Academy called GenPL program. workforce planning
degree in Library "GenPL: The Next efforts.

Science. Recipients Generation of Public
must commit to SFPL Library Leaders."
for a year. Program.

MTA- Municipal Employees tend to gain |For Transit Operators, Has a five-day

Transportation experience with MTA in |using training model of mandatory

Agency some difficult to recruit |pairing three 9163 Management

positions and then trainees to one Leadership course for

move on to other instructor. all newly appointed and

departments. existing supervisors
and managers.

POL - Police Use of DROP program |Considering All Police Inspectors Analyzing

Department continues putting recommendations on |are subject to a recommendations from

officers in patrol service|evaluating career mandatory five-year three major studies.
for 3 years past development/planning, |rotation to increase
retirement. organizational changes, |overall knowledge
training and other base.
organizational issues.
PRT - Port Services are thinly Conduct a lot of health |Efforts at the division

PUC - Public Utilities
Commission

Apprenticeship
programs provides the
department with
younger workers.

Provides exit survey
when employees leave
the department to
assess overall quality of
the work environment.

Conducting employee
survey to assess what
employees want for
training/informational
sessions and then
working to set up
relevant sessions.

Waste Water division is
developing mIToolbox,
an electronic
knowledge
management database,
as well as collaborating
with other utilities on
training of critical job
classes.

Waste Water division
uses 12-hour rotating
shifts and training
weeks to build up the
knowledge base of its
entire workforce.
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2009 Workforce Drivers and Possible Future Workforce & Succe

REC - Recreation &
Park Department

Recruitment &
Hiring
Difficulty in hiring for
some classifications;
REC is re-evaluating
minimum qualifications.

Retention

Training/ Staff
Development

ssion Planning

Knowledge

Management
Budget constraints
limits REC's ability to
hire back employees
through Prop F to
mentor new hires;
uncertain of what type
of knowledge capture
strategy to use.

Strategies

Recently installed new
technology to multiple
worksites to connect
employees to each
other and to
information; having the
public use the REC
website to access
information and
services.

RET - Retirement

Has budgeted
temporary salaries for
the four-month
simultaneous
employment of a
successor for the
Executive Director
position.

Rotational assignments
for benefits and
retirement analysts.

Staff sent to pension-
specific training through
CalPERS.

Will be using 360
Degree Feedback,
multi-rater model for
senior staff down to
middle managers.

SHF - Sheriff's
Department

Surge in applications,
possibly due to the
economy.

Staff involved with
statewide sheriff
organizations to
network and learn best
practices.

Started including chiefs
and captains in the
budget process and
other administrative
processes in order to
forge and maintain
relationships with other
City offices.

4 Adult Probation

For FY 2007-08, ADP has a workforce of 101 empésyith an average age of 47 and average

length of service of 14.6 years.

Quantitative Research Summary

(0]

The average length of service for an ADP employelet is higher than the Citywide
average of 12.6.

28.7% of ADP’s workforce has 20 or more years o¥ise.

51.5% are GenXers and 2% are Millenials, highen tha Citywide average of 43.4%
and 1.8% respectively.

Between FY04 and FYO08, there were 15 new hires3&skparations.

Over the five-year period, turnover average at 6 M¥er than the Citywide average of
7%.

Based on job class, employees in ADP are undegreitie San Francisco Employee
Retirement System (SFERS) or the California Publigployees' Retirement System
(CalPERS). 24.4% of employees under SFERS arertlyredigible to retire, and 90.5%
of employees under CalPERS are eligible to retire.

In particular, there appeared to be high retiremisktfor the 8434 Supervising Adult
Probation Officer and the 8444 Deputy Probationdeffjob classes:
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* Currently, all 100% of the employees that are 888gervising Adult Probation
Officer are eligible for minimum retirement bensfwith 27% likely to retire soon.
For 8444 Deputy Probation Officer, 89% of employeethe job class are eligible
for minimum retirement benefits.

* In 3 years, 55% of the 8434 Supervising Adult PtimmaOfficer will likely retire
(based on average retirement at 60 years old Wityears of service). For 8444
Deputy Probation Officer, 89% will continue to Hegible to retire.

Qualitative Research Summary
o ADP has had four Chiefs in five years. Each depantrhead has had his/her own
philosophy, which has affected the direction of department as a whole and workforce
planning efforts.

o Since 2006, ADP has significantly increased stafhing programs to better equip staff
and supervisors for their daily functions, as vesllprepare for advancement in the
organization. For the first time in history, ADPshaet full compliance with the State
Standard Training for Corrections requirements.

o0 ADP'’s primary clients are the Courts, the Commuratyd adult probationers. ADP
reports to the Superior Courts and is primarilydied by the City General Fund, which is
overseen by the City’s governance structure (BoaSupervisors and Mayor’s Office).
Probation has had large population growth, butefss budget growth. In recent years,
the City General Fund has been limited due to tomemy resulting in limited resources
to ADP. This funding has affected ADP’s abilityhwe and backfill vacant positions.
ADP is understaffed; Deputy Probation Officers heaseload sizes up to three times
greater than recommended guidelines issued by theridan Parole and Probation
Association for effective supervision. Understaffind large caseloads affect
supervision strategies, the ability of ADP to apiblg proactive community supervision
model, and implementation of evidence based prextic

o ADP faces the task of conducting quality controtefvices given the reality of limited
staffing: back-up staff have less than three yehexperience, and new hires receive an
informal orientation and generalized training congplato past training. In the past, new
hires were paired up with senior officers, durihg probationary period, but since the
Department of Human Resources’ consolidation afsifecations and establishment of
the deep classification, new hires are trainedhley tsupervisor during the probationary
period.

0 An electronic case management system has beenrhplgmented and staff trained, but
not all the capabilities, such as reporting, aiadpeatilized. ADP intends to expand the
use of the case management system by offeringrigain the various system capabilities
to enhance the utilization of the system. This va#iult in improved data integrity and
provide convenience of producing reports to agdid® with strategic planning for staff
resources for better serving the needs of ADP wiaivhile this has helped officers, case
management caseloads have increased for staffsé®pe remain vacant, especially for
specialized units, and the potential for burnoutigg.
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o

ADP reviewed staff workload and service provisidm® 6,500 probationers. In order to
minimize overtime, flex time was implemented tdfsspecial events (those outside of
core business hours of 9am — 5pm) and operatiatfs alternating supervisor shifts to
provide maximum coverage. Reports were also stisathto meet the needs of the
various client departments.

ADP has identified some of the following workforcelanning strategies:

(0]

ADP plans to establish a committee to documemnwatsk, caseloads, and update the
policies and procedures manual to assist in cagwmowledge.

Due to the possibility of staff leaving, positiomst being approved for hire, and fewer
“acting” positions, ADP is considering restructyrioperations and streamlining the
delivery of services to better provide mandatedises, and better serve the needs of the
Superior Courts, the public and the adult probatien

5 Airport Commission

For FY 2007-08, the Airport Commission has a wor&éoof 1,316 employees with an average
age of 49.8 and average length of service of 1éarsy

Quantitative Research Summary

o

The average length of service for an AIR employe®lo/ years is less than the
Citywide average of 12.6.

16.6% of the Airport Commission’s workforce hasddnore years of service.

37.2% are GenXers and 0.7% are Millenials, less tha Citywide average of 43.4% and
1.8% respectively.

Between FY04 and FYO08, there were 275 new hires3&idseparations.

Over the five-year period, turnover averages aéoAdhich is higher than the Citywide
average of 7%.

Currently, 184 employees or 14% are eligible fgervice retirement.

In particular, there appeared to be high retiremisitfor the Stationary Engineer Series

(7334 Stationary Engineer and 7335 Senior StatjoBagineer) and the Airport

Communications Dispatcher Series (9202 Airport Camitcations Dispatcher and 9203

Senior Airport Communications Dispatcher):

» Currently, 11% of employees in the Stationary Eagirseries are eligible for

minimum retirement benefits. For the Airport Comnuations Dispatcher Series,
21% of employees in the series are eligible forimum retirement benefits and 2
are likely to retire soon (based on average retrgmt 60 years old with 20 years
of service).

* Infive years, 23% of the employees in the Statipangineer series will be
eligible for minimum retirement benefits and 2 vilely to retire soon (based on
average retirement at 60 years old with 20 yeasepfice). For the Airport
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Communications Dispatcher Series, 33% of employekbe eligible for
minimum retirement benefits and 12% will likelyrgtire soon.

» For the Stationary Engineer series, the Airportdaslidate pools from which to
recruit, and doesn’t anticipate any difficultiesfiling these positions.

Qualitative Research Summary
o0 The Airport Commission is unique in that not manlyes airports are controlled by
municipalities; on the East Coast and in other meijees, most of the airports are
controlled by authorities, which tend to have mibegibility.

o Being involved with the rest of the City departnseistdifficult because the Airport
Commission is so far physically removed. As a reshére are inefficiencies in working
with other departments, such as sending new emgdolgethe Department of Human
Resources for finger printing.

o Since 9/11, the Airport Commission has had a chamgecurity measures and the work
it handles in this mini-city atmosphere. Candidatelected for positions cannot start
work until they pass background processes whichaemn4-8 weeks to complete.
Everyone selected for employment at the Airport @ossion must pass the
Transportation Security Administration (TSA) & Setyi Threat Assessment (STA)
federal fingerprinting requirements in order togige an Airport Commission ID access
badge. Additionally, candidates selected to workCasimunications Dispatchers must
also pass a comprehensive employment and persistaiyhcheck, as well as a
psychological assessment.

o The Airport Commission does not rely on the GenEtald since its budget is based on
revenues. As such, the recent downturn in the eugrias affected the department.
Currently, the Airport Commission is under 0.5%aget due to a strong hold on
international travel. In comparison, Oakland and 3@se airports are between 20-30%
under.

0 While there is a commitment to develop employdss Airport Commission has
experienced challenges. Some administrative staifiat be promoted because they lack
the minimum qualification of a degree. Staff wolike to utilize a hiring system based
on competency versus minimum qualifications. Initalal, it is difficult to develop
certain classifications, such as line craft workar® shop heads because of the
investment needed by staff and limited resources.

The Airport Commission has identified a number of frategies to prepare its workforce for
future service needs:

o While the dispatcher classification had been adiiff classification to recruit for, the
creation of a trainee position has resulted in nsoieess in completion of the training
program and retention of staffhe 9910 Public Service Trainee appointment is gxem
and if the trainee successfully completes the spxim training, they receive a 9202
Airport Communications Dispatcher PCS appointmebject to a six-month
probationary period. The use of class 9910 jobsdtes resulted in more overall success
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and retention principally because the compensaétmis set at a level that is
competitive with similar dispatcher trainee progsamother airports.

Based on mandated federal security guidelinesAttport Commission has instituted in-
house training on airport badging and security s&cairfield safety; airport building
security access; and emergency operations.

Training employees on multiple shifts 24/7 has baifficult. However, the Airport
Commission has attempted to meet employees atltivaition to accommodate the
different shifts and to cut down on overtime. Aldte department is conducting a survey
for what employees think they need to promote ahéiace. This information will be
used as a tool for succession planning.

The Airport Commission is looking at different watgseffectively transfer knowledge
and minimize difficulties with transitions. The Awrt Commission has started e-
Learning classes on the Internet for training gnad® such as how to transition from
LotusNotes to Outlook. In addition, the departmieni the early stages of developing a
mentoring program. Through a 360 Degree Feedbacki-rater model program,
supervisors and managers are beginning to mergordhbordinates. Tools are being
developed and are being provided to managemeift staf

The Airport Commission is resurrecting a Succes®ilamning Committee, which was
established 3-5 years ago, to identify workforcedse The committee has prepared a
draft Succession Planning report that discusseddtielopment of current employees
and effective recruiting of future employees. Tapart is circulating to all the deputies
for input on implementing objectives on hiring higbtentials; passing on “institutional
knowledge”; cross-training staff; recognizing aedvarding managers that get the most
performance from their staff; implementing the Mgement/Leadership Development
Program; and providing general management traiamtjleadership development
opportunities.

6 Controller’s Office

For FY 2007-08, CON has a workforce of 160 emplsysih an average age of 46.3 and
average length of service of 12.3years.

Quantitative Research Summary

(0]

The average length of service for a CON employeE2d years is less than the Citywide
average of 12.6.

17.5% of CON'’s workforce has 20 or more years ofise.

51.9% are GenXers and 1.3% are Millenials, withghér percentage than the Citywide
average of 43.4% for GenXers and less than thevi@igyaverage of 1.8% for Millenials.

Between FY04 and FYO08, there were 88 new hiresS@wkparations.

Over the five-year period, turnover averages aé0which is lower than the Citywide
average of 7%.

Currently, 37 employees or 23.1% are eligible feeavice retirement.
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0

CON appeared to have high retirement risks in dflewing job classes:

e 1657 Senior Systems Accountant - 39% of emplogeesurrently eligible to
retire, and 33% are considered likely to retires@@hon average retirement at 60
years old with 20 years of service). In 5 year$o5 employees will be eligible
to retire and 44% will be likely to retire.

» Payroll classes 1218, 1220, 1222, 1224, and 13566 of employees this group
are currently eligible to retire, with 30% likely tetire soon (based on average
retirement at 60 years old with 20 years of sejvite5 years, 61% of employees
will be eligible to retire, and 43% will be liketyp retire.

* Managers in MCCP classes - 21% of employees arertiy eligible to retire and
2 (or 11%) are likely to retire (based on averaggament at 60 years old with 20
years of service). In 5 years, 26% of employeekbeilikely to retire.

Qualitative Research Summary

0

CON is increasing its focus on high-risk finandrainsactions, abnormal accounting
balances, and delegating new authorities to degatsnwhile shifting a growing amount
of their financial monitoring to post-approval atily and monitoring of department’s
activities, rather than pre-approval review of méaysactions as performed in the past.
CON is delegating non-core work to other departsariterever possible.

Basic technical skills required of staff - accongtiauditing, financial analysis and
payroll - probably will not change much other tretapting to technological advances.
Training is focusing more now on other skills sashcritical thinking, communication,
negotiation, project management, coaching and miegto

Constant enhancement and continuation of the 1@&t®untant Intern Program has
proven successful in reshaping City accountardstiisg) at the entry-level. The
structured program has a balance of technical aftigkill training to prepare graduates
for changing performance expectations.

CON has an active training committee consisting cépresentative from each division
and headed by the Deputy Controller to addrestdiv@ng needs for the department
created by the changing environment. Because ofkshg resources, employees are
encouraged to think “out of the box” when it conb@snaintaining a well-run
organization and adapting to the ever changingrenment.

Key workforce planning objectives for the short-tem include:

0

In anticipation of the implementation of a new gr@ted Human Capital Management
(HCM) system, known as Project eMerge, which wilicanate and centralize many
aspects of human resource and payroll functionsy G&s employed a change
management team to help prepare for the trainidgla change in work processes.

CON successfully completed its first Beyond Accaugpflransactions (BAT) Training
for higher level accountants, and plans to contiheeprogram. This program is a pilot
for succession planning, as well as addressing lgewgeen accounting classifications.
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Completion of the program provides a good founaato future financial officers, and
fosters professional growth in finance and accogntareers.

0 As aresult of this year’s annual Climate Surveglbstaff, CON has created a
committee of staff to help achieve some of our g@ath respect to addressing the
changing organizational culture, including toolsl araining they need to perform at an
optimal level.

o CON is exploring establishing a supervisory tragngmogram as an adjunct to the
Department of Human Resources 24-PLUS supervisahynsanagement training
program. The goal would be to provide opportuniteeapply general management
theory to the Controller's Office Mission, Visiomé@ Core Values through policies and
guidelines, as well as mentoring and coaching pésusors and managers with an eye
toward soft skills development and succession plegnCON is considering using inside
staff for primary information and using consultaassneeded for the specialty areas. The
next step is to get the draft agendas vetted thrgegior management.

7 Department of Emergency Management

For FY 2007-08, DEM has a workforce of 233 empleye&h an average age of 42 and average
length of service of 10.3 years.

Quantitative Research Summary
o The average length of service for a DEM employe®(08 years is less than the
Citywide average of 12.6.

o0 17.1% of DEM’s workforce has 20 or more years ofise.

0 64.4% are GenXers and 3.9% are Millenials, highantthe Citywide average of 43.4%
and 1.8% respectively.

0 Between FY04 and FYO08, there were 209 new hiresl&3dseparations.

o Over the five-year period, turnover averages ad%0which is more than double the
Citywide average of 7%.

o Currently, 26 employees or 11.2% are eligible feeevice retirement.
o0 At DEM, there appeared to be high retirement riskihie following job classes:

» 8238 Police Communications Dispatcher — 9% of eyg#s in the job class are
eligible for minimum retirement benefits and 3%IwkKely retire soon (based on
average retirement at 60 years old with 20 yeasepfice). In 5 years, 19% of
employees will be eligible for minimum retiremer@nefits and 6% will likely retire.

» 8239 Senior Police Communications Dispatcher — d@#mployees in the job class
are eligible for minimum retirement benefits. lyé&ars, 33% of employees will be
eligible for minimum retirement benefits.

* 8240 Public Safety Communication Coordinator — 38%mployees in the job class
are eligible for minimum retirement benefits. lyéars, 63% of employees will be
eligible for minimum retirement benefits and 25%l \ikely retire.
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Qualitative Research Summary
o DEM manages disaster preparation, mitigation, asgonse; 9-1-1 dispatch; and
homeland security grant distribution for the Chiyaugh its three operational divisions:
Emergency Services, Emergency Communications, amiifistration & Support.

o Interms of Emergency Services, previously, DEMeieed a telephone service fee which
generated approximately $43 million dollars eacéryer its budget. This fee was
narrowly defined to pay for 9-1-1 staff and othtems that could directly be related to
the needs of the 9-1-1 center. In 2008, the vappsoved a tax (Prop O) to replace this
fee and have the revenues from this tax desigriatdee General Fund, rather than to
DEM. With the loss in revenue, DEM has had to cume equipment items and has
begun tracking requests for additional servicesctviiti previously absorbed using the fee.
In addition, DEM has negotiated a reduction in worttered uniformed staff from the
Fire Department (FIR) for the FY 09/10 budget. Tésult of these changes will mean
that FIR will be using general funds to supportihdormed positions that are no longer
assigned to DEM. In some instances, DEM will beksgereimbursement from
departments when staffing over baseline amoumtsjisested in operations orders; and
DEM will no longer be able to fully fund upgradespolice and fire communications
devices.

o The majority of services provided by the EmergeBewices Division are funded
through grants. For the most part, DEM does noelemy problem getting people to
work in the Emergency Services Division. The mayooif the grants have restrictions on
the use of personnel. This will be changing inflYe2009-10 grants which are
anticipated to be available in November 2009. lditawh to mandated levels for training
and law enforcement activities, the new provisialiew up to 50% use of the total
amount for personnel. Contractors, employees, lbakfl overtime for training and
exercises are all included in this amount.

o The Emergency Communications Division of DEM hagezienced less turnover than in
previous years, due in part to their ongoing recrgiefforts. During the last two years,
DEM focused on a hiring push by scheduling a neasssbf dispatchers every two
months until January 2009. Additionally, the depeamt initiated the following:

o redirected background investigators to use POSao@©fficer Standards and
Training) guidelines and standards during the selerocess;

o implemented new oral Examination questions desigoedeasure common sense
and good judgment as required by the position; and

o began using Criticall, a computer-based testinganm that more effectively
measures suitability for the dispatcher positiordbtermining each candidate’s
ability to process multiple tasks while listenimgaudio cues.

These changes were implemented in an effort tocethe failure rate of applicants
during the selection, background and training psece&his is a national issue in all
public safety dispatching centers. DEM continuesaee more success with its overall
hiring and training than the national average.
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Given the budget situation, DEM is not hiring fasttime, nor accepting applications.
DEM had six people on a list ready to be hiredjmil 2009, but is planning to put off
extending offers until January of 2010 and is conee as to whether the candidates will
still be interestedThere are approximately 200 people in the pool ateoon Civil
Service eligible lists.

o Compared to industry standards of dispatchers beiwgfly females between the ages of
23 and 45, DEM has a significantly older staff,msome staff in their 60s and older.

o0 DEM needs to keep up-to-date with new laws andlatyon, which impacts the work
they are required to perform; i.e., the state ggimeng San Francisco to have an open
ambulance system that more fully integrates priaatulance providers into the
complete Emergency Medical Dispatch system of titye C

o Working in the Dispatch Center, where there is teward and high pressure, in the past
has resulted in the culmination of stress for sfHfiere is an emphasis on psychological
evaluations during the background investigatioartsure applicants are well suited to
the environment.

o Knowledge management has not been a real issuleef@perations staff because it is
laid out in the training programs. Also, there ar@ndatory trainings every two years for
these employees to maintain POST and NAED (Natidoatemy of Emergency
Dispatchers) accreditation.

Key workforce planning objectives in the short-terminclude:

o DEM has worked with the Department of Human Resssito make the oral
examinations better reflect the job requirementaniviof the positions require multi-
tasking, which is difficult to test in an examiraati Staff is hoping that the new oral
examinations combined with the Criticall skillsttesll result in hiring candidates who
are more likely to succeed through all phasesawfitng. This will only be evaluated once
DEM begins to hire again.

o DEM is considering updating its website with a s@tbn, “A Day in the Life” to let
applicants know what the actual demands of a dibgajob are. This is to provide the
public and potential applicants with a realistieonew of what a Public Safety
Dispatcher does — including the amount of trainoggrsight, stress, and rewards.

o Lastly, to help with the knowledge transfer for adistration staff, DEM is developing
comprehensive standard operating procedures (S82Bsjl on input from senior
employees.

8 Fire Department

Safety: For FY 2007-08, FIR has a workforce of 1,554 saétyployees with an average age of
43.5 and average length of service of 13.8 years.
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Miscellaneous:For FY 2007-08, FIR has a workforce of 101 miscedlaus employees with an
average age of 49.7 and average length of ser¥its.6 years.

Quantitative Research Summary
Safety Employees

(0]

The average length of service for a safety FIR eyg® of 13.8 years is greater than the
Citywide employee average of 12.6.

20.3% of the department’s safety workforce hasr2@are years of service.

65.8% are GenXers and 1.9% are Millenials, highantthe Citywide average of 43.4%
and 1.8% respectively.

Between FY04 and FYO08, there were 235 new hiresAd@dseparations.

Currently, 368 safety personnel or 23% are eligibianinimum service retirement
benefits.

Forboth safety and miscellaneousmployees, over the five-year period, the turnover
rate has averaged 5.5%, which is less than thevCiéyaverage of 7%.

Miscellaneous Employees

o

The average length of service for a miscellanedRseployee of 15.6 years is more
than the Citywide average of 12.6.

35.7% of the department’s miscellaneous workfor@e 20 or more years of service.

34.7% are GenXers and 1.0% are Millenials, less tha Citywide average of 43.4% and
1.8% respectively.

Between FY04 and FYO08, there were 20 new hires3&mskparations.
Currently, 31 employees or 30.7% are eligible fanimum service retirement benefits.

In the Fire Department , there appeared to besraéint risk in the followingafety job
classes:

» Lieutenant (H 20, 22, 24) - 62% of employees irséhpb classes are eligible for
minimum retirement benefits. In 3 years, 73% widlddigible for minimum
retirement benefits.

* H 2 Firefighter - 19% of employees in the job class eligible for minimum
retirement benefits. In 3 years, 29% will be eligifor minimum retirement benefits.

* H 3 Firefighter/Paramedic -13% of employees injtieclass are eligible for
minimum retirement benefits. In 3 years, 19% wdlddigible for minimum
retirement.

 H 33 EMS Captain - 26% of employees in the jobk® eligible for minimum
retirement benefits. In 3 years, 57% will be eligifor minimum retirement benefits.

For miscellaneousemployees, there appeared to be retirement rigkeifollowing job classes:
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0

6281 Fire Safety Inspector 2 - 46% of employedbénjob class are eligible for
minimum retirement benefits. In 5 years, 100% opkayees will be eligible for
minimum retirement benefits and 46% will likelyiret

7388 Utility Plumber - 63% of employees in the mass are eligible for minimum
retirement benefits. In 5 years, 63% will be eligifor minimum retirement benefits and
3 will likely retire.

Qualitative Research Summary

0

Over the past ten years, the scope of FIR has eldath@gstically as fire departments
across the country have become all-hazards respeases, not just fire teams. Currently,
FIR has seen an increase in volume of calls foricaétssues because in difficult
economic times, FIR becomes the primary care pesvor individuals without health
insurance, many of which are repeat customers.

Additionally, in the current downturn economy thesg@otential for more fires set by
arsonists for insurance purposes. Recently, there @5 arson car fires in one month.
The financial situation may continue to impact tdepartment as people resort to
desperate measures.

Between 1998 and 2005, after discussions between@ivil Service Commission, and
Local 798 were held on certification rules, an@suiting lawsuit was filed by Local 798.
The California State Supreme Court ultimately ruteéavor of the Civil Service
Commission's adoption of the certification ruleSthtistically Valid Grouping. That
decision allowed FIR to move forward with a senégxaminations for lieutenants,
captains, and battalion chiefs.

In the past two years, FIR has experienced someagpmobility and stability in its
workforce from examinations resulting in the prormotof 180 lieutenants, 85 captains
and 25 battalion chiefs. Previously, there weratéthpromotional examinations and
many employees were in acting assignments or receike-work, like-pay.

The most difficult transition identified by FIR isom H 2 Firefighters to Lieutenant,
which is a change from line staff to a supervigoogition. FIR would like for staff to be
prepared to promote up, and is focusing on devetpfrainings to better aid this
transition.

FIR has made use of private sector funding andrédeants to augment their equipment
and training budgets. These grant funds have bgeth for a Resource Library, which
includes very progressive tools in the computealiyp, a simulator conference room, and
other new technological tools. In addition, FIRIsbon have an operation driver
simulator in operation. Training on the simulatoll wvelp to reduce accidents, injuries,

as well as liabilities, and in turn, decrease ceptnt on fixing the apparatuses (fire
engines). Also, FIR was recently awarded a physitass grant, which will be used to
increase the quality of life of employees throulgh provision of stress tests, body fat test,
equipment purchases, etc.

FIR has updated all of its manuals to better doecumpeocedures and made them
available online in order to help transfer knowledg

F-15



Appendix F. Department Interviews

FIR is pursing the following workforce and successin planning strategies:

0

Given the challenging budget situation, FIR wilhtiaue looking to the private sector
and federal government to supplement equipmentpses and professional
development of staff.

FIR has developed a 40-hour training program fev heeutenants, using the book
“Buddy to Boss” as a resource. The program inclsggsor chiefs mentoring new
Lieutenants and other managers. This will aid enttnsition from firefighter to
Lieutenant.

FIR changed the deployment of providing Emergenegidal Services to address
response times, workload distribution, and workingditions. FIR created additional
levels in the H 3 Firefighter/Paramedic rank ameédhisingle-function Emergency
Medical Technicians and Paramedics that staff yimawhic deployed ambulances on 10-
hour shifts. Reducing the 24-hour shifts to 10-hghifts improved the efficiency,
response times and working conditions, which reslih a reduction in attrition.

9 Human Services Agency

For FY2007-08, HSA had a workforce of 1,930 empésyith an average age of 47.3 and
average length of service of 11.8.

Quantitative Research Summary

0

The average length of service for an HSA employekEl @ is lower than the Citywide
average of 12.6.

17.8 % of HSA’s workforce has 20 or more yearsese.

46.4% are GenXers and 2% are Millenials, highen tha Citywide average of 43.4%
and 1.8% respectively.

Between FY04 and FYO08, there were 606 new hirescdhdseparations.

Over the five-year period, turnover average at%was higher than the Citywide
average of 7%.

Currently, 286 employees or 14.8% are eligiblesf@ervice retirement.
There appeared to be high retirement risk in tHeviong job classes:

* Manager series (0922 Manager | — 0932 Manager B4 of employees are
currently eligible to retire, and 7% are likelyritire soon (based on average
retirement at 60 years old and 20 years of servind) years, 39% will be eligible to
retire, and 22% will likely retire.

* 2905 Senior Eligibility Worker - 21% of employeesthis class are currently eligible
to retire, and 8% are likely to retire soon (basedverage retirement at 60 years old
with 20 years of service). In 5 years, 40% willddigible to retire and 24% will likely
retire.
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» 2913 Program Specialist - 28% of employees indlass are currently eligible to
retire, and 6% are likely to retire soon (basedweerage retirement at 60 years old
with 20 years of service). In 5 years, 45% willddigible to retire, and 23% will
likely retire.

e 2915 Program Specialist Supervisor - 80% of emmeye this class are currently
eligible to retire, and 60% are likely to retireoso(based on average retirement at 60
years old with 20 years of service). In 5 year$o84ill be likely to retire.

Qualitative Research Summary
0 HSA is one of the few City departments to have ckged staff working on workforce

analysis and succession planning efforts. Ovep#t two years, staff has incorporated a
mixture of programs developed by internal stafbsn provided by other departments,
and those provided by outside learning institutimndevelop the skills of their
workforce. Analysis is conducted on participaninmgsg from evaluation forms,
participation rates based on attendance to worlssteop the career movement of staff to
determine success.

o As with other jurisdictions, the effect of the dawm economy is decreasing HSA'’s
funds for services. In addition to the General Futh8A also utilizes funds from the state
and federal government, as well as grants to peos@vices.

o0 HSA is looking at its work functions, analyzing grams and caseload areas of increase
and decrease to determine reassignments and/arti@tkiin staffing. For example,
caseloads in CalWORKSs are decreasing, while casdeloaFoodStamps, In-Home
Support Services and MediCal are increasing.

o Due to the increasing language diversity amongntgie that requires bilingual staff, the
department has conducted a series of recruitmenisamcements with bilingual
specialties resulting in 190 eligibles on eightslis

HSA has identified a number of strategies to prepag for future service needs:

0 HSA passed a policy in 2008 offering incentive pagmployees who use a second
language for over 10 hours per week in their wditks is a skill that is not required of
them in their position or in an official capacibyt given the demographics of the people
they serve, language proficiency aids in servirggtblic. To the extent possible, the
HSA attempts to address demographic changes mgharsufficient number of bilingual
staff in the appropriate positions.

0 Some changes are being documented because ofereguits in legislation, mandates, or
the tracking systems used. One way that HSA igymiog staff about changes, and
making sure that employees are aware of changbg,ircluding those items in the
performance appraisal form, which is completecasi once a year. When the appraisal
is completed, the manager and employee sign afadipt of changes.

0 HSA actively uses its Intranet to transfer knowkedg staff, including Program Manuals,
Policies and Procedures Manual, Computer-baseadrgafor required training, lliness
Injury Prevention Training, new updated policy mesnstate reports, program progress
reports, etc.
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o Given the current downturn economy and budget ¢mmdi, HSA will look to improve

or customize programs already in place to buildhitsran services bench. Department
leadership is committed to continuing these prograewen during this period of
economic downturn. Programs include the Admin RineS, HSA Certificate Program,
Mentoring Program and participation in City Univgrsall of which are self-directed by
employees. In addition, there are the Managemeat&ny | and Management Academy
Il programs which supervisors and managers aranestjto take. Also, HSA selects
supervisors, senior managers, and executive managparticipate in the Bay Area
Social Services Consortium (BASSC), Leadership [mpraent Program (UC Davis),

and Leadership San Francisco.

HSA recently piloted a Mentoring Program. The Memg Program spans six months
with mentees working on projects to be implementétin the department. For
accountability, mentors and mentees are requiratjtoan agreement that outlines the
responsibilities of both parties. The parties aghe¢ they to hold regular meetings which
will facilitate the mentee/mentor relationship; yheill discuss their project; and they

will identify which party is responsible for eade of the project. The agreement also
acknowledges that the mentee will actively parttgon professional development
monthly meetings designed especially for mentees.

Lastly, given that HSA has staff working on keepihg momentum of workforce and
succession planning efforts moving forward, it glém look to the Department of Human
Resources for standards in these efforts.

10 Juvenile Probation Department

For FY 2007-08, the Juvenile Probation Departmeastdaworkforce of 235 employees with an
average age of 49.9 and average length of ser¥it6.5 years.

Quantitative Research Summary

0

The average length of service for a Juvenile Probamployee of 16.5 is higher than
the Citywide average of 12.6.

34.9% of Juvenile Probation’s workforce has 20 orernyears of service.

39.1% are GenXers and 0.4% are Millenials, less tha Citywide average of 43.4% and
1.8% respectively.

Between FY04 and FYO08, there were 12 new hirestdrgkeparations.

Over the five-year period, turnover average at 5.8%er than the Citywide average of
7%.

Based on job class, employees in Juvenile Probatemnder either the San Francisco
Employee Retirement System (SFERS) or the Calidoublic Employees' Retirement
System (CalPERS). Eligibility and service retiremeniteria vary. 25.4% of employees
under SFERS are currently eligible to retire, aBB% of employees under CalPERS are
eligible to retire.

Juvenile Probation appears to have high retiremskin the following job classes:
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» Counselors (8320 Counselor, Juvenile Hall, 8321rGelor, Log Cabin Ranch) -
95% of employees in these classes are eligiblenformum retirement benefits
and 39% are likely to retire soon (based on 50syektt with at least 5 years of
service). In 3 years, 97% will be eligible for mmmm retirement benefits and
55% are likely to retire.

» Senior and supervising counselors (8322 Senior €&an Juvenile Hall, 8323
Senior Counselor Boys Ranch, 8324 Supervising GaansJuvenile Court) -
100% of employees in these classes are currengiplel for minimum retirement
benefits and 86 % are likely to retire soon (bas@&0 years old with at least 5
years of service). In 3 years, 93% will be likedyrétire soon.

* 8414 Supervising Probation Officer, Juvenile Ceur®0% of employees in this
job class are eligible for minimum retirement bétsetind 57% are likely to
retire soon (based on 50 years old with at legsabs of service). In 3 years,
57% will continue be likely to retire.

» 8444 Deputy Probation Officer - 93% of employeethis class are eligible for
minimum retirement benefits and 52% are likelydtre soon (based on 50 years
old with at least 5 years of service). In 3 ye@fis of employees will be likely
to retire soon.

Qualitative Research Summary

0 Maintaining adequate staffing levels has continwaelole the Juvenile Probation’s main
concern. To this end, the department took a 3-peppgoach to dealing with abuse of
sick leave, overtime, and absenteeism. Throughaomgat tracking and staff changes, the
department was better able to enforce its exisickrleave and vacation policies. Every
six months the department reviews sick leave édter its first comprehensive review
of sick leave usage, Juvenile Probation placed@@@yees on sick leave restriction.
Quarterly memos are sent to all staff outliningheamployee’s sick and vacation leave
use, and reminding employees that unapproved Ieayenot be paid and that discipline
may be used for any abuse of sick leave. As atrgbel department re-enforced
performance management, increased productivityedsed overtime and Workers’
Compensation claims, and was able to get requisitagpproved for new hires.

o0 Recent layoffs of a number of middle managers left@ void between high-level
managers and front-line supervisors, which cousdlten a loss of operational
knowledge and possibly a limited pool of managerthe future.

o0 While the department has not had a problem in regucounselors and probation
officers, it has been difficult to develop frontdi supervisors given the minimum
gualifications and pay scale of the positions. Bsean the past, performance appraisals
were not completed on a regular basis, it has degcult to develop and insure quality
front-line supervisors. Further, staff are reluttanapply for the positions given the
small increase in pay for the significant change/amk load and reduced opportunities
for overtime. There has also been pushback ongaassignments because employees
see this as only increasing their work load, degiié financial reimbursement of acting
pay. Juvenile Probation is working to engage litadf &nd identify future leaders early to
help cultivate their interest and skills. The déypent is working to offer a wider range
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of trainings and to provide incentives to staff wdre willing to take on additional
responsibilities.

o Hiring of permanent supervisory level employeestiones to be a challenge. While the
department was able to promote five senior Proba@ifficers into permanent
supervisory positions, unfortunately all are eligifor retirement.

o Juvenile Probation is operating on old eligibléslidue to limited hiring examinations
due to reduced staffing levels in its human resegidivision, and in the City’s
Department of Human Resources recruitment andchigam. Given the nature of their
work, it is critical that the Department is ablebtackfill probation officers and
counselors when there are vacancies. When eligibgits expire, it can take several
months to develop a new list and up to a year leafiew employees are actually working.
This lost time leads to increases in overtime, pwstluctivity and compromised services
for youth and families. In the past two years, ¢hieas been a complete shift in
knowledge of the human resources (HR) functiontdube loss of HR personnel.
Knowledge management has been a difficult taskh®erAdministrative Division.

o Juvenile Probation had two senior counselor jobsda based on locale, those working at
Log Cabin Ranch, and those working at the Juvetelk Upon assessment of the
Counselor classifications, the department recoghilzat senior counselors earned up to
13% less than their counterparts at Juvenile Halls disparity made recruitment and
hiring of Senior Counselors at Log Cabin Ranch \bffycult. In addition, the separate
classes further limited the Juvenile Probationiitslio limit overtime and streamline
scheduling. The department merged the two sergether, giving the Log Cabin Ranch
senior counselors pay equity with those in Juvdddé. The effort was made
retroactively, allowing the Log Cabin team to reeesome backpay.

Juvenile Probation has identified a number of straggies to prepare for future service needs:
o Juvenile Probation is using grant funds to develalepartment-wide training curriculum
that will include topics such as how to lead megjrhow to motivate staff, how do
identify high potentials, etc. In addition, parttb&é grant will be focused on secondary
management (e.g., the 8414 and 8444 classificagttondentify high potentials and
create a leadership academy. Lastly, some gradsfare also being used to provide
incentives to Counselors to be more engaged in yoeith work.

o One of Juvenile Probation’s priorities is to visith newly appointed Probation Officers
after six months on the job in order to check-ithvataff, make sure everything is
running smoothly, and reaffirm expectations. Thpatttment will begin doing this with
Counselors in the future.

o Juvenile Probation has moved its Human Resourqesroheent to a more visible location.
The new location promotes awareness among stafy@unth about the functions and role
of Human Resources and will hopefully increasenineber of applications received
from younger candidates.

o Interms of retention and staff development, JueelArobation is formalizing exit
interviews and will consider how best to use data.
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11 Library

For FY 2007-08, the Library has a workforce of E38ployees with an average age of 45.9 and
average length of service of 13.6 years.

Quantitative Research Summary
0 The average length of service for a Library empéoge13.6 years is higher than the
Citywide average of 12.6.

0 23.5% of the Library’s workforce has 20 or morergeaf service.

0 50.6% are GenXers and 2.9% are Millenials, highantthe Citywide average of 43.4%
and 1.8% respectively.

0 Between FY04 and FYO08, there were 94 new hiresl&idseparations.

o Over the five-year period, turnover average at 8%chvis comparable to the Citywide
average of 7%.

o Currently, 122 employees or 16.6% are eligiblesf@ervice retirement.

o In particular, there appeared to be high retiremisitfor the Librarian series, classes
3630,3632, and 3634, the Library Assistant sedkesses 3610,3616,and 3618; and the
MCCP classés:

» Librarian series (3630 Librarian | — 3634 Libraridin - 23% of employees are
eligible to retire, and 7% are likely to retire sdmased on average retirement at
60 years old with 20 years of service. In 5 yeat8o will be eligible to retire and
18% will likely retire.

» Library Assistant series (3610 Library Assistar@]18 Library Technical
Assistant I, and 3618 Library Technical Assistdnt P1% of employees are
eligible for minimum retirement benefits and 6% hkkely to retire soon based on
average retirement at 60 years old with 20 yeasepfice. In 5 years, 31% will
be eligible to retire and 14% will likely retire.

* MCCP classes (0931 Manager Il — 0964 Deputy Direbt) - 44% of
employees are eligible to retire. In 5 years, 56bhe likely to retire based on
average retirement at 60 years old with 20 yeasenpfice.

Qualitative Research Summary
0 The Library benefits from being a baseline depantm@eaning that its funding cannot
fall below a certain level. As a result, the Lilyras fairing well compared to libraries in
other jurisdictions during the current economigisti This stable funding also makes it
possible to recruit a larger and more diverse pbalpplicants compared with other
library jurisdictions, as well as keep up with hginew employees as more senior staff
leave the agency or retire.

15 MCCP - Management Classification and Compens#&tiofect, which reclassified specific managerial
classifications into broader management classifinat
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o The Library is a recipient of a grant funded by @adifornia State Library which is used
for employees who are pursuing a Master’s degrégbirary Science. In 2008, three
graduates were hired by the Library as 3630 Lilrati Individuals hired through this
program must commit to work with the Library fopariod of one year. This has helped
in the recruiting of minority and bilingual gradeatof science programs. In this way,
they are able to have staff that is representatitbe population they serve.

o The Library performs continuous recruitment at aggmn conferences across the nation
to attract a much broader and diverse pool of appts with specialized skills. The
Library strives to balance in-house developmenhwhe infusion of ideas from the
outside so that staff is prepared to take on greasponsibilities and is aware of the
trends and issues within the field in a wider cante

The Library has identified a number of strategies o prepare for future service needs:

o With external funding from the Friends of the Saari€isco Public Library, the Library
recently implemented the Leadership Training Acaglezalled Gen PL: The Next
Generation of Public Library Leaders. Gen PL’s jmsmois to identify and prepare the
promising staff in all job classifications for lesxdhip positions. Thirty-six (36) Gen PL
fellows were selected representing almost everyaribclassification (pages, security,
custodial workers, middle manager librarians, infation technology professionals, etc.).
Fellows receive special training and work on prtge¢hbroughout their time in the
program. A final showcase of their projects wasuesd at a Library All Staff meeting in
May. The Library hopes to form a new cohort evesgryfor at least the next four years,
alternating between at-large and specifically teeg@roups within the staff. The next
identified cohort will be middle managers.

o The Gen PL program has a mentoring component teldewdeeper understanding of
managerial leadership by teaming Fellows with sead@dministrators. The mentoring
program addresses much needed knowledge transfezdrehigh potentials and middle
and upper-level managers.

0 Gen PL Fellows are also involved in departmentajguts that are introducing cross-
functional team work into the Library. Fourteenjpuats, ranging from improving
outreach to diverse populations to exploring the afsnew information technologies, are
being implemented by groups consisting of Fellawviistary managers and other talented
staff.

o This leadership program is supported by the Cityaiian and department chiefs
throughout the Library. Individual managers shaertknowledge and experience with
the Gen PL cohort at informal coffee hours, dedigioecreate more dialogue between
senior staff and upcoming Library leaders. In additsupervisors support the Fellows
by granting release time to participate in thesasicomponents of the program.

12 Municipal Transportation Agency

For FY 2007-08, the MTA has a workforce of 4,89 7péygees with an average age of 49.7 and
average length of service of 13.5 years.
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Quantitative Research Summary

o

The average length of service for an MTA employe&35 years is higher than the
Citywide average of 12.6.

26.1% of MTA’s workforce has 20 or more years alvge.

38.2% are GenXers and 0.7% are Millenials, lowanttihe Citywide average of 43.4%
and 1.8% respectively.

Between FY04 and FYO08, there were 894 new hiresladfD separations.

Over the five-year period, turnover average at 5Sv@dich is slightly less than the
Citywide average of 7%.

Currently, 1,112 employees or 22.7% are eligibleafgervice retirement.

For the department, there appeared to be higlenmetint risk for the following
classifications:

* 9139 Transit Supervisor - 43% of employees in tieglass is eligible for
minimum retirement benefits with 14% likely to retsoon (based on average
retirement at 60 years old with 20 years of sejvikte5 years, 67% will be
eligible for minimum retirement benefits and 44%l \ikely retire.

» 5212 Principal Engineer - 50% of employees in tieglass is eligible for
minimum retirement benefits with 33% likely to retsoon (based on average
retirement at 60 years old with 20 years of sejvite5 years, 83% will be
eligible for minimum retirement benefits and 50%l \ikely retire.

» 7253 Electrical Transit Mechanic Supervisor 1- 108R¢otal employees in the
job class is eligible for minimum retirement betefvith 40% likely to retire
soon (based on average retirement at 60 yearsithid2®@ years of service). In 5
years, 100% employees will be eligible for minimegtirement benefits and 80%
will likely retire.

e 7318 Electric Maintenance Technician - 49% of erpgés in the job class are
eligible for minimum retirement benefits with 16%ely to retire soon (based on
average retirement at 60 years old with 20 yeasepfice). In 5 years, 62% will
be eligible for minimum retirement benefits and 484 likely retire.

» 7329 Electric Maintenance Technical Assistant Suiper - 53% of employees in
the job class is eligible for minimum retiremennbéts with 13% likely to retire
soon (based on average retirement at 60 yearsithid2®@ years of service). In 5
years, 67% will be eligible for minimum retiremdrgnefits and 8 (53%) will
likely retire.

e 7371 Electrical Transit System Mechanic - 30% opkayees in the job class is
eligible for minimum retirement benefits with 7%ediy to retire soon (based on
average retirement at 60 years old with 20 yeasepfice). In 5 years, 40% will
be eligible for minimum retirement benefits and 184 likely retire.
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» 7380 Electrical Transit Mechanic Assistant SupenvisB0% of employees in the
job class is eligible for minimum retirement betefvith 15% likely to retire
soon (based on average retirement at 60 yearsiti®® years of service). In 5
years, 90% will be eligible for minimum retiremdrgnefits and 10 (50%) will
likely retire.

* 9150 Train Controller - 69% of employees in the gptdss is eligible for minimum
retirement benefits with 23% likely to retire sod@ased on average retirement at
60 years old with 20 years of service). In 5 ye@r$p will be eligible for
minimum retirement benefits and 62% will likelyiret

« 9160 Transit Operations Specialist - 100% of emgdsyis eligible for minimum
retirement benefits with 17% likely retire (basedaverage retirement at 60 years
old with 20 years of service). In 5 years, 67% VikBly retire.

Qualitative Research Summary

o

The MTA differs from other transit agencies in thadst are independent entities; other
transit agencies do not have the multi-layered|@ervice process to affect decision-
making.

Retention of 9163 Transit Operators continues ta bkallenge. While the examination
announcements result in thousands of applicatimasy employees going through the
eight-week training program and on-the-job perfanogevaluations do not succeed.
There is a 1/3 failure rate for this job class2008, 239 Transit Operators were hired but
the net increase was 65 after attrition. To inadaarning, the training model changed in
2009 to pair three trainees to one instructor. Reswe not yet available on the success
of this model.

Even with the new retirement benefits, MTA doesadicipate many employees retiring.
Overall, there were only 14 retirement announcemastof February 2009 even though
over 50% of the agency’s 2,000 Transit Operatoeseligible for service retirement.

MTA Operations continues to have concerns regardiafi positions retirements. At this
time skilled craft positions are backfilled as s@snpositions are vacated. In addition,
critical-skilled vacant craft positions are priaéd in the hiring matrix to ensure these
positions are filled.

In terms of planning for the changing skills neeeggor the maintenance jobs, the
current civil service processes and procedures wloeallow for a streamlined expedited
process MTA requires to address skill and qualiiicachanges quickly. Changing a
position’s qualifications requires updating and mhdg the classification structure, an
intricate process.

The recruitment process is used as an opportunpyesent new skill requirements to
candidates during the pre-appointment process.iéqub are screened for new skills
and qualifications through the use of skill baseereises, oral interview questions, and
other screening mechanisms.
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o For existing personnel that require additionallskémployees participate in re-training,
re-certification programs, and courses lead by k&ance Training, an external
regulatory organization, for continued enhancenoéskills and industry standards.

o0 The MTA has feeder classes for hard to recruitsii@ations such as overhead line
workers but there has not been much success mi@ieEmployees enter into the class,
gain experience, and but ultimately leave for higheeying positions with other agencies.

MTA has identified a number of strategies to prepae its workforce for future service needs:
0 MTA continues using the well-established Studergif® Trainee series (5380-5382) as
a means to gain quality new hires into archited¢f@ragineering and planning positions.

o0 A mandatory five-day Management and Leadershipssohas been developed for all
newly appointed and existing supervisors and masagée core curriculum includes
Effective Communication, Creating Win-Win Agreengnfoaching for Excellence and
Creating a Strategic Vision. The program will beecdéd to Transit Operators after all of
the managers and supervisors have attended trse klasddition, MTA Operations
would like to develop a structured classroom emnment that provides entry to mid-
level transit employees access to courses suadoaguters and data processing, writing,
critical thinking, conflict resolution, communicati, and front line supervision to
enhance their knowledge base and skills to prefpara for promotional opportunities.

o Given the current budget crisis, different divigsan MTA use different methods of skills
development. There has been ongoing cross-traofistaff within human resources
function. By rotating staff into different assignms, colleagues teach each other their
area of specialty, and get additional support froamagers. Developing these skills will
allow employees to better understand different fions in the agency, creates natural
backups, and increases understanding betweerosta# difficulties and challenges of
each other’s work.

o Recently, MTA has started internal training for emaations analysts in the human
resources function in order to build capacity ieittkknowledge base, and to give them
more tools and resources for doing their jobs wWetining is informal and voluntary
with 10-15 people attending at a time. Trainingees interview questions, processes,
and examination protocol.

13 Police Department

For FY 2007-08, POL hassafetyworkforce of 2,369 personnel with an average dgd and
average length of service of 15.4 years. In additROL has aniscellaneousworkforce of 388
employees with an average age of 48 and averagthlehservice of 13.8 years.

Quantitative Research Summary
Safety Personnel
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The average length of service for a safety emplaydé.4 years is greater than the
Citywide average of 12.6.

34.9% of POL’s workforce has 20 or more years ofise.

59.1% are GenXers and 5.4% are Millenials, highantthe Citywide average of 43.4%
and 1.8% respectively.

Between FY04 and FYO08, there were 781 new hiresb&2dseparations.
Currently, 623 employees or 26% are eligible fonimum service retirement benefits.

Over the five-year period, turnovers average a&¥6fdr both safety and miscellaneous
employees, which is less than the Citywide avecdg@s.

Miscellaneous Employees

o

The average length of service for a miscellaneoysi@yee of 13.8 years is greater than
the Citywide average of 12.6.

28.1% of POL’s miscellaneous workforce has 20 orenyears of service.

44.8% are GenXers, slightly higher than the Cityavaderage of 43.4%, and 1.5% are
Millenials, slightly lower than the Citywide avermgf 1.8%.

Between FY04 and FYO08, there were 116 new hiresl@bddseparations.
Currently, 89 employees or 22.9% are eligible fanimum service retirement benefits.

In particular, the Police Department appeared te lagh retirement risk in the
following safety classifications:

» Inspectors (380, 382, and 382) — 53% of employedisase job classes is eligible
for minimum retirement benefits (based on meetiegry of service based on start
date pre- or post-1976). In 3 years, 73% will bgilele.

» Sergeants (Q 50, 51, 52) - 39% of employees iretf@sclasses is eligible for
minimum retirement benefits (based on meeting yebservice based on start
date pre- or post- 1976). In 3 years, 53% will bgilde.

» Lieutenants (Q 60, 61, 62, 63) - 54% of employeeheése job classes is eligible
for minimum retirement benefits (based on meetiegry of service based on start
date pre- or post- 1976). In 3 years, 73% will hgilde.

* Q 82 Captain 3 - 83% of employees in this job clagdigible for minimum
retirement benefits (based on meeting years ofcebased on start date pre- or
post- 1976). In 5 years, 96% will be eligible.

For miscellaneousemployees, we see retirement risk in the followoigclasses:

* Fingerprint Technicians 2 and 3 (8250 and 8255H% ®f employees in these job
classes is eligible for minimum retirement benefitgh 25% likely to retire soon
(based on average retirement at 60 years old Witye2rs of service). In 5 years,
75% will be eligible for minimum retirement bensfand 63% will likely retire.

» 8202 Security Guard - 67% of employees is eligibleninimum retirement
benefits with 33% likely to retire soon (based grrage retirement at 60 years
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old with 20 years of service). In 5 years, 78% Wwéleligible for minimum
retirement benefits and 33% will likely retire.

» 8213 Police Services Aide - 100% of employees énjokp class is eligible for
minimum retirement benefits with 50% likely to retsoon (based on average
retirement at 60 years old with 20 years of sejvike5 years, 100% will likely
retire.

Qualitative Research Summary

(0]

In partnership with the Controller’s Office, POLntmacted with the Police Executive
Research Forum and the Public Safety Strategiegg@mcomplete three planning
studies, known collectively as the Police Effeatigses Review (PER). The components
of PER included: Foot Patrol Pilot Program EvalomtiDistrict Station Boundaries
Analysis, and Organizational Assessment. The repeete completed in 2008 and are
intended to assist the department in meeting thgsGiurrent and future public safety
needs.

The police examination process was improved thrabhghAccelerated Police Officer
Hiring Program, which allowed for continuous tegtof applicants and a shorter hiring
cycle. This program is regarded nationally as atipeactice.” As a result, recruitment
has not been a problem, but given the current budgses, POL has had to defer some
academy classes.

POL is focusing on its core mission and servicka.function does not match this goal,
then staff tries to identify the appropriate agemtyse mission best matches the
function. The effort is to consolidate functionsetter meet the needs of the City and
the community served.

The approval of Prop D regarding police staffireguires POL to have a minimum of
1,971 full-duty police officers, with an emphasisassigning officers to neighborhood
policing and patrols. In order to comply, POL hagtb reviewing functions to determine
which do not require peace officer status or aafimg e.g. the taking of a cold report at
the station desk. The function of taking the "caleort is now being completed by a
non-sworn member, an 8213 Police Services Aide |PBAis allows the police officer

to be redeployed to fill a function that does reguyieace officer status, firearm, etc. Also,
while Sergeants supervised PSAs in the past, ne@AaSupervisor position has been
designated. The position will also allow for a @rack for PSAsWhile the current
budget crisis has driven down the plans to civilanmore positions since vacancies are
limited, POL is now in a good position to civiliae more positions if grant money
comes into the City.

POL has tried to centralize as many functions asipte. The construction of a new
Administration building is under way which will hee headquarters for non-safety staff.

POL continues to make use of the Deferred Retir¢i@gtion Program (DROP) to
increase patrolling services. The program allowlcp®fficers to continue working up
to three years past their retirement date pertb@gons of the Charter. This retention
effort also allows POL to delay the loss of ingtdnal knowledge and is helping to
maintain mandated staffing levels.
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o

POL is looking to make sure that new candidate® hila® resources to do the job. This
includes having documented policies and proceduarpkace, in addition to the General
Orders (the manual that serves as a guide in P@dygo-day duties).

One area of concern is the specialized units iropdh the case of the motorcycle group,
officers have held these specialized positionyéars, with no intent of moving to a
different unit/assignment. With budget constrai®®L cannot purchase more
motorcycles and can not train new employees umigers move out the unit or retire.
Because certification and training takes severaithmand actual experience in
maneuvering and escorts is critical, there may pehlem if there is a large wave of
retirements all at once in this class. In particat@torcycles and their officers have a
specific function, that of traffic enforcement. Bdson this function, the motorcycle is
best suited for the job (ability to maneuver in and of traffic). The unit is also
responsible for motorcade escorts, which couldntitne by regular vehicles.

POL has identified a number of strategies to prepag its workforce for future service needs:

(0]

With the completion of the three PER reports, P©analyzing the recommendations,
which represents a change in the department. POLoak for any efficiencies that
could be implemented, taking into consideration@iitg’s challenging financial situation.

With the departure of the Police Chief in Augus020it is likely that implementation
will wait until a transition has taken place.

The Strategic Management Division is in the devedept phase of implementing staff
inspection audits to better evaluate performance.

Being up-to-date with technology has been madeaaityrfor POL. Computers were
updated from Windows 95 and POL arranged a studyays to better utilize technology.
POL has a new Chief Information Officer and is lmakfor a new Chief Technology
Officer. Some areas POL will be focusing on arétetogy for report writing and

records management, creating a budgeting modehiideep the department up-to-date,
and looking at services that could be handled retireiently.

Since January 2007, all Police Officers hired anigect to a mandatory five-year rotation.
The rotation of assignments broadens the expesenicthe officer and will help to craft
their career development and job knowledge, whetieyr promote or remain at the
officer rank.

Given the current budget crisis, all bureaus anegoencouraged to draft grant proposals
for federal stimulus funding in order to augmergitibudgets.

14 Port

For FY 2007-08, the Port has a workforce of 217 leyges with an average age of 51 and
average length of service of 14.1 years.

Quantitative Research Summary
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0 The average length of service for a Port employeeld years is higher than the
Citywide average of 12.6.

0 28.5% of the Port’'s workforce has 20 or more yediservice.

o0 31.8% are GenXers and 0.5% are Millenials, less tha Citywide average of 43.4% and
1.8% respectively.

o Between FY04 and FY08, there were 42 new hirescéngeparations.

o Over the five-year period, turnover averages &#dnhich is lower than the Citywide
average of 7%.

o Currently, 49 employees or 22.6% are eligible feseevice retirement.
o For the Port, there appeared to be high retiremgkfor the following classifications:

» Supervisors in the crafts job classes (7226 Cago&hpervisor 1, 7238
Electrician Supervisor 1, 7242 Painter Supervisant 9344 Roofer Supervisor
1) — 75% of employees in the series are eligibtexfmimum retirement benefits.
In terms of a pipeline for these four supervisatly ¢glasses, each class has four
employees the journey level job class, with eithveg or two employees likely to
retire soon position (based on average retirentedd gears old with 20 years of
service).

* Pile Driver Series (9330 Piledriver, 9331 Piledritmgine Operator, and 9332
Piledriver Supervisor) — 19% of employees in tHegeries are eligible for
minimum retirement benefits. In 5 years, 31% of kEypes will be eligible for
minimum retirement benefits and 13% will likelyiret(based on average
retirement at 60 years old with 20 years of sejvice

* Accountant Series (1650 Accountant, 1652 SenioloAontant, and 1654
Principal Accountant) — 100% of employees in thiéeseare eligible for
minimum retirement benefits. In 5 years, 57% of kEyges will likely retire
(based on average retirement at 60 years old Wityears of service.

Qualitative Research Summary
o The Port is responsible for developing, managirgyraaintaining the 7.5 miles of the
City’s waterfront through their Maritime, Real BE&taPlanning & Development,
Engineering, Maintenance, and Administration Dimis.

o While other ports are responsible for maritime oargnsportation and distribution, the
San Francisco Port is unique in that it is prinyagilproperty manager. The Port is self-
supporting and relies almost solely on the leasingort property for its revenues.

o The Port is the landlord to properties used by &€ businesses of all types, with the
exception of housing, healthcare, and educationt@auegulations. As such, they must
provide services to these businesses as a citydWouresidents, from garbage pick-up
to clearing graffiti. Through leases and agreemehesPort manages 20 million square
feet of real estate with their largest tenants dgpé&irer 39, the San Francisco Giants, and
NorCal Waste. Many of these services are thinlffexddasuch that when an employee is
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sick, on vacation, or training, there is no backamddition, any one position serves
many functions.

o0 Historically since 1955, the Port’s staffing hasldesd, including as a result of strategic
planning reorganization post the Loma Prieta eaidkg, while the workload has
increased due to waterfront projects when the Eoslolro Freeway was removed,
Homeland Security work, and disaster services. r @wee, vacant positions at the Port
have either not been filled due to budget condlsatywide or as a means to capture
salary savings.

o0 The Port does not have difficulty in recruiting nstaff and employees tend to stay for
many years. Staff are very entrepreneurial, workwity limited resources. Management
is more concerned that quality staff will be entidyy offers from other departments that
may be able to offer a higher salary and promotiopportunities.

o0 The Engineering and IT positions are Citywide afasgtions, not specialized in nature,
so it is difficult to recruit for Port-specific dkset. Many of the specialized Engineering
skills including structural and maritime enginegrare compensated better on the
outside; the City pay scale is not competitive gfoto draw engineers with these skill
sets to the Port. Our IT group has recently comeetd Oracle Financials environment
which also requires specialized training and exgpexe in this area in order meet the
Port’s need for these positions. In terms of jd¢izd &re hard to fill, it can be difficult to
find quality candidates for positions such as eegia with marine structural
backgrounds, pile drivers that dive in the bay, anthmental iron workers. In the past,
the Chief Harbor Engineer is one critical positwnich has been a challenge to fill.

o Overall, there is a significant amount of trainfiog Port staff, including health and safety
training, and hazwoper training (highlighted inhligof the Cosco Busan oil spill).
Training generally required for Health and Saf&gal Estate, and Maintenance staff
includes renewal of expiring licenses and certifaas required for their positions. Other
disaster related training includes NIMS/ICS traghoourses 100, 200, 300, 400, 700, 800;
DSW Training and IMAT training for designated Pstaff,

o Interms of knowledge management and transferegfieg, knowledge has been captured
to varying degrees. The Real Estate Division hasynoperating procedures; the
Engineering Division operates off of directivese fRlanning Division continually
collaborates with the Planning Department and ttsais staff as a resource. The Port
also taps into the Department of Building Inspet{(iDBI) as a way to create backups.
The Port work orders money to DBI to conduct insjoes on Port properties. DBI also
staffs the permitting desk at the Port, becaus@®treissues its own permits. The
challenge in the Administration Division is captgiknowledge held by employees in
the 1632 Senior Account Clerk classification, sasltontact information and history
with customers. Several 1632s are long-termed ibemts in predominantly single-
function clerical and light analysis roles thatahitnowledge of over 500 customers by
name, key contacts and use of internal softwarécgpiens unique to the Port for data
entry and inquiry analysis.

Key workforce planning objectives in the short-terminclude:
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o

Various divisions are now documenting proceduresvéler, it has been the experience
of the Port during different critical incidents tiveorking with community partners,
regulatory entities, and their customers (busiretis® lease properties) has been quite
useful for gathering knowledge and expertise they imay not have on hand, or when an
employee is unavailable, without a backup.

For the Port, management would like to see morgset@ining and cross-learning. For
Accounting staff, largely there is a need for crvaming between employees in the
same or similar personnel classification within shene work group. Cross-learning is
broader in that it targets crossing existing warbug boundaries and enhances personal
development and skill-building, some times outsilaormal assigned function.

It is not difficult to find experienced workers tine skilled crafts. However, making the
transition to supervisory roles takes some prejmaral he Port uses rotating acting
assignment and supervisory training to preparé. staf

15 Public Health Department

For FY 2007-08, DPH has a workforce of 6,064 emgésywith an average age of 48 and
average length of service of 12.6 years.

Quantitative Research Summary

o

The average length of service for a DPH employeE2d years is the same as than the
Citywide average of 12.6.

22.3% of DPH’s workforce has 20 or more years ofise.

42.8% are GenXers and 1.6% are Millenials, less tha Citywide average of 43.4% and
1.8% respectively.

Between FY04 and FYO08, there were 1,752 new hind2a362 separations.

Over the five-year period, turnover averages aéoAhich is higher than the Citywide
average of 7%.

Currently, 1,119 employees or 18.5% are eligibleafgervice retirement.
In DPH there appeared to be high retirement risk the following areas:

» Senior nursing classes (2322 Nurse Manager, 23286all Nurse Specialist, and
2324 Nursing Supervisor) — 45% of the employedbhése classes are currently
eligible for minimum retirement benefits and 10% hkely to retire soon (based
on the average retirement age of 60 years and g&@dryears of service). In five
years, 63% of employees will be eligible for minimuetirement benefits and
30% will be likely to retire.

* 2450 Pharmacist — 27% of employees in this clasglgible for minimum
retirement benefits. In five years, 40% of empleyed! be eligible for minimum
retirement benefits and 27% will be likely to ret{based on the average
retirement age of 60 years and having 20 yearsmfce).
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» 2830 Public Health Nurse — 22% of employees inc¢lass are eligible for
minimum retirement benefits, and 4 are likely tbreesoon (based on the average
retirement age of 60 years and having 20 yearsrofce). In five years, 40% of
employees will be eligible for minimum retiremermnefits and 26% will be
likely to retire.

e 2932 Senior Psychiatric Social Worker — 41% of eayeés in this class are
eligible for minimum retirement benefits. In fivears, 63% of employees will be
eligible for minimum retirement benefits and 38%l Wwe likely to retire (based
on the average retirement age of 60 years and (n@@dryears of service).

e 6122 Senior and 6124 Principal Environmental Helmgipectors — 68% of
employees in these classes are eligible for minimetimement benefits. In five
years, 87% of employees will be eligible for minimuetirement benefits and
45% will be likely to retire (based on the averaggrement age of 60 years and
having 20 years of service).

Qualitative Research Summary

(0]

The Bay Area is not experiencing the same difficulith nursing recruitment as in the
past, and this has benefitted DPH. In order to rieeheed for specialty nursing, San
Francisco General Hospital (SFGH) has developdwirse training programs, which
vary in length depending on the specialty area. DBslalso developed new recruitment
forums for pharmacy vacancies, which has proveecaffe. However, DPH continues to
face challenges in recruiting Diagnostic ImagingfAmlogists and has to rely on hiring
some temporary clinical staff to meet requiredfstapatient ratios. The equipment used
by these staff is not state-of-the-art compareather facilities, and is cited as one of the
reasons for this recruitment and retention issue.

Given the City’'s budget deficit, DPH has been resmg its services and mandated
staffing levels. Where feasible, it is implementditjerent skill mix models to achieve
savings. In some cases, layoffs have been necessalgxisting staff have been
reassigned to support core services.

At SFGH and Laguna Honda Hospital (LHH), the numdfgpatients at the hospitals is
lower than last fiscal year, which has reducednimed for some backfill and overtime.

LHH is anticipated to move mid-Spring of 2010 imnew facility. Staff are planning
unit closures, training and skill mix requiremetdsupport the move to the new facility
and resident care.

With some recent changes in the executive levidaifership, the department has been
able to recruit internal candidates, and has ertyagarch firms, depending on the
specialized background and experience needed.

DPH has considered or implemented the following séitegies to prepare for the future:

o

In preparation for the transition into the new LI#dility, DPH is developing training on
new equipment and procedures for staff, and hagtt@snumber of town halls to
provide information to employees.
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o

SFGH is initiating a rebuild, due to seismic regments and a successful bond measure.
Staffing and training assessments will be necesaargnjunction with the plans for this
new facility.

DPH provides department-specific orientations tw s&aff. SFGH has a one-day
orientation for new hires, and LHH has a three-olagntation for new hires. In addition,
supervisors provide unit-specific orientation teittemployees. Management forums are
also held on a regular basis.

DPH recently piloted a 24-hour training programsgapervisors and managers developed
internally with its own subject matter experts. fregram is targeted to provide new
managers with the nuts and bolts of managing staffhospital environment, and
included topics such as navigating DPH’s budgetrandisition process, facilities
management, occupational safety, and labor re&tiDRH is collecting data from the

pilot and plans to offer this training on a qudstdrasis.

16 Public Utilities Commission

For FY 2007-08, the PUC has a workforce of 1,99plegees with an average age of 48.7 and
average length of service of 13.1 years.

Quantitative Research Summary

o

The average length of service for a PUC employel8dt years is greater than the
Citywide average of 12.6.

25.6% of the PUC’s workforce has 20 or more yeéseovice.

41.4% are GenXers and 1.4% are Millenials, less tha Citywide average of 43.4% and
1.8% respectively.

Between FY04 and FYO08, there were 534 new hiresb@bdseparations.

Over the five-year period, turnovers average aéedudhich is less than the Citywide
average of 7%.

Currently, 394 employees or 19.8% are eligiblenfomimum service retirement benefits.

In particular, the Public Utilities Commission apped to have high retirement risk in the
following classifications:

* Engineers (5211 Senior and 5212 Principal) - 28%nmbloyees in the series are
eligible for minimum retirement benefits with 9%ediy to retire soon (based on
average retirement at 60 years old with 20 yeasgnpfice). In 5 years, 58% of
employees will be eligible for minimum retiremeranefits and 36% will likely
retire.

* Water Quality Technicians (2481 Tech I/ll and 24&zh Ill) - 17% of
employees in the series are eligible for minimutirement benefits. In 5 years,
31% of employees will be eligible for minimum retinent benefits and 14% will
likely retire (based on average retirement at 6ryeld with 20 years of service).
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5364 Civil Engineering Associate 1 - 25% of empky@ the job class are
eligible for minimum retirement benefits with 17%sdly to retire soon (based on
average retirement at 60 years old with 20 yeasepfice). In 5 years, 50% will
be eligible for minimum retirement benefits and 3@ likely retire.

Water Service Inspectors (7316 Inspector and 7&hio® Inspector) - 36% of
employees in these classes are eligible for minimetimement benefits with 9%
likely to retire soon (based on average retirena¢®0 years old with 20 years of
service). In 5 years, 72% will be eligible for mmim retirement benefits and
30% will likely retire.

Stationary Engineers for Sewage Plants (7372 Epgiaed 7373 Senior Engineer)
- 26% of employees in the job series are eligiblenfiinimum retirement benefits
with 5% likely to retire soon (based on averageestent at 60 years old with 20
years of service). In 5 years, 49% will be eligifde minimum retirement benefits
and 22% will likely retire.

Construction Inspectors (6318 Inspector and 63180Bénspector) - 24% of
employees in the job series are eligible for mimmmetirement benefits with 14%
likely to retire soon (based on average retirena¢®0 years old with 20 years of
service). In 5 years, 48% will be eligible for mmmim retirement benefits and
24% will likely retire.

7252 Chief Stationary Engineer, Sewage Plant - 68&mployees in the job
class are eligible for minimum retirement beneditsl 19% will likely retire
(based on average retirement at 60 years old Wityears of service). In 5 years,
18% of employees will be eligible for minimum retinent benefits and 44% wiill
likely retire.

Qualitative Research Summary
o0 The PUC participates in a regional water utilityrisforce development task force which
is engaged in a variety of strategies to expanthean California labor pools for
mission-critical positions. Recent activities indéuparticipation in statewide community
college administrators’ symposia to provide inssgiubd advice regarding the universal
need to develop and offer curricula relevant tdlesikitrades within utility industries.

0 The PUC participates in and chairs BAYWORK, a regiccollaborative of water and
wastewater utilities from six Bay Area countiesgé&ther they have collaborated on
workforce issues and have applied the following key strategies:

PwpNPE

Acquire the right people in mission-critical categs;

Provide staff with the information they need toqi@lity work;

Modify work processes to optimize use of availatibgfing;

Maximize cost-effectiveness of workforce developtiauestments through
collaboration.

A recruitment subcommittee, also chaired by the PhfGught together utilities from the
PUC, East Bay Municipal Utility District, Marin Muecipal Water District, Union
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Sanitary Department, San Jose/Santa Clara WatkitiBolControl Plant, and Delta
Diablo Sanitation District. They discussed devedggproducts such as brochures,
partnering with others such as H2Opportunity faroing and website presence, and
developing a social media presence of our watemastewater industry to attract
Generation Y and other target markets for futur@ytvorkers.

The PUC also continues to successfully implementthtionary engineer pre-apprentice
and apprentice programs, in partnership with tla¢i@tary Engineers, Local 39, thereby
providing an effective pipeline into this occupatib series.

The PUC worked with the International BrotherhoddElectrical Workers to develop a
plan to resolve long standing classification/congagion issues associated with high
voltage line worker positions that contributed éoigus recruitment difficulties.
Specifically, the new high voltage classificatiamshncreased both visibility and the
attractiveness of these highly skilled jobs, thioagpropriate job titles, job descriptions
and competitive pay rates. This effort requireceadment of salary provisions of the
labor contract, formal classification action, cisérvice examinations, and new
appointments of the existing workforce. Thouglolaintensive, these structural changes
will ensure that PUC remains competitive withirsttight labor market.

PUC identified a number of strategies it's using t@repare its workforce for future
service needs:

(0]

The Wastewater Enterprise has utilized rotatindn@@r shifts and dedicated training
(“T") weeks to ensure all staff maintain criticaidwledge and skills.

The PUC, as a charter member of the SF Unified @dbistrict’s Building the Trades
Committee, has developed pre-apprentice interr@toigrams for new graduates of
Downtown and O’Connell High Schools. In partnershith the principals, four new
graduates were hired for summer 2008 to work uttdedirection and mentorship of
skilled trades workers (automotive machinists, fabg) and stationary engineers). Two
graduates have continued employment with the PUtendepartment has begun
discussions with International Association of Mautsiis & Aerospace Workers Local
1414 to develop a pilot apprenticeship programmiachinists.

The PUC continues to design and implement intepnspportunities and programs in
collaboration with local colleges and universitiBsiring FY 2008/09, PUC employed
numerous student interns across a variety of fi@hdsuding engineering, utility and
water resource planning.

The PUC conducts rigorous outreach to professiorganizations and university settings
and attended 10 career fairs in the last yeaedars its position as an organization of
choice and maintain a pipeline for its professiqragitions.

The PUC continues to actively participate in SaemErsco workforce initiatives, and is
the major employer of SFSU Willie Brown Programelmts and City Hall Fellows.

There is a strong focus on utilizing technologpémefit the department, including the
use of (1) wiki technology to capture knowledge &nagk web-based policies and
procedures, (2) e-learning that allows employeextess or request online trainings, and
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(3) the Plateau Learning Management System (LM8gfoy and track training and
development activities for all employees with ascesindividual learning plans via the
Internet.

o To grow the leadership pipeline, in fiscal year 242008 a total of 14,140 person-hours
of PUC-HRS facilitated training were provided to ®@\participants in categories of
Leadership Excellence, Leadership Development, ISigoe Training, and Core
Professional Development.

o0 To grow the leadership pipeline, in fiscal year @009 a total of 20,638 person-hours
of PUC-HRS facilitated training were provided to ®@garticipants in categories of
Leadership Excellence, Leadership Development, iSigoe Training, and Core
Professional Development.

o0 The PUC assessed the feasibility of e-learningnarog to augment existing classroom
training, and acquired dedicated funding for thesation of these programs.

o0 PUC augmented in-house training programs by colktbw with the American Water
Works Association and DHR to provide greater degtti diversity of training
opportunities for employees.

o0 The PUC has noticed the impact of its employeebrdpaith eldercare issues of family
members and continues to identify resources angdastfor employees so they may
remain as productive as possible during difficmitets. To address the needs of its
workforce, especially its aging workforce, the PldQaunching a survey that will help
inform how to support employees. The PUC will beving brown bag sessions on
Caregivers 101, Assisted Care information sessetas Examples of additional
strategies currently in place include flexible Bitaf patterns and alternative schedules,
where operational needs are not affected.

o The department recently implemented exit surveysetter assess why employees decide
to leave the department. Data from the surveysassist in the development of retention
and recruitment efforts, and help identify othestéas, including compensation issues,
which may affect turnover.

o During FY 2008/09, the PUC designed and launchedlabased climate survey to
assess general perceptions of the workplace, dssvsatisfaction across multiple factors,
including satisfaction the organization, at thetuemterprise, and department as a whole.

o0 The results have informed action plan developmebbth to increase communication,
address organizational issues, with the ultimatd gbincreasing employee engagement
and retention.

o PUC recognizes that early, positive interactionhwmployees are critical to
engagement and retention across all occupationabgt and has taken steps to
significantly improve the on-boarding and new enypko orientation process.

o Finally, over the next few years, PUC hopes togteand develop strategies to achieve
centralized, competency-based technical trainioggams linked to individual
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development plans. Integral to this effort will the upgrade of its Learning
Management System which will enable it to autonaaie bring together all aspects of
learning and performance management components;Tiadent Management, Learning
Job Aids, Curricula, Competencies, Goals, Caretahitey, Communities for discussion
forums and social networking, performance apprasaformance gap analysis,
financial analysis, training delivery and learnsaprecards.

17 Recreation & Park Department

For FY2007-08, REC had a workforce of 886 employeitls an average age of 48.8 and
average length of service of 15.2.

Quantitative Research Summary
0 The average length of service for a REC employebd years is higher than the
Citywide average of 12.6.

o0 32.9% of REC’s workforce has 20 or more years ofise.

0 39.5% are GenXers and 1% are Millenials, less tharCitywide average of 43.4% and
1.8% respectively.

0 Between FY04 and FY08, there were 206 new hiresAa0dseparations.

o Over the five-year period, turnover average at %lig greater than the Citywide average
of 7%.

o Currently, 234 employees or 26.4% are eligibleafeervice retirement.
0 The department appeared to have high retiremédairrighe following classifications:

» 3284 Recreation Director - 31% of employees injoheclass are eligible for
minimum retirement benefits with 6% likely to retisoon (based on average
retirement at 60 years old with 20 years of sejvikte5 years, 53% will be
eligible to for minimum retirement benefits and 294 likely to retire.

» 3417 Gardener - 28% of employees in the job clesglgyible for minimum
retirement benefits with 3% likely to retire sodraged on average retirement at
60 years old with 20 years of service). In 5 yea®@8p will be eligible for
minimum retirement benefits and 18% will likelyiret

e 2708 Custodian - 15% of employees in the job das<ligible for minimum
retirement benefits with 4% likely to retire sodraged on average retirement at
60 years old with 20 years of service). In 5 year§p will be eligible for
minimum retirement benefits and 13% will likelyiret

* Animal Keepers (3320 Keeper and 3321 Senior Keep&ifYo of employees in
the job classes are eligible for minimum retiremeggnefits with 15% likely to
retire soon (based on average retirement at 6G ygamwith 20 years of service).
In 5 years, 92% will be eligible for minimum retinent benefits and 54% wiill
likely retire.
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e 3422 Park Section Supervisor - 47% of employedianob class are eligible for
minimum retirement benefits with 13% likely to retsoon (based on average
retirement at 60 years old with 20 years of sejvite5 years, 56% will be
eligible for minimum retirement benefits and 38%l \ikely retire.

» 3434 Arborist Technician - 22% of employees injtteclass are eligible for
minimum retirement benefits. In 5 years, 44% widlddigible for minimum
retirement benefits and 11% will likely retire (ledson average retirement at 60
years old with 20 years of service).

* 7347 Plumber - 38% of employees in the job classlgible for minimum
retirement benefits with 23% likely to retire (bedsmn average retirement at 60
years old with 20 years of service). In 5 year$o44ill be eligible for minimum
retirement benefits and 23% are likely to retire.

Qualitative Research Summary
o REC is very interested in looking into ways to bettapture the knowledge of
incumbents who will be retiring or leaving the depeent. Initially, REC considered
hiring back retirees through Prop F as a possilligisn. Currently, there is no formal
plan in place.

o For the long-term, REC is interested in creatingpportunity for training of new staff,
depending on the position being filled, by beingwaéd to hire a few months in advance
the employees that will replace retiring employesisg the Annual Salary Ordinance
authority, Section 1.1.D. Currently, there is vaity no training for new directors.

0 REC has upgraded computer hardware and softwaner@ase communication
capabilities, but it still faces communication daafjes. Mass communication is very
difficult for REC because a quarter of its empla/de not have email access. To date,
the most effective means of reaching staff is stgdlyers to paychecks.

o REC is looking to use technology to make work psses more efficient. They
developed capabilities through their website tdodméhe public to access information
and request services. In addition, REC has reviexaedus functions that are currently
done manually, that could be suited for an onlystesn. On a case-by-case basis,
changes will be made over time. There remains carad@out how to capture historical
data that employees currently in the position pgsse

REC has identified a number of strategies to prepag for future service needs:

o REC is in communication with the Laborers Local 2&but creating a trainee program
for Gardener classification to create a careerdadthe Department of Human
Resources’ Recruitment and Assessment Servicessunitrently working on a job
description for the position.

o Given the variety of job classifications in RECisitvery difficult to be flexible with the
minimum qualifications of a particular job. For REdperationally, it is important that
the position job description reflect the necessahycational requirements needed to
accomplish the duties and responsibilities of theition. REC will work with the
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Department of Human Resources to evaluate the mamiqualifications specialized
skills needed, and the position-based testing pot®emeet their operational needs.

18 Retirement

For FY 2007-08, the Retirement System has a wockfof 77 employees with an average age of
50.8 and average length of service of 13.9 years.

Quantitative Research Summary
o0 The average length of service for a Retirementedystimployee of 13.9 years is more
than the Citywide average of 12.6.

0 31.2% of the Retirement System’s workforce hasr2@are years of service.

0 28.6% are GenXers and there are no Millenials, bbtihich are less than the Citywide
average of 43.4% and 1.8% respectively.

0 Between FY04 and FY08, there were 20 new hire2&ngkparations.

o Over the five-year period, turnover averages &@hich is lower than the Citywide
average of 7%.

o Currently, 20 employees or 26% are eligible foeeviee retirement.
0 The department appeared to have high retiremek#t imsthe following job classes:

* Accountant Series (1650 Accountant, 1652 SenioloAotant, 1654 Principal
Accountant, and 1657 Senior Systems Accountan@% &f employees in the job
series are eligible for minimum retirement benetits5 years, 67% of employees
will be eligible for minimum retirement benefitsdaB0% will likely retire (based
on average retirement at 60 years old with 20 yebservice).

* Benefits/Analysis Series (1812 Assistant Retirenfaralyst, 1813 Senior
Benefits Analyst, and 1814 Benefits Supervisory%3f employees in the job
series are eligible for minimum retirement beneditsl 16% will likely retire soon
(based on average retirement at 60 years old Wityears of service). In 5 years,
32% of employees will be eligible for minimum retinent benefits and 25% will
likely retire.

e 4331 Security Analyst — 20% of employees (1 oui)ah the job class are
eligible for minimum retirement benefits and 20%l Wikely retire soon (based
on average retirement at 60 years old with 20 yeksgrvice). In 5 years, the
case remains the same.

Qualitative Research Summary
o0 The San Francisco Employees’ Retirement Systeravsrged by the Retirement Board.
This body develops on an annual basis a businassiplg process for the department.
Recently, the Board approved the creation of aession plan during FY09-10.
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0 Because the department head is expected to neti@niuary 2010, the Retirement
System is currently recruiting for the executiveedior position through an executive
recruiting firm. In accordance with the City’s AraliBalary Ordinance the Retirement
System has budgeted temporary salaries for thenfmnth simultaneous employment of
a successor Executive Director to ensure a suadessfisition and to facilitate the
transfer of mission-critical knowledge between ittmimbent Executive Director and her
successor.

0 The Retirement System has a stable workforce. Whdragement anticipates that in 2-3
years, many employees in the Retirement Systenmbei#ligible to receive 75% of
retirement benefits, they may not retire so soaatduthe economic downturn. The
economy could also cause a reduction into the dvarmber of employees that chose to
retire; Baby Boomers that had been anticipate@ticermay postpone retirement.

o Other jurisdictions look to the Retirement Systesraanodel for a successful pension
program.

o Interms of staffing, five years ago, the Retiretrf@ystem experienced a transition in
staff as a result of bumping. An intermediate skalsessment was given to these new
employees to determine skills gaps. Based on thdtse staff trained these employees to
the particular skills necessary for the departm®imce then, Retirement System worked
with the Department of Human Resources to aligris8f2 Assistant Retirement Analyst
and 1813 Senior Benefits Analyst positions to ifthe department-specific expertise
needed to perform the work and the progressiokiti$ $s the two job classes. This has
helped the Retirement System to hire and retaititysaff.

0 The Retirement System budget is 100% funded bfRr#tgement Trust Fund with the
exception of $610,000 that is provided by the Adstmator of the San Francisco
Deferred Compensation Plan, and $43,818 whichgsasted from the City’s General
Fund to pay for potential litigation costs assaaiatvith the San Francisco Deferred
Compensation Plan. During this economic crisis,diygartment has been able to
maintain its current positions with no interruptiornproviding business services.

o With the transfer of function, the Retirement Sysia FY08-09 received seven
technology positions to maintain their PeopleSgétam. It has been difficult to fill
positions, as the application is an older versa therefore, harder to find candidates
with those skills. The Retirement System is alsaceoned about institutional knowledge
that may be lost if and when staff that are intehatamiliar with how the system was
developed and is maintained were to retire, theaxg am impact to operations. While the
implementation of Project eMerge will bring diffetesystems together, the data that the
SFERS houses includes members of the City, asasete Unified School District and
the Courts. This large data set means that thersgsivould not necessarily link up, and
therefore Retirement will continue to need empleyidat can maintain the current
system.

The Retirement Board has identified a number of stategies to prepare for future service
needs:
0 The Retirement Board has approved the use of D&gbee Feedback, multi-rater model,
for senior staff down to middle managers. The 3@@1ee Feedback and analysis will
provide valuable information to managers regardivagy strengths; identify ways to
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improve their effectiveness and develop leaderskilfs. Additionally, this tool may
assist the Retirement System with succession pigrisy providing middle managers an
opportunity to develop the skills necessary to ptario higher level management
positions, thereby maintaining institutional knodge.

The Retirement System has a rotational systenetoement and benefits analysts to
cross train in the following four operational arem&mber services, benefits calculations,
active members, and death processing/special cl@mployees rotate through these
areas approximately every two years. Through bssinges programmed into the
PeopleSoft system, one-on-one training, manuatssapervisor oversight, an employee
new to the function learns the business of tha afeetirement. Over a ten-year period,
an analyst should be well-versed in all four araasl, have a solid foundation to rise to a
supervisory position.

The Retirement System makes use of training praMideough California Association of
Public Retirement Systems (CALAPRS) targeted tff sfacity and county pension
systems throughout the state. Trainings cover sopiémportance in the pension
business and are for a nominal fee. The organizétés also developed a leadership
training program. The Retirement System encouraggsto attend trainings, and has
sent two employees to the leadership training @nogthus far.

19 Sheriff's Department

For FY 2007-08, the SHF has a workforce of 1,8@®ployees with an average age of 42.4 and
average length of service of 11.5 years.

Quantitative Research Summary

(0]

The average length of service for a SHF employekEld years is less than the Citywide
average of 12.6.

15.2% of SHF’'s workforce has 20 or more years ofise.

62.3% are GenXers and 6.6% are Millenials, highantthe Citywide average of 43.4%
and 1.8% respectively.

Between FY04 and FYO08, there were 270 new hire2&8dseparations.

Over the five-year period, turnovers average éBuhich is less than the Citywide
average of 7%.

Currently, 725 employees or 70.9% are eligiblenfiamimum service retirement benefits.
The department appeared to have a high retirensdnfor the following classifications:

» Sheriff Series (8304 Deputy Sheriff and 8306 SebDieputy Sheriff) — 95% of
employees in the job series are eligible for mimmmetirement benefits with 5%
likely to retire soon (based on 55 years old witleast 5 years of service). In 3
years, 99% will be eligible for minimum retiremdagnefits and 12% will likely
retire.
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* NOTE: Employeesin the 8302 Deputy Sheriff | job class transition into the 8304
Deputy Sheriff job class after an 18-month probationary period. In addition, the
8302 job classis covered under SFERS, while the 8304 job classis covered under
CalPERS. This change affects the retirement projections due to different
retirement criteria, and is not reflected in the above rates, which project
retirement milestones of employees currently in the 8304 and 8306 job series.

» 8308 Sheriff's Sergeant — 100% of employees ifjaheclass are eligible for
minimum retirement benefits and 10% will likelyiret(based on 55 years old
with at least 5 years of service). In 3 years, 1@@%mployees will continue to
be eligible for minimum retirement benefits and 2@ likely retire.

» 8310 Sheriff's Lieutenant — 100% of employees mjtib class are eligible for
minimum retirement benefits and 10% will likelyiret(based on 55 years old
with at least 5 years of service). In 3 years, 1@%mployees will continue to
be eligible for minimum retirement benefits and 3@ likely retire.

e 8312 Sheriff's Captain — 100% of employees in titeglass are eligible for
minimum retirement benefits and 25% will likelyiret(based on 55 years old
with at least 5 years of service). In 3 years, 1@%mployees will continue to
be eligible for minimum retirement benefits and 3@ likely retire.

» 8108 Senior Legal Process Clerk — 16% of employe#te job class are eligible
for minimum retirement benefits and 6% are likayétire soon (based on
average retirement at 60 years old with 20 yeasepfice). In 3 years, 29% of
employees will be eligible for minimum retiremeranefits and 19% will likely
retire.

Qualitative Research Summary

o SHF does not have the usual traditional law enfoerg functions. Those functions, by
Charter, belong to the Police Department. SHF ivascbunty jails, Community
Programs, Civil Enforcement, Superior Court, Cditvarrants, Building Security
functions at San Francisco General Hospital, Lagtmada, Department of Emergency
Management, City Hall, and the Hall of Justice $iguand Investigations. Deputies do
not actively patrol. SHF has units in the fieldkow for people who have failed to report
for one thing or another. It provides mutual aig@urt to the Police Department when
requested for Citywide emergencies, mass arrdsts, e

o Recruitment is not an issue for SHF, as it is aityereceiving hundreds of applications.
This is likely due to the depressed economy as wol&w enforcement is seen to
provide stable benefits, good pensions, and tiseaenple training. New skills are not as
necessary because there are clearly establisheddan@s and protocol. There was a
similar surge in applications during the dot-constbu

o Hiring new employees, however, is a nine to 10-mgmbcess with the extensive
required background testing, and there is a 6-mwathing/mentoring for new hires. In
addition, hiring can only be scheduled at certares of the year due to the availability
of peace officer academies. Also, SHF normally eepees the loss of about two people
per pay period due to attrition. The age of mogiiapnts has increased over the years.
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SHF is seeing fewer individuals with military backgnds are applying. Instead, there
has been an increase in applicants who may haigtamyhor brush with the law during
youth. This results in fewer applicants passinghbhekground check due to failing the
urinalysis test, failing to provide necessary doeuts in a timely manner, having a prior
criminal history that makes them ineligible, orlifag the psychological test. Some
applicants fail the polygraph exam, which is alsgbematic, since telling the truth is a
core necessity in law enforcement. There are almoymapplicants who are starting
second careers. Working with at SHF is attractivéhese individuals because of the
benefits and training.

o In order to bring the Deputy Sheriff pay to pamtith other local jurisdictions, a wage
increase was negotiated in the Memorandum of Utaleisg with the San Francisco
Sheriff's Association. The last installment of {hey increase was implemented in
December, 2008. There may no longer be an incetdigtay for employees eligible for
retirement, which may result in a dramatic increasetirements in the Deputy Sheriff
ranks.

o0 A few years ago there was a big exodus of employette supervisory ranks with 90
total employees leaving in one year when the Defuriff retirement formulas
changed from 2% at 60 to 3% at 55. The normattiattrrate is generally 30 employees
per year. In the next few years, SHF could havexaaus from all ranks. Given the
current economic downturn, employees may stay Iotwgget their maximum retirement
benefits, unless they are close to retirement amaat getting any raises.

o Because the work of SHF is driven by rules andlegguns, knowledge transfer occurs
most often for historical information and the pickil nuances of City government.

o Unlike other departments, the Sheriff’'s 30-yeauterhas created stability within the
organization. There will be a tremendous loss sfitational knowledge and political
relationships when he leaves. There has been dmitek in succession planning for the
management ranks.

o SHF has tripled over the past ten years. The staffize has increased because SHF
opened three new jails, which were all expansidrikecounty jail system. In addition,
SHF expanded alternatives to incarceration to regaitovercrowding and took on new
functions, e.g., primarily building security funatis at City Hall, San Francisco General
Hospital, and Department of Emergency Management.

0 SHF has statutory training components that mustlfided every year, approximately
24 hours of training per year. Training is a conaltimn of outside training and internal
training by deputies.

SHF has identified a number of strategies to prepar its workforce for future service needs:
o To address the loss of institutional knowledgehmmanagement ranks, SHF is trying to
keep chiefs and captains involved in the budgetgs®. They have been involved in
budget development and will be involved in budgahagement once the budget is
passed. This allows for management level stafbieelra broader understanding of what
staffing demands and to assist in responding teetdemands. In addition, there are
efforts to forge and maintain relationships witheatCity offices. Chiefs and Captains
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are actively representing SHF in meetings withaasiagencies such as the courts,
probation, Mayor’s Office of Criminal Justice, retey councils, federal stimulus
meetings, etc.

o SHF is involved with statewide sheriff's organizais which help to create a network of
information, particularly regarding financial issugnd grants.

0 SHF’s focus on recruitment is changing to try tiwaat people who have already
completed their academy training since this is Ipaab-month process. If candidates
already have that training completed, they carhgauigh the training program and into
assignments as “productive hours” sooner. Thegeaater competition for these
candidates as many law enforcement agencies faethgred budgets are also focusing
on the same group of candidates.
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Applicant Tracking and Referral System— the applications used by DHR and decentralized
exam units to track applicants and test resulis.dtso used to maintain the eligible lists fa th
purpose of referring candidates to departmentkiforg. Also referred to as JobAps and
SIGMA.

Appointment — the act of hiring an employee.

As Needed (AN) Schedule & full-time or part-time work schedule used as-meeeit cover
peak, emergency, or fluctuating workloads. Manynmarent, full-time City employees also have
appointments with as-needed schedules so thanthgyork extra hours if needed.

Exempt Appointment —also known as at-will appointments, are hires maidleout a

competitive exam and subject to termination attamg. San Francisco’s Charter section 10.104
describes 19 categories of exempt employees, imguaected officials, department heads and
their deputy directors, attorneys, and others.

Bumping — process by which a civil service employee witlager seniority in a class displaces
a more junior employee in the same class as at refsallayoff.

Civil Service Commission— comprised of five commissioners appointed toysiar terms by
the Mayor. Has the power to establish rules, pedi@nd procedures to carry out the civil service
merit system provisions of the Charter of the @itgl County of San Francisco.

Civil Service System- used to describe the body of rules and politiasgovern personnel
practices. Includes provisions in the City Charfaministrative Code, Civil Service Rules,
Memoranda of Understanding, and departmental jgsliand procedures.

Classification — the process of categorizing job duties, resjilitgés, and qualifications into a
system of organized series of jobs. Also, a notermeag to the four digit-number and
corresponding title for each position in the Cit€kssification Plan. Alternatives include “job
class” and “job code.”

HR Information System —the human resources management information syssechto
maintain employee data. Also referred to as HRIBewpleSoft.

Job Classor Job Code— a four-digit number and corresponding job tidey., 1652 Senior
Accountant, 7344 Carpenter, or 2320 RegisteredéNurs

Length of Service (LOS) -the time between an employee’s first day of wortt e
measurement date.

Major Service Area (MSA) — In the budget process, citywide expendituregyevaped into
seven broad areas, or MSAs: Public Protection,iMbrks, Transportation and Commerce,
Human Welfare and Neighborhood Development, Comtydiealth, Culture and Recreation,
General Administration and Finance, and Genergl Résponsibilities.
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Appendix G. Glossary of Terms

Permanent Civil Service (PCSAppointment — an appointment made after a competitive
examination, as a result of a certification fromedigible list to a permanent position. Previously,
these examinations were conducted by DHR or desdeze#td exam units, who referred
candidates to appointing officers via an eligilé. [Under Position-Based Testing (Civil Service
Rule 111A), any department may conduct exams éaat fo PCS appointments.

Position —a specific job within a classification. For exampleere are many positions in a
number of departments throughout the city in cfasdion 1426 Senior Clerk Typist.

Provisional Appointment (TPV) — the act of hiring an employee through a departaie
examination process used only when an eligiblddisthe classification is not available. The
Charter limits the duration of provisional appoietms to a maximum of three years.

Seniority — the date of referral of a permanent civil seswemployee from the eligible list for
the classification to the appointing officer. limsportant to the note that seniority is not
necessarily the time that an employee works irctassification.

Temporary exempt (TEX) appointment— Positions exempt from competitive civil service
selection under Charter section 10.104-16. Theséeanporary and seasonal appointments not to
exceed a total of 1,040 hours during any fiscal.yea

Turnover — the ratio of staff who leave City service to themge number of employees.

Turnover rates are calculated by dividing the tatahber of separations in a period by the
average number of employees in the period.
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