Deparfment of Human Resources
and Office of the Controller
Welcomes You..










PERSONNEL APPOINTMENTS
Types of Appointments '

Charter Section Article X: Personne! Administration
CSC Rule 14 - Appointments
- CSC Rule 21 - Layoff

DEFINITION

An appointment is the act by which an individual is employed by the City and County of San Francisco.
Most appointments require validation by the Department of Human Resources (DHR) staff before an
employce may begin working.

JYPES OF APPOINTMENTS
p Civil Service (PCS’

The person is certified from a permanent holdover roster; an ehglblc hst, a reemployment reglstcr or the
person is appointed by reinstatement, transfer or reappomtment

- A permanent civil service appointment is made against a permanent or'a
declared permanent PERSONNEL REQUISITION (DHR 6-60).

- A permanent civil service appointee is a member of the Retirement System, may immediately
become a member of the Health Service System, is covered by and contributes to FICA (Socxal
Security), and is eligible for salary i mcrements
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Appointment Processing Form and Appointment Processing (continued)
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7. Exact title of the classification as it appears on the Class Specification.
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LU dype ol appoiniment, see descriptions of the various types of appointment beginning on page
6-1, and check appropriate line,

11. Work schedule. Check appropriate lines based on the hours or schedule to be worked.

12, Part-time Hrs. The number of hours worked by regularly-scheduled, part-time
employees. If employee works 20 or more hours per work week, enter 20+, If employee
works less than 20 hours per work week, enter <20. Do not complete for full-time, school
term, or as-needed employees. :

13. DHR Requisition Number, The number issued by the PeopleSoft System when the department
issued this Personnel Requisition. This information is also contained on the NOTICE OF
REFERRAL listing the requisitions being referred.



PERSONNEL APPOINTMENTS
Appointment Processmg Form and Appointment Processmg (contmued)

7. Exact title of the classification as it appears on the Class Specification.

_ Based on Standard -

Operatlng Procedures

[TYPE OF APF [ PART- |OHRRQN lrw\n ‘DATF CERTIFIED
TIMEHR |

— PER!

e Best Practlces Identlfled

e LIMITT

Essential Components

10. Type of Appointment, See descriptions of the various types of appomtmant beginning on page
-1, and check appropnate line,

11. Work schedule. Check appropriate lines based cﬁ the hours or schedule to be worked.

12, Part-time Hrs. The number of hours worked by regularly-scheduled, part-t;me
employees. If employee works 20 or more hours per work week, enter 20+, If employee
works less than 20 hours per work week, enter <20. Do not complete for full-time, school
term, or as-needed employees.

. 13. DHR Requisition Number. The number issued by the PeopleSoft System when the department
issued this' Personnel Requisition. This information is also contained on the NOTICE OF
REFERRAL hstmg the requisitions being referred.



Human Resources Policy and Procedure  City and County of San Francisco
Department of Human Resources

Module 6 Separations
Unit 6.1 Resignations

Process 6.1.1 Resignation Satisfactory Services
Effective: Last Updated: 04/13/2012

Purpose This process is used to separate an employee who is voluntarily resigning from his/her
position in the City and County service, and whose performance has been satisfactory.

The New eHRPPM ™

Procedure

Q| 1) Department ensures that both Department HR and
Supervisor/Manager are informed of employee's resignation
or intent to resign.

Q a) Department HR confirms with Supervisor/Manager that
employee's performance has been satisfactory. If
performance was unsatisfactory, use procedure 6.1.2
Resignation Unsatisfactory Service

Q b) Department HR reminds Supervisor/Manager to retrieve
any dept. issued equipment, IDs, keys, DSW badge, etc.
prior to EE's last day.

Q |2) Department HR conducts City Employment History Review to See Process 6.X.X: Employment
determine employment/benefit rights History Review.

—




Human Resources Policy and Procedure

City and County of San Francisco

Department of Human Resources

Charter Section Article X: Personnel Administration
CSC Rule 14 - Appointments .

- C8C Rule 21 - Tavaff

: 'iﬁensin&&eiatmdreeun&awﬁap—.- -

Purpose This process is used to separate an employee who is voluntarily resigning from his/her

position in the City and County service, and whose performance has been satisfactory.
Situational | Employee communicates intent to resign, either orally or in writing. Employee may be
Trigger continuing employment in the City and County service.

Authority | Civil Service Rule Series 19

Empioyee Handbook — Separation Procedures

Procedure

Q

1)

Department ensures that both Department HR and
Supervisor/Manager are informed of employee's resignation
or intent to resign.

a) Department HR confirms with Supervisor/Manager that
employee's performance has been satisfactory. If
performance was unsatisfactory, use procedure 6.1.2
Resignation Unsatisfactory Service

b) Department HR reminds Supervisor/Manager to retrieve
any dept. issued equipment, IDs, keys, DSW badge, etc.
prior to EE's last day.

2)

Department HR conducts City Employment History Review to
determine employment/benefit rights

See Process 6.X.X: Employment
History Review.




Human Resources Policy and Procedure  City and County of San Francisco

Department of Human Resources

Module 6 Separations
Unit 6.1 Resignations
Process 6.1.1 Resignation Satisfactory Services
Effective: Last Updated: 0411372012
Purpose This process is used to separate an employee who is voluntarily resigning from his/her
position in the City and County service, and whose performance has been satisfacfory.
Situational | Employee communicates intent to resign, either orally or in writing. Employee may be
Trigger continuing empioyment in the Cify and County service.
Authority Civii Senvice Rule Series 19
Emplovee Handbook — Separation Procedures
Procedure

0 |1) Depariment ensures that both Department HR and
Supervisor/Manager are informed of employee's resignation
or intent to resign.

a a) Department HR confirms with Supervisor/Manager that
employee's performance has been satisfactory. If
performance was unsatisfactory, use procedure 6.1.2
Resignation Unsatisfactory Service

o b) Department HR reminds Supervisor/Manager to retrieve

any dept. issued equipment, IDs, keys, DSW badge, etc.
prior to EE's last day.

0 |2) Department HR conducts City Employment History Review to
determine employment/benefit rights History Review.

See Process 6.X_X. Employment

[}




3)

Department verifies employee’s intent to resign from current
position, and intent with regard to employment rights in other
positions.

a) Department HR confirms employee's intent to resign
from all positions; OR

b) Department HR confirms employee's intent to abridge
leave and retumn to Permanent position; Department HR
notifies prior departiment of employee's intent to abridge
leave and return to prior department.

c) Department verifies whether employee is accepting or
continuing non-PCS employment.

4)

If necessary, depariment consults/advises employee on
employment/benefit rights.

Department completes Separation Report acknowledging
employee’s resignation.

Distribution: Original to OEPF; copy to employee

DHR Form: Separation Report.

Department determines appropriate PeopleSoft Action/Action
Reason code.

See Decigion Diagram 6.1:
Resignation

a) TER Actions: Department HR enters TER Action into
PeopleSoft, attaching relevant documentation as
required.

b) DTA Actions: Department HR forwards Separations
Report to DHR. DHR enters DTA Action into PeopleSoft,
attaching relevant documentation as required.

Print PeopleSoft Termination Report.

Distribution: Original to OEPF; copy to employee

PeopleSoft: Termination Report




Human Resources Policy and Procedure  City and County of San Francisco

Department of Human Resources

Module 6 Separations
Unit 6.1 Resignations
Process 6.1.1 Resignation Satisfactory Services
Effective: Last Updated: 04/13/2012
Purpose This process is used to separate an employee who is voluntarily resigning from his/her
position in the City and County service, and whose performance has been satisfactory.
Situational | Employee communicates intent to resign, either orally or in writing. Employee may be
Trigger continuing employment in the City and County service.
Authority | Civil Service Rule Series 19
Employee Handbook — Separation Procedures
Procedure

Q | 1) Department ensures that both Department HR and
Supervisor/Manager are informed of employee's resignation
or intent to resign.

a a) Department HR confirms with Supervisor/Manager that
employee's perfoormance has been satisfactory. If
performance was unsatisfactory, use procedure 6.1.2
Resignation Unsatisfactory Service

Q b) Department HR reminds Supervisor/Manager to retrieve

any dept. issued equipment, IDs, keys, DSW badge, etc.
prior to EE's last day.

QO |2) Department HR conducts City Employment History Review to
determine employment/benefit rights

See Process 6.X.X: Employment
History Review.
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Action / Action Reason
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Decision Tree
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*Online
Fillable Forms

* Accessible
* One Central

Location




Electronic Form (EF)

= Online fillable PDF

= Save or Print



Electronic Service Request (ESR)

= Simplify approval process

= “Submit” button

= Automatically route to DHR
= Email notification

= Confirmation

» Final approved form in PDF
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eMerge PeopleSoft

J ElogIn |_|

-8 = & Pager 7

30 SFGow | Residents | Business | Governmenl | Wikitars | Online Services

LoG IN

Flzase =nter your usermamse and password to log into 2hlegs

Fegister/Change Password Recovery
Recover My Pasgword

if wou forgot your password

Account Information

Lisernsms

Passward:

i w0 login for the first ine or want to change your Questicn/Answer

i




eMerge PeopleSoft
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Z Search Menu:
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Employee Road Map with PeopleSoft

Department Tasks Central Agency Tasks

Workforce B
Planning Create Position Approve Position Request
Link ASO to Position (MYR, CON, DHR)
Submit a Position Request
Recruitment

Select Jobaps Recruitment
Complete Template Hire

On Boarding

Update Personal Data
Create Time Reporter Data

Assign Benefits (HSS)
Assign Earning, Deductions and Taxes (PPSD, RET)

Employee Events

Process Leaves of Absences, Pay
Rate Changes and Step Increases
Process Performance Appraisals
Process Terminations

Process Appointment Changes (DHR)
Process Layoffs & Recalls (DHR)
Process Terminations (DHR)

Payroll
Enter Work Time, Absences
and Assign Special Pay
Distribute Pay

Process Payroll
(PPSD)



April - July )

Business

Process :g
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Documentation &/
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Testing

Pre-Go Live
Training

September >

Post-Go Live
Training

User Support
/ Help Desk
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Venue for the HR Community to Connect

Socialization of HR Community to PS 9
Business Processes

Collecting & Integrating the HR Communities
Feedback

Accurate, Timely and Up to Date Information
Ongoing Support
Tools and Resources to Achieve Success



Presentations to HR Community
Survey Monkey
Brown Bags and Blue Bags

HR Forum Mailbox on DHR Website or emaill
directly to: HRForum@sfgov.org

COMING SOON: HR Forum Website with all
Tools/Resources




HR Forum

'";'- Knowledge Support Success
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