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INTRODUCTION

Established by the California Constitution, the State Personnel Board (the SPB or
Board) is charged with enforcing and administering the civil service statutes, prescribing
probationary periods and classifications, adopting regulations, and reviewing
disciplinary actions and merit-related appeals. The SPB oversees the merit-based
recruitment and selection process for the hiring of over 200,000 state employees. These
employees provide critical services to the people of California, including but not limited
to, protecting life and property, managing emergency operations, providing education,
promoting the public health, and preserving the environment. The SPB provides
direction to departments through the Board'’s decisions, rules, policies, and consultation.

Pursuant to Government Code section 18661, the SPB’s Compliance Review Unit
(CRU) conducts compliance reviews of appointing authority’s personnel practices in four
areas: examinations, appointments, equal employment opportunity (EEO), and personal
services contracts (PSC’s) to ensure compliance with civil service laws and board
regulations. The purpose of these reviews is to ensure state agencies are in compliance
with merit related laws, rules, and policies and to identify and share best practices
identified during the reviews. The SPB conducts these reviews on a three-year cycle.

The CRU may also conduct special investigations in response to a specific request or
when SPB obtains information suggesting a potential merit-related violation.

EXECUTIVE SUMMARY

The CRU conducted a routine compliance review of Department of General Services
(DGS) personnel practices in the areas of examinations, appointments, EEO, and
PSC’s from October 1, 2013, through March 31, 2014. The following table summarizes
the compliance review findings.

Area Finding Severity
. Equal Employment Opportunity Questionnaires ,
SEmnElens Were Not Separated From Applications Ve SEeLE
, Equal Employment Opportunity Questionnaires ,
APPETIIEE Were Not Separated from Applications By L
Appointments Probationary Evaluations Were Not Provided Serious
bp for All Appointments Reviewed
Appointments Appointment Documentation Was Not Kept for Serious
bp the Appropriate Amount of Time
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Non-serious or

Appointments Applications Were Not Date Stamped Technical

Equal Employment Opportunity Officer Does
Not Monitor the Composition of Oral Panels in | Very Serious
Department Exams

Personal Services Personal Services Contracts Complied with
Contracts Procedural Requirements

Equal Employment
Opportunity

In Compliance

A color-coded system is used to identify the severity of the violations as follows:

Red = Very Serious

Orange = Serious

Yellow = Non-serious or Technical
Green = In Compliance

BACKGROUND

The DGS serves as a business manager for the State of California. With more than
3,500 employees and a budget in excess of $1 billion, the DGS helps California state
government better serve the public by providing various centralized services necessary
for the operation of state government. The DGS helps to better serve the public by
providing a variety of services to state agencies.

The DGS mission is “We deliver results by providing timely, cost-effective services and
products that support our customers, while protecting the interests of the State of
California.” The DGS vision is the “Excellence in the business of government.” The DGS
core values designed to help employees maximize their potential as individuals and
professionals within the organization include integrity, accountability, communication,
excellence, innovation, and teamwork.

SCOPE AND METHODOLOGY

The scope of the compliance review was limited to reviewing DGS examinations,
appointments, EEO program, and PSC’s from October 1, 2013, through March 31,
2014. The primary objective of the review was to determine if the DGS personnel
practices, policies, and procedures complied with state civil service laws and board
regulations, and to recommend corrective action where deficiencies were identified.
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A cross-section of DGS examinations and appointments were selected for review to
ensure that samples of various examinations and appointment types, classifications,
and levels were reviewed. The CRU examined the documentation that the DGS
provided, which included examination plans, examination bulletins, job analyses,
511b’s, scoring results, notice of personnel action (NOPA) forms, vacancy postings,
application screening criteria, hiring interview rating criteria, certification lists, transfer
movement worksheets, employment history records, correspondence, and probation
reports.

The review of the DGS EEO program included examining written EEO policies and
procedures; the EEO Officer's role, duties, and reporting relationship; the internal
discrimination complaint process; the upward mobility program; the reasonable
accommodation program; the discrimination complaint process; and the Disability
Advisory Committee (DAC).

DGS PSC’s were also reviewed. The DGS contracted for architectural and engineering
services, legal services, security guard services, and various personal services. It was
beyond the scope of the compliance review to make conclusions as to whether the
DGS'’ justifications for the contracts were legally sufficient. The review was limited to
whether the DGS’ practices, policies, and procedures relative to PSC’s complied with
procedural requirements.

On October 23, 2015, an exit conference was held with DGS to explain and discuss the
CRU'’s initial findings and recommendations. The CRU received and carefully reviewed
the DGS’ written response on November 2, 2015, which is attached to this final
compliance review report.

FINDINGS AND RECOMMENDATIONS

Examinations

Examinations to establish an eligible list must be competitive and of such character as
fairly to test and determine the qualifications, fithess, and ability of competitors to
perform the duties of the class of position for which he or she seeks appointment. (Gov.
Code, § 18930.) Examinations may be assembled or unassembled, written or oral, or in

'If an employee organization requests the SPB to review any personal services contract during the SPB
compliance review period or prior to the completion of the final compliance review report, the SPB will not
audit the contract. Instead, the SPB will review the contract pursuant to its statutory and regulatory
process. In this instance, none of the reviewed PSC’s were challenged.
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the form of a demonstration of skills, or any combination of those tests. (lbid.) The
Board establishes minimum qualifications for determining the fithess and qualifications
of employees for each class of position and for applicants for examinations. (Gov. Code,
§ 18931.) Within a reasonable time before the scheduled date for the examination, the
designated appointing power shall announce or advertise the examination for the
establishment of eligible lists. (Gov. Code, § 18933, subd. (a).) The advertisement shall
contain such information as the date and place of the examination and the nature of the
minimum qualifications. (Ibid.) Every applicant for examination shall file an application
with the department or a designated appointing power as directed in the examination
announcement. (Gov. Code, § 18934.) Generally, the final earned rating of each person
competing in any examination is to be determined by the weighted average of the
earned ratings on all phases of the examination. (Gov. Code, § 18936.) Each competitor
shall be notified in writing of the results of the examination when the employment list
resulting from the examination is established. (Gov. Code, § 18938.5.)

During the period under review, the DGS conducted 33 examinations. The CRU
reviewed 19 of these examinations, which are listed below:

Classification Exam Type =€ ALY F1E N @
Components Date Applications
Assistant Chief, Office of Departmental Qualified
Real Estate and Design po en Appraisal Panel | 9/16/2013 27
Services P (QAP)
Associate Risk Analyst Departmental E&E 10/17/2013 5
Promotional
Career Executive Servicewide Supplemental
Assignment B (CEA) Promotional Application 9/27/2013 !
CEA B Service wide | Supplemental | 44,51/5013 12
Promotional Application
Digital Print Operator I Depgggﬁ“ta' QAP 9/6/2013 25
. Departmental
Legal Support Supervisor | Promotional E&E 10/2/2013 7
: . . Education and
Mechqn!cal Engineering Departmental Experience 11/15/2013 1
Technician Il Promotional
(E&E)
Departmental Qualified
Office Building Manager | Open - Appraisal Panel | 12/18/2013 4
Alameda (QAP)
Departmental
Office Building Manager |l Open - QAP 12/18/2013 41
Sacramento
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Classification Exam Type el A A s B
Components Date Applications
Departmental

Office Building Manager Il Open - Los QAP 12/18/2013 16

Angeles
Departmental

Office Building Manager IV Open - Los QAP 12/18/2013 10
Angeles

Personnel Supervisor | [l)DepartmentaI E&E 1/16/2013 8
romotional

Principal Architect Dpepartme“ta' QAP 10/16/2013 19
romotional

Senior Legal Typist Depgr;r;‘r‘f”ta' Written 10/10/2013 61

, Departmental 11/18/2013
Staff Real Estate Officer Open QAP & 28
2/12/2014
Stationary Engineer Departmental ,
A ) Open - Written 12/13/2013 29
pprentice Ri .
iverside
Stationary Engineer Departmental ,
A : Open - San Written 12/13/2013 14
pprentice Di
iego

Stationary Engineer Departmental ,

Apprentice Open — Written 3/22/2014 71
Oakland

Supervisor of Building Departmental QAP 2/7/2014 39

Trades Promotional

FINDING NO. 1 - Equal Employment Opportunity Questionnaires Were Not

Separated From Applications

Summary:

Criteria:

Out of 19 examinations reviewed, 4 exams included applications
where EEO questionnaires were not separated from the STD 678
employment application. Specifically, 7 of the 422 applications
reviewed included EEO questionnaires that were not separated
from the STD 678 employment application.

Government Code section 19704 makes it unlawful for a hiring
department to require or permit any notation or entry to be made on
any application indicating or in any way suggesting or pertaining to
any protected category listed in Government Code section 12940,
subdivision (a) (e.g., a person's race, religious creed, color, national
origin, ancestry, physical disability, mental disability, medical
condition, genetic information, marital status, sex, gender, gender

SPB Compliance Review
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Severity:

Cause:

Action:

Appointments

identity, gender expression, age, sexual orientation, or military and
veteran status). Applicants for employment in state civil service are
asked to voluntarily provide ethnic data about themselves where
such data is determined by the California Department of Human
Resources (CalHR) to be necessary to an assessment of the ethnic
and sex fairness of the selection process and to the planning and
monitoring of affirmative action efforts. (Gov. Code, § 19705.) The
EEO questionnaire of the state application form (STD 678) states,
“This questionnaire will be separated from the application prior to
the examination and will not be used in any employment decisions.”

Very Serious. The applicants’ protected classes were visible,
subjecting the agency to potential liability.

The DGS states that a lack of staff resources and inadvertent
oversight led to the seven EEO questionnaires not being removed
from the applications.

The DGS has submitted a corrective action plan for ensuring EEO
questionnaires are separated from the STD 678 employment
application and confidentially destroyed as part of its department
response, therefore no further action is required at this time.

In all cases not excepted or exempted by Article VII of the California Constitution, the
appointing power must fill positions by appointment, including cases of transfers,
reinstatements, promotions, and demotions in strict accordance with the Civil Service
Act and Board rules. (Gov. Code, § 19050.) Appointments made from eligible lists, by
way of transfer, or by way of reinstatement, must be made on the basis of merit and
fithess, which requires consideration of each individual’s job-related qualifications for a
position, including his or her knowledge, skills, abilities, experience, and physical and
mental fitness. (Cal. Code Regs., tit. 2, § 250, subd. (a).)

During the compliance review period, the DGS made 631 appointments. The CRU
reviewed 87 of those appointments, which are listed below:
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Classification Appointment Tenure Time Base N_o. el
Type Appointments
Accou.nt!ng Officer Certification List | Permanent | Full Time 6
(Specialist)
Administrative Law Judge | Certification List | Permanent | Full Time 1
Administrative Law Judge I,
Office of Administrative Certification List | Permanent | Full Time 1
Hearings
Assistant Chief, Office of Limited
Real Estate and Design Certification List T Full Time 1
, erm
Services
Associate Information e . .
Systems Analyst (Specialist) Certification List | Permanent | Full Time 1
Assgmate Management Certification List | Permanent | Full Time 1
Auditor
Associate Personnel Analyst | Certification List | Permanent | Full Time 2
Associate Risk Analyst Certification List | Permanent | Full Time 1
Chief Engineer | Certification List | Permanent | Full Time 1
Custodian Certification List | Permanent | Full Time 1
District Structural Engineer Certification List | Permanent | Full Time 1
Executive Assistant Certification List | Permanent | Full Time 1
Groundskeeper Certification List | Permanent | Full Time 1
Maintenance Mechanic Certification List | Permanent | Full Time 1
Matena}s and Stores Certification List | Permanent | Full Time 1
Supervisor
Mechgn]cal Engineering Certification List | Permanent | Full Time 1
Technician Il
Office Technician (General) Certification List | Permanent | Full Time 1
Office Technician (Typing) Certification List | Permanent | Full Time 12
Program Technician |l Certification List L.'rn;:.trid Full Time 2
Senior Architect Certification List | Permanent | Full Time 1
Senior Electronic Data
Processing Acquisition Certification List | Permanent | Full Time 1
Specialist (Technical)
Senior Inspector of Certification List | =Mt | £l Time 1
Automotive Equipment Term
Senlo'r Real Estate Officer Certification List | Permanent | Full Time 2
(Specialist)
Staff Services Analyst Certification List | Permanent | Full Time 3
Staff S_emces Manager | Certification List | Permanent | Full Time 1
(Specialist)
Stationary Engineer Certification List | Permanent | Full Time 2
ﬁystems Software Specialist Certification List | Permanent | Full Time 1
Career Executive . : .
Assignment Information List | Permanent | Full Time 4
Assistant Chief, Office of Mandatory Permanent | Full Time 1
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Classification Appointment Tenure Time Base N_o. el
Type Appointments
Real Estate and Design Reinstatement
Services
Senior Legal Typist Rgflr?sr]tg?et?nrgnt Permanent | Full Time 1
Staff Services Manager |l R(Ie\?r?sig?etg%nt Permanent | Full Time 1
Lead Custodian Reinstatement Permanent | Full Time 1
Stationary Engineer Reinstatement Permanent | Full Time 1
Accountllng Administrator | Retired Annuitant Limited Intermittent 1
(Supervisor) Term
Senior Information Systems Retired Annuitant Limited Intermittent 1
Analyst Term
. . . Limited .
Staff Services Manager I Retired Annuitant Term Intermittent 1
Temporary
Assistant State Printer Authorization Permanent | Full Time 1
Utilization
Administrative Law Judge |,
Office of Administrative Transfer Permanent | Full Time 1
Hearings
Associate Construction Transfer Permanent | Full Time 1
Analyst
Associate Governmental Transfer Permanent | Full Time 9
Program Analyst
Building Maintenance Transfer Permanent | Full Time 2
Worker
Office Assistant (General) Transfer Permanent | Full Time 1
Office Technician (General) Transfer Permanent | Full Time 1
Staff Electronic Data
Processing Acquisition Transfer Permanent | Full Time 1
Specialist
Staff Services Analyst Transfer Permanent | Full Time
(General)
Staff Services Manager | Transfer Permanent | Full Time 2

FINDING NO. 2 - Equal Employment Opportunity Questionnaires Were Not

Separated From Applications

Summary:

Out of 87 appointments reviewed, 14 appointment files included
applications in which EEO questionnaires were not separated from
the STD 678 employment application. Specifically, 93 of the 1,646
applications reviewed included EEO questionnaires that were not
separated from the STD 678 employment application.
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Criteria:

Severity:

Cause:

Action:

Government Code section 19704 makes it unlawful for a hiring
department to require or permit any notation or entry to be made on
any application indicating or in any way suggesting or pertaining to
any protected category listed in Government Code section 12940,
subdivision (a) (e.g., a person's race, religious creed, color, national
origin, ancestry, physical disability, mental disability, medical
condition, genetic information, marital status, sex, gender, gender
identity, gender expression, age, sexual orientation, or military and
veteran status). Applicants for employment in state civil service are
asked to voluntarily provide ethnic data about themselves where
such data is determined by the California Department of Human
Resources (CalHR) to be necessary to an assessment of the ethnic
and sex fairness of the selection process and to the planning and
monitoring of affirmative action efforts. (Gov. Code, § 19705.) The
EEO questionnaire of the state application form (STD 678) states,
“This questionnaire will be separated from the application prior to
the examination and will not be used in any employment decisions.”

Very Serious. The applicants’ protected classes were visible,
subjecting the agency to potential liability.

The DGS states that they have experienced a high turnover rate in
program liaisons that receive and sort the applications. Additionally,
there is currently no formal training for the liaisons.

The DGS has submitted a corrective action plan for ensuring EEO
questionnaires are separated from the STD 678 employment
application and confidentially destroyed as part of its department
response, therefore no further action is required at this time.

FINDING NO. 3 -

Probationary Evaluations Were Not Provided for All
Appointments Reviewed

Summary:

The DGS did not prepare, complete, and/or retain required
probationary reports of performance for all the appointments
reviewed by SPB. Specifically, 36 of the 87 appointment files did
not contain all three of the probationary reports, which is reflected
in the table below.
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Classification

Appointment Type

No. of
Appointments

No. of
Uncompleted
Prob. Reports

Accounting Officer Specialist

Certification List

10

Associate Information Systems
Analyst (Specialist)

Certification List

Associate Personnel Analyst

Certification List

Associate Risk Analyst

Certification List

Chief Engineer |

Certification List

Custodian Certification List
District Structural Engineer Certification List
Groundskeeper Certification List

Maintenance Mechanic

Certification List

Materials and Stores Supervisor

Certification List

Mechanical Engineering Tech |

Certification List

Office Technician (Typing)

Certification List

Senior Real Estate Officer
(Specialist)

Certification List

Staff Services Analyst (General)

Certification List

Stationary Engineer

Certification List

Associate Governmental Program

Transfer

Analyst
Lead Custodian Transfer
Staff Electronic Data Processing

I L Transfer
Acquisition Specialist
Staff Services Analyst (General) Transfer
Staff Services Manager | Transfer

Total

8[\)L —_ —_ N _ | —_ (o) EEY S EE N LN JIL ) PELN) JEL ) JEL N JEL ) R U S |
(@)} N
SINE| = w] o M= = G22I N

Criteria:

A new probationary period is not required when an employee is
appointed by reinstatement with a right of return. (Cal. Code Regs.,
tit. 2, § 322, subd. (d)(2).) However, the service of a probationary
period is required when an employee enters state civil service by
permanent appointment from an employment list. (Cal. Code Regs.,
tit. 2, § 322, subd. (a).) In addition, unless waived by the appointing
power, a hew probationary period is required when an employee is
appointed to a position under the following circumstances: (1)
without a break in service in the same class in which the employee
has completed the probationary period, but under a different
appointing power; and (2) without a break in service to a class with
substantially the same or lower level of duties and responsibilities
and salary range as a class in which the employee has completed
the probationary period. (Cal. Code Regs., tit. 2, § 322, subd. (c)(1)
& (2).)

10
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Severity:

Cause:

Action:

During the probationary period, the appointing power is required to
evaluate the work and efficiency of a probationer at sufficiently
frequent intervals to keep the employee adequately informed of
progress on the job. (Gov. Code, § 19172; Cal. Code Regs., tit. 2, §
599.795.) The appointing power must prepare a written appraisal of
performance each one-third of the probationary period. (Cal. Code
Regs., tit. 2, § 599.795.)

Serious. The probationary period is the final step in the selection
process to ensure that the individual selected can successfully
perform the full scope of their job duties. Failing to use the
probationary period to assist an employee in improving his or her
performance or terminating the appointment upon determination
that the appointment is not a good job/person match is unfair to the
employee and serves to erode the quality of state government.

The DGS states that the previous process in place did not contain
adequate steps to ensure completion of all probationary reports.

The DGS has submitted a corrective action plan for ensuring full
compliance in meeting the probationary requirements of
Government Code section 19172 as part of its department
response, therefore no further action is required at this time.

FINDING NO. 4 -

Appointment Documentation Was Not Kept for the
Appropriate Amount of Time

Summary:

Criteria:

The DGS submitted 43 appointment files that did not contain 41
NOPAs and 9 job opportunity bulletins.

In relevant part, civil service laws require that the employment
procedures of each state agency shall conform to the federal and
state laws governing employment practices. (Gov. Code, § 18720.)
State agencies are required to maintain and preserve any and all
applications, personnel, membership, or employment referral
records and files for a minimum period of two years after the
records and files are initially created or received. (Gov. Code, §
12946.)

11
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Severity:

Cause:

Action:

Serious. Without documentation, the CRU could not verify if the
appointments were properly conducted.

The DGS states that due to a high rate of turnover and lack of
proper training, not all documents were retained. Additionally, the
DGS has offices and employees across the state which increases
the difficulty of obtaining NOPAs.

The DGS has submitted a corrective action plan for ensuring all
appointment documentation be retained for the required amount of
time as part of its department response, therefore no further action
is required at this time.

FINDING NO. 5 -

Applications Were Not Date Stamped

Summary:

Criteria:

The DGS accepted and processed 548 of 1,699 applications that
were not postmarked and/or not date stamped.

CCR, title 2, section 174 (Rule 174) requires timely filing of
applications: All applications must be filed at the place, within the
time, in the manner, and on the form specified in the examination
announcement.

Filing an application ‘within the time’ shall mean postmarked by the
postal service or date stamped at one of the SPB offices (or
appropriate office of the agency administering the examination) by
the date specified.

An application that is not postmarked or date stamped by the
specified date shall be accepted, if one of the following conditions
as detailed in Rule 174 apply: (1) the application was delayed due
to verified error; (2) the application was submitted in error to the
wrong state agency and is either postmarked or date stamped on or
before the specified date; (3) the employing agency verifies
examination announcement distribution problems that prevented
timely notification to an employee of a promotional examination; or
(4) the employing agency verifies that the applicant failed to receive
timely notice of promotional examination. (Cal. Code Reg., tit. 2, §
174, suds. (a), (b), (c), & (d).) The same final filing date procedures
are applied to the selection process used to fill a job vacancy.

12
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Severity: Non-Serious or Technical. Final filing dates are established to
ensure all applicants are given the same amount of time in which to
apply for a job vacancy and to set a deadline for the recruitment.
Therefore, although the acceptance of applications after the final
filing date may give some applicants more time to prepare their
application than other applicants who meet the final filing date, the
acceptance of late applications may not impact the results of the
job vacancy selection.

Cause: The DGS states that they have experienced a high turnover rate in
program liaisons who receive and sort the applications.

Action: The DGS has submitted a corrective action plan for ensuring all
applications are appropriately postmarked and/or date stamped as
part of its department response, therefore no further action is
required at this time.

Equal Employment Opportunity

Each state agency is responsible for an effective EEO program. (Gov. Code, § 19790.)
The appointing power for each state agency has the major responsibility for monitoring
the effectiveness of its EEO program. (Gov. Code, § 19794.) To that end, the appointing
power must issue a policy statement committed to equal employment opportunity; issue
procedures for filing, processing, and resolving discrimination complaints; issue
procedures for providing equal upward mobility and promotional opportunities; and
cooperate with CalHR by providing access to all required files, documents and data.
(Ibid.) In addition, the appointing power must appoint, at the managerial level, an EEO
officer, who shall report directly to, and be under the supervision of, the director of the
department to develop, implement, coordinate, and monitor the department's EEO
program. (Gov. Code, § 19795.)

Each state agency must establish a separate committee of employees who are
individuals with a disability, or who have an interest in disability issues, to advise the
head of the agency on issues of concern to employees with disabilities. (Gov. Code, §
19795, subd. (b)(1).) The department must invite all employees to serve on the
committee and take appropriate steps to ensure that the final committee is comprised of
members who have disabilities or who have an interest in disability issues. (Gov. Code,
§ 19795, subd. (b)(2).)

13 SPB Compliance Review
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The CRU reviewed the DGS’ EEO program that was in effect during the compliance
review period.

FINDING NO. 6 — Equal Employment Officer Does Not Monitor the Composition
of Oral Panels in Departmental Exams

Summary: The DGS EEO Officer does not monitor the composition of oral
panels in departmental examinations.

Criteria: The EEO Officer at each department must monitor the composition
of oral panels in departmental examinations (Gov. Code, § 19795,
subd. (a)).

Severity: Very Serious. Requiring the EEO Officer to monitor oral panels is
intended to ensure protection against discrimination in the hiring
process.

Cause: The DGS states that it was not aware that the EEO Officer needed
to monitor the composition of oral panels in departmental exams.

Action: The DGS has submitted a corrective action plan for ensuring the
composition of oral panels in departmental examinations are
monitored by the EEO Officer as part of its department response,
therefore no further action is required at this time.

Personal Services Contracts

A PSC includes any contract, requisition, or purchase order under which labor or
personal services is a significant, separately identifiable element, and the business or
person performing the services is an independent contractor that does not have status
as an employee of the State. (Cal. Code Reg., tit. 2, § 547.59.) The California
Constitution has an implied civil service mandate limiting the state’s authority to contract
with private entities to perform services the state has historically or customarily
performed. Government Code section 19130, subdivision (a), however, codifies
exceptions to the civil service mandate where PSC’s achieve cost savings for the state.
PSC’s that are of a type enumerated in subdivision (b) of Government Code section
19130 are also permissible. Subdivision (b) contracts include private contracts for a new
state function, services that are not available within state service, services that are
incidental to a contract for the purchase or lease of real or personal property, and
services that are of an urgent, temporary, or occasional nature.
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For cost-savings PSC’s, a state agency is required to notify SPB of its intent to execute
such a contract. (Gov. Code, § 19131.) For subdivision (b) contracts, the SPB reviews
the adequacy of the proposed or executed contract at the request of an employee
organization representing state employees. (Gov. Code, § 19132.)

During the compliance review period, the DGS had 180 PSC’s that were in effect. The
CRU reviewed 39 of those contracts, which were subject to the DGS approval, and thus
CRU procedural review, and are listed below:

Vendor Services Contract Dates iﬁéﬁﬁ JSsut];I:glaei?c:n
Architectural &
Dean F. Unger, AlA, Engineering November 2013 — $379.380.00 Yes
Inc. X February 2014
Services
. . Architectural &
Jacobs Engineering ) : March 2013 —
Group, Inc. Eréglngerlng December 2014 $161,105.00 Yes
ervices
Gast Hillmer Urban Architectural & October 2017 —
. Engineering no end date $202,050.00 Yes
Design : )
Services provided
. . Architectural &
Jacobs Engineering Engineering December 2013 — $450.293.00 Yes
Group, Inc. Servi August 2017
ervices
Inter-Con Security Security Guard July 2007 —
Systems, Inc. Services December 2014 $590,000.00 Yes
Indigo/Hammond & Architectural & | November 2013 —
9 : Engineering no end date $540,850.00 Yes
Playle Architects LLP. ; .
Services provided
Architectural & | September 2008
Versar Inc. Engineering — September $1,005,998.00 Yes
Services 2013
Inter-con Security Security Guard January 2014 -
Systems, Inc. Services December 2014 $350,000.00 Yes
Thyssenkrupp Real Property June 2009 —
Elevator Corp. Maintenance September 2013 $179,846.00 Yes
Travel Store, Inc. Travel Services April 2% 10 5_ April $856,000.00 Yes
Architectural &
GHD, Inc. Engineering November 2013 — $115,660.00 Yes
Servi February 2015
ervices
Architectural &
GHD, Inc. Engineering December 2013 - $449,648.00 Yes
Servi February 2015
ervices
. Environmental | September 2013
RBF Consulting Services ~ June 2015 $92,200.00 Yes
: . February 2012 —
Hanson Bridgett, LLP. | Legal Services June 2015 $492,000.00 Yes

15
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Contract

Sufficient

Vendor Services Contract Dates Amount Justification
Morrow Surveying, Topographic January 2014 —
Inc. Survey May 2014 $14,000.00 Yes
The Source Group, Real Property January 2014 —
Inc. Maintenance September 2015 $71,509.00 Yes
Architectural &
The Source Group, Engineering February 2014 — $100,754.00 Yes
Inc. : September 2015
Services
Architectural &
Kuhn & Kuhn Engineering December 2013 — $60,000.00 Yes
Servi August 2014
ervices
Architectural &
) . February 2014 -
Wood Rodgers, Inc. Eréglngerlng September 2016 $376,050.00 Yes
ervices
Architectural &
Huntsman . . November 2013 —
Architectural Group Eréglngermg October 2016 $154,047.00 Yes
ervices
Architectural &
Huntsman . . December 2013 —
Architectural Group Eréglngermg October 2016 $151,340.00 Yes
ervices
. Architectural &
Interactive Resources, . : March 2014 —
Inc. Englngerlng December 2016 $133,155.00 Yes
Services
ICF Jones & Stokes, Consulting November 2013 —
Inc. Services January 2015 $9,995.00 Yes
Architectural &
Fugro Consultants, Engineering November 2013 — $264.000.00 Yes
Inc. Servi January 2015
ervices
Security Guard | January 2013 —
Guardsmark, LLC Services June 2014 $1,228,500.00 Yes
Chris Jackson Legal Services July 2(2)2)?6_ June $165,000.00 Yes
. Architectural &
Egan Simon . . October 2013 —
Architecture Engmgermg October 2016 $125,645.00 Yes
Services
. Architectural &
Horizon Water & . , November 2013 —
Environment Englngerlng 11/2023 $1,399,898.00 Yes
Services
. Architectural &
Horizon Water & . : March 2014 —
Environment Englne_:erlng November 2023 $1,474,883.00 Yes
Services
. . November 2013 —
Stephen E. Hjelt Legal Services June 2014 $150,000.00 Yes
Cooperative Human
Personnel Services January 2014 —
DBA CPS HR Resources | o omber 2015 | $180.888.00 Yes
: Consulting
Consulting
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Vendor Services Contract Dates Contract S”ff!c'ef“
Amount Justification
Seattle University General Human | November 2013 —
School of Law Resources March 2014 $55,000.00 Yes
Commerce Printing - December 2013 —
Services Printing January 2014 $60,965.07 Yes
Architectural & January 2014 —
Kitchell CEM, Inc. Englngerlng December 2016 $162,338.00 Yes
Services
. . Architectural &
Hibser Yamauchi ) . February 2014 —
Architects, Inc. Englngerlng January 2018 $191,435.00 Yes
Services
Architectural & January 2014
3QC, Inc. Eréglngerlng June 2015 $133,420.00 Yes
ervices
Architectural &
ICF Jones & Stokes, . . February 2014 —
Inc. Eréglngermg December 2018 $1,545,000.00 Yes
ervices
Architectural &
J.C. Chang & ) . March 2014 —
Associates, Inc. Eréglngermg August 2017 $171,964.00 Yes
ervices
. Print & Mail March 2014 —
Mailing Systems, Inc. Services April 2014 $345,900.00 Yes

FINDING NO. 7 — Personal Services Contracts Complied with Procedural
Requirements

When a state agency requests approval from the DGS for a subdivision (b) contract, the
agency must include with its contract transmittal a written justification that includes
specific and detailed factual information that demonstrates how the contract meets one
or more conditions specified in Government Code section 19131, subdivision (b). (Cal.
Code Reg,, tit. 2, § 547.60.)

The total amount of all the PSCs reviewed was $14,590,716.07. It was beyond the
scope of the review to make conclusions as to whether the DGS’ justifications for the
contract were legally sufficient. For all PSC’s reviewed the DGS provided specific and
detailed factual information in the written justifications as to how each of the 39
contracts met at least one condition set forth in Government Code section 19131,
subdivision (b). Accordingly, the DGS PSC’s complied with civil service laws and board
rules.
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DEPARTMENTAL RESPONSE

The DGS response is attached as Attachment 1.

SPB REPLY

Based upon the DGS’ written response, the DGS will comply with the CRU
recommendations and findings. The DGS submitted corrective action plans for the six
departmental findings that were out of compliance.

It is further recommended that the DGS continue to comply with the afore-stated
recommendations and submit to the CRU a written report of compliance within 60 days
of the Executive Officer’'s approval.
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Attachment 1

CALIFORNIA DEPARTMEN E
DE S GENERAL SERVICES N ————

November 2, 2015

Suzanne M. Ambrose
Executive Officer

State Personnel Board
801 Capitol Mall
Sacramento, CA 95814

Dear: Ms. Ambrose:

This letter is in response to the recent compliance review of the Department of General
Services (DGS). Listed below are the findings of the report as well as the corresponding
causes and corrective actions DGS will take.

Finding #1: Examinations - Equal Opportunity Questionnaires Were Not Separated
from Applications.

Cause: DGS acknowledges out of 422 applications reviewed by SPB, over 19 exams, 7
STD 678 application packets still had the EEO Questionnaires attached. These seven
applications were retained in a locked filing cabinet in a secured room with limited
access. These applications were not utilized, seen, or provided to any manager making
a hiring decision. Although the forms are typically keyed into CalHR'’s system and then
destroyed per DGS policy as shown on the Examination Checklist (attached), lack of
staff resources and inadvertent oversight led to these seven applications not being
removed.

Corrective Action: DGS has reinforced the utilization of the checklist with examination
analysts to be attached to each examination file. The checklist includes confidentially
destroying each EEO Questionnaire once the information has been keyed. In addition,
DGS has established a final review procedure of the examination file to ensure
compliance.

Finding #2: Appointments - Equal Opportunity Questionnaires Were Not Separated
from Applications.

Cause: DGS acknowledges 87 of the 1,646 applications reviewed by SPB included an
EEO Questionnaire. DGS has experienced a high turnover rate in the program liaisons
who receive and sort these applications. There is not currently formal training for these
liaisons. In addition, applicants are unaware completion of the EEO Questionnaire is
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only required when applying for state examinations and not when applying for vacant
positions.

Corrective Action: DGS has released HR Memo 15-025 to all OHR staff, program
liaisons, department managers and other relevant parties. This memo includes several

- recommendations from this report, including the removal and confidential shredding of
every EEO Questionnaire included in an application received for a vacancy. DGS also is
working to add verbiage to its vacancies to help reduce the amount of questionnaires
received. During the quarterly meeting with program liaisons, DGS OHR will reinforce
the importance of complying with this corrective action.

Finding #3: Probationary Evaluations Were Not Provrded for All Appomtments
Revrewed

Cause: DGS recognizes the importance of the probationary period in ensuring the

- individual selected can successfully perform the full scope of his or her job duties. The
previous process in place did not contain adequate steps to ensure completion of all -

- probationary reports.

Corrective Action: DGS will prepare and send a memo to all managers in the
department reminding them of the importance of completing probation reports. In
addition, DGS OHR will provide a quarterly report to program liaisons with their current
employees on probation and when the reports are due. This will assist programs in
tracking the crucial dates.

Finding #4: Appo;ntment Documentation Was Not Kept for the Appropriate Amount of
Time.

Cause: DGS acknowledges the finding and is aware of the necessary retention
requirements for appointment documentation. Appointment packages are kept within
“the program, typically by the hiring manager or program liaison. Due to a high rate of
turnover and lack of proper training, not all documents were retained. DGS has offices
and employees across the state, increasing the difficulty of obtaining signhed NOPAs.
DGS does have a procedure in place to ensure NOPAs are signed and returned by the
appointed individual. This procedure is executed by a unit which also experienced high.
turnover recently including two new superwsors a new manager and eight new
specialists.

Corrective Action: DGS has released HR Memo 15-025 to all OHR staff, program
liaisons, department managers and other relevant parties. This memo includes several
recommendations from this report, including which documents must be retained in the
appointment package and for how long. In addition, the procedure to ensure signed
NOPAs are received from program will be communicated to each specialist and
management will evaluate if a new procedure is necessary. During the quarterly
meeting with the program liaisons, DGS OHR will reinforce the importance of complying
with this corrective action.
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Finding #5: Applications Were Not Date Stamped

Cause: Applications are received across the state by program liaisons. DGS
acknowledges the importance of ensuring the applications received and processed are
date stamped in order to ensure the final filing date is upheld. DGS has experienced a
high turnover rate in the program liaisons who receive and sort these applications.

Corrective Action: DGS has released HR Memo 15-025 to all OHR staff, program
liaisons, department managers and other relevant parties. This memo includes several
recommendations from this report, including the requirement that all received
applications must be date stamped. During the quarterly meeting with these liaisons,
DGS OHR will reinforce the importance of complying with this corrective action.

Finding #6: Equal Opportunity Officer Does Not Monitor the Composition of Oral
Panels in Departmental Exams.

Cause: DGS OHR always attempts to ensure the diversity of oral panels and was not
aware that the EEO Officer needed to monitor the composition oral panels in
departmental exams.

Corrective Action: DGS has updated the process to ensure DGS EEO signs off on the
oral panels prior to their execution. Both DGS OHR and DGS EEO have agreed to the
new procedure which is attached.

We appreciate the opportunity to respond to the compliance review. If you have any
further questions, please contact Estela Gonzales, Chief of OHR, at (916) 376-5411.

Sincerely,

Miles Burnett
Deputy Director, Administration Division
Department of General Services






