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1.0 PURPOSE

1.1

The purpose of this policy is to establish guidelines and procedures for Orange County
Sanitation District (OCSD) recruitment activities.

2.0 ORGANIZATIONAL UNITS AFFECTED

21

This policy applies to all OCSD departments, divisions, and employees.

3.0 DEFINITIONS

3.1

3.2

3.3

3.4

3.5

3.6

3.7

3.8

3.9

Recruitment is the process of attracting qualified individuals to apply for employment
opportunities that are advertised by the organization, whether internal, or external.

Internal recruitment means considering only current employees as applicants for job
openings within the organization.

External recruitment means considering applicants from outside the organization in an
open recruitment, as well as current employees for job openings within the organization.

Promotion is the advancement of an employee to another classification with a higher
maximum rate of pay.

Lateral Transfer means the transfer of an employee from one department to a vacant
position in another department in the same job classification, initiated by an employee
request.

Reassignment means the transfer of an employee within a department or within the
organization in the same job classification based on business need.

Voluntary Job Change is an employee-initiated transfer within the organization.

Assessment means an impartial method of systematically evaluating an applicant’s ability
to perform the essential job functions of a position’s requirements. An assessment may
consist of one (1) or any combination of the following: performance tests; written tests;
appraisal interviews; scoring of the application, supplemental questions; work
performance; or any other job-related selection criteria. Assessment tools are intended to
measure knowledge, skills, abilities, and/or competencies necessary to perform the job.

Eligible list means an arrangement of applicants who have been identified as most
qualified as a result of the recruitment and selection process.
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4.0

5.0

3.10

3.11

3.12

Initial Probationary Period, unless otherwise specified by an applicable bargaining unit
Memorandum of Understanding (MOU), is defined as the period of service that extends
to at least the first day of the pay period following twenty-six (26) weeks of employment
with OCSD without a break in service, beginning with the date of hire. This period is
regarded as an extension of the hiring process, and provides an opportunity for both the
employee and OCSD management to assess, over a substantial period of time, whether
or not the hiring decision was appropriate. Employees who have not yet successfully
completed their initial probationary period serve “at-will” and may be released from
employment without cause or recourse to any appeal or grievance procedures.

Promotional Probationary Period is defined as the period of service that extends to at
least the first day of the pay period following twenty-six (26) weeks of employment
without a break in service, beginning with the effective date of promotion. If an employee
is promoted during his/her initial probationary period, the period will be extended until at
least the first day of the pay period twenty-six (26) weeks after the effective date of the
promotion. This period is regarded as an extension of the selection process, and
provides an opportunity for both the employee and OCSD management to assess, over a
substantial period of time, whether or not the decision was appropriate. “At-will”
employees do not serve a promotional probationary period.

Probationary Period — Reassignment, Lateral Transfer or Voluntary Job Change, unless
otherwise specified by an applicable bargaining unit MOU, is defined as the period of
service that extends to at least the first twenty-six (26) weeks of employment with OCSD
without a break in service, beginning with the effective date of the reassignment or lateral
transfer. This period provides an opportunity for both the employee and OCSD
management to assess, over a substantial period of time, whether or not the decision
was appropriate.

POLICY

4.1

4.2

OCSD is an Equal Opportunity Employer (EOE). OCSD does not discriminate on the
basis of race, color, religion, sex (including pregnancy, childbirth, and breastfeeding),
sexual orientation, age, national origin, ancestry, actual or perceived disability, medical
condition, genetic information, military and veteran status, marital status, gender, gender
identity, gender expression, exercise of rights relating to any legally-provided leave of
absence, or any other legally protected basis.

Itis OCSD’s policy to provide nondiscriminatory, lawful, and consistent guidelines and
procedures to all recruitment processes, whether internal, or external.

PROCEDURE

51

TYPE OF RECRUITMENT

5.1.1 External Recruitment: Any person meeting the requirements of the open position
listed on the announcement may apply. External recruitment announcements will
be advertised on OCSD’s career website, and may be posted on industry-related
websites. Announcements will specify a filing period of a minimum of (10)
business days, or until Human Resources determines a sufficient number of
qualified applications have been received, and will clearly state a deadline to file
an application.

5.1.2 Internal Recruitment: Applicants must be currently employed with OCSD.
Whenever the District intends to fill a position by promotion, the District will post
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the opportunity for a minimum of ten (10) business days. Employees must apply
during the period of posting. Notices will be posted on the District’s internet.

5.2 EMPLOYMENT OPPORTUNITY BULLETINS/POSTINGS

521

52.2

5.2.3

524

525

The Human Resources representative prepares the employment opportunity
bulletin, also known as a posting. Each posting will include the following
information: hiring salary range, department; brief job description; required
qualifications, desired qualifications, posting/closing dates (if applicable),
procedure for applying, brief benefits overview, physical requirements/working
conditions, and/or other pertinent information as approved by the Director of
Human Resources (or designee) and the Department Head (or designee)

The Human Resources representative provides the draft posting to the
Department Head (or designee) for approval.

Upon approval, all jobs are posted for at least ten (10) business days, or until HR
determines a sufficient number of applicants have been received.

During the recruitment process, all current employees and external applicants
may be interviewed at the same time at the discretion of the Department Head
(or designee). If the process includes both groups, the hiring decision will be
made at the completion of those interviews.

Job opportunities will be posted to OCSD’s online employment application
system.

5.3 ADVERTISING

531

53.2

External recruitments are advertised on the internet, sent via e-mail to all OCSD
employees, and may be posted in other media when deemed appropriate by
Human Resources.

Internal recruitments are e-mailed to current employees and posted on OCSD’s
intranet and internet sites.

54 APPLICANT SCREENING

54.1

54.2

5.4.3

54.4

54.5

Applications and resumes are only accepted electronically. All other application
material will be accepted at the interview. Unsolicited application material will not
be accepted at any time.

Applicants must submit a separate employment application for each vacant
position using OCSD’s online employment application system.

Once an application is received and reviewed, it will only be selected by Human
Resources for further consideration if the minimum job requirements on the class
specification for the position are met.

The Department Head (or designee) may review applications that meet the
minimum qualifications to determine which candidates may be interviewed.

All materials (e.g., applications, resumes, examination information and results,
test questions, interviewer notes, interview packets, etc.) submitted by
applicants/candidates or generated by OCSD staff during the recruitment and
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selection process are confidential and considered OCSD property, and not
subject to disclosure. All recruitment files are maintained by OCSD in
accordance with established record keeping guidelines.

55 SELECTION PROCESS

55.1

5.5.2

5.5.3

554

555

The selection process will consist of an assessment of each candidate's
qualifications, which may vary by class specification and business need.
Assessments will be conducted in a manner consistent with job-related criteria.

The Department Head (or designee) may recommend raters in addition to
Human Resources staff as needed to participate in the selection process, who
may be representatives of OCSD departments, the public, interested
organizations, or other public jurisdictions.

Exam Contents: The Department Head (or designee) has the responsibility for
exams. Exams and selection interviews shall consider the following: analysis of
job duties, availability of applicants, equal employment opportunity, occupational
standards, professional testing principles, supportable experience, special
certification or licensing, and/or any other job-related selection content.

Exams will be analyzed by Human Resources (or designee) to ensure that the
content and grading rubrics are valid and reliable. Exam material will relate to the
fitness of the applicant for the work, duties, and requirements of the classification
to be filled and shall be confined to the measurement of knowledge, skills,
abilities, and/or competencies necessary to perform specific tasks. Any pertinent
factor or trait which affects job performance may be considered.

The Human Resources representative facilitates the interview process. When
interviews are completed, the interview panel members evaluate each candidate
interviewed. The panel will refer a list of the top candidates based on a majority
decision. The Department Head (or designee) will then choose from among the
top candidates. The Department Head (or designee) will report the final hiring
decision to the Human Resources Department, to include all applicable interview
materials (e.g., applications, resumes, interviewer notes, interview packets, etc.).

5.6 RECRUITMENT APPEALS PROCESS

56.1

5.6.2

5.6.3

Employees should bring recruitment process and decision-making issues to the
attention of the Human Resources Supervisor as soon as possible. The
supervisor will review the issue and provide a written response within five (5)
business days from the issue notification date.

If the issue is not resolved to the employee’s satisfaction, the employee may file
a written statement concerning the problem to the Director of Human Resources
within ten (10) business days of receipt of the supervisor’s decision. Upon
request by either party, a meeting may be held to discuss the issue and establish
remedies.

The employee will be provided a written response from the Director of Human
Resources (or designee), within ten (10) business days after the employee’s
statement is received. The decision of the Director of Human Resources, or
designee, is final (see policy 6.4, Problem Solving and 6.5, Grievance
Procedure).
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5.6.4

Time limits may be extended for cause upon mutual consent of the parties.

5.7 ELIGIBLE LISTS

571

An eligible list is an arrangement of applicants who have been identified as most
qualified as a result of the recruitment and selection process. Lists are
maintained based on job classification, are valid for six-months, and may be
extended up to twelve-months with approval from the Director of Human
Resources prior to the expiration date of the list.

5.8 EMPLOYMENT OFFERS

58.1

5.8.2

5.8.3

5.8.4

5.8.5

5.8.6

5.8.7

5.8.8

The Human Resources representative determines an appropriate starting salary
for all candidates based on the applicant’s: qualifications; years of experience;
and educational background, as listed on the job application.

The Human Resources representative reviews a job candidate’s salary request,
prepares an analysis, and makes a recommendation on placement in the
applicable salary range. If market or other material conditions necessitate
offering a job candidate a pay rate up to the salary range mid-point, a
Department Head may recommend, and with the concurrence of the Director of
Human Resources, may approve the proposed hire rate. The General Manager,
or designee, shall approve all recommended salary offers that would result in a
new hire pay rate at Step 4 or greater. Under no circumstances should panel
members (excluding the Human Resources representative) or any other
OCSD employee discuss salary offers with candidates or make promises of
any kind. Human Resources staff are the only employees authorized to
engage in salary discussions with job candidates.

The Human Resources representative refers the candidate for hire and routes for
approval by the Department Head and General Manager, if required.

When the referral for hire is approved, the Human Resources representative
makes a verbal employment offer to the candidate, which is contingent upon
results of a background investigation, and post offer physical and drug screen (if
applicable).

The Human Resources representative schedules the post offer physical and drug
screen (if applicable) for the candidate, works with the Department Head (or
designee) to establish a potential start date and prepares a formal offer letter for
the candidate.

When the Human Resources representative (or designee) has cleared the
background investigation, post offer physical and drug screen (if applicable)
results, the applicant will be contacted to confirm the employment offer. The
Human Resources representative sends letters of regret to unsuccessful
candidates. Current employees are contacted personally prior to receiving letters
of regret.

The Human Resources representative coordinates the candidate’s start date.

In the event that a candidate is selected and voluntarily or involuntarily vacates
the position prior to completing the required probationary period, the Human
Resources Department, at the request of the Department Head (or designee),
may exercise the option to extend an offer to the second candidate from the
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6.0 PROMOTIONS

6.1

7.0 EXCEPTIONS

7.1

original interview process.

Promoted employees will receive the equivalent of a one (1) step increase in pay, not to
exceed the top of the range for the new classification or the minimum rate of the new
classification, whichever is greater.

6.1.1

Promotional increase in pay will be effective the first day of the next pay period
following the approval of referral to hire by the Department Head (or designee).

EMPLOYMENT OF FORMER EMPLOYEES

7.1.1

7.1.2

7.1.3

7.1.4

7.1.5

7.1.6

Employment of former employees for full-time equivalent or part-time positions
shall be subject to and conducted in accordance with this policy.

Employment of a former employee is subject to the approval of the General
Manager and the Director of Human Resources.

In all cases, approval of the General Manager and the Director of Human
Resources shall be obtained prior to an offer of employment to a former
employee.

OCSD policy prohibits the rehire of former full-time, regular employees or “at-will”
employees who: were terminated for workplace misconduct; resigned while
charges were pending against the employee; resigned while serving a
suspension; failed to provide two (2) weeks written notice in advance of
resignation depending upon employment status, unless approved by the Director
of Human Resources, or designee; or failed to return to work following an
absence without leave of forty (40) consecutive work hours without notifying the
immediate supervisor or the Human Resources Department with an acceptable
reason for their absence.

If any former employee commences doing business wherein the employee,
his/her spouse, or members of his/her immediate family are sole proprietors, or
majority or controlling shareholders or owners of a corporation, partnership or
other business entity, such business shall not be retained as an independent
contractor or consultant to provide service directly to OCSD for a period of one
(1) year after leaving OCSD’s employment. Thereafter, said business entity shall
be allowed to contract with OCSD upon compliance with all resolutions and
regulations of OCSD then in effect, relating to the procurement of services.

If any former employee becomes employed by any firm or business entity in
which the former employee, his/her spouse or members of his/her immediate
family own less than the majority or controlling interest in said entity, said entity
shall not be prohibited from contracting with the OCSD. However, the former
employee shall not perform work on OCSD projects for a period of one (1) year
after leaving OCSD employment; nor shall such former employee contact OCSD
officers or employees for the purpose of attempting to influence any OCSD
decision, including but not limited to, the award of contract, issuance of permits,
or compromise of administrative civil penalties, for a like period of one (1) year.
Said services shall be obtained only in accordance with all rules and procedures
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of OCSD relating to procurement.

7.1.7 Any OCSD employee who receives an offer of employment or a request to
discuss potential employment from any person or business entity performing
services for OCSD shall report such contact to his or her immediate supervisor,
who shall decide whether any change in assignment is necessary or appropriate
while the offer or discussions are pending.

7.1.8 The prohibitions of this policy may be waived by the Administration Committee of
the Board of Directors if, on a case-by-case basis, it is determined to be in the
best interests of OCSD to do so.

7.1.9 All former employees who are rehired will be placed on an initial probationary
period as defined in this policy. All prior service with OCSD will not be counted
for accrual purposes including, but not limited to, leaves of absence and
seniority.

7.2 RE-EMPLOYMENT OF OCSD RETIRED EMPLOYEES

7.2.1 The General Manager may, with-the-written-approval-of-the-Board-Chair; employ

on an as- needed basis, a former employee ret|red from OCSD whenJehe

QGSD Ret|red members WI|| have%wmi—at—leas%%iay&be#e%e#eﬂ%mﬂg%

work for OCSD-on-a-limited-time-basis(960-hours-orless-a-fiscalyeary. The
length of service performed in-any-enre{1)yearshall be limited in accordance

with the provisions prescribed by the Orange County Employees’ Retirement
System.

7.2.2 As-needed service, by a former employee retired from OCSD, shall be
compensated at the same current hourly rate of the retired employee’s position
classification, or if no such classification exists, at a rate not to exceed that paid
for the most comparable classification. The retired employee shall not be entitled
to receive any benefits otherwise payable to OCSD employees. In the event any
employment under this provision involves work assignments outside of Orange
County, the current expense reimbursement policy established for regular
employees will apply.

7.2.3 On occasion, OCSD may offer an early retirement incentive to staff under
economic conditions in which it is deemed necessary. Employees who select an
early retirement incentive offered by OCSD may not be eligible for rehire.

7.3 LATERAL TRANSFERS

7.3.1 Employees may request a lateral transfer to a budgeted vacant position within
the same classification of another department. For a lateral transfer to be
considered, the employee must have demonstrated satisfactory performance
within the last six (6) months of the request and have no pending disciplinary
action. The lateral transfer must be of benefit to OCSD.

7.3.2 Employees who wish to be considered for a lateral transfer shall notify the
Human Resources Department in writing of their intent prior to recruitment of the
budgeted position. Employees who are interested in a lateral transfer, but are
unaware of any budgeted vacant positions within the same classification, may
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contact the Human Resources Department. The employee’s written intent must
be approved by any affected department head and the Director of Human
Resources. In the event a transfer is approved and accepted by the employee,
the department from which the employee is transferring may determine the
effective date based upon operational requirements and a reasonable period of
time to acquire a suitable replacement.

7.3.3 Lateral transfers do not normally involve increased levels of duties and
responsibilities, or otherwise qualify as promotions, and therefore do not involve
salary adjustments.

7.3.4 Inthe event an adjustment appears warranted based on extenuating
circumstances, the adjustment must have written approval from the department
head prior to being extended to the employee.

8.0 PROVISIONS AND CONDITIONS
8.1 The interview process for Student Intern positions shall be an abbreviated version of the
process outlined in section 5.6 and will be administered by the appropriate division
manager/supervisor and a Human Resources representative.
8.2 OCSD’s Board of Directors must approve unbudgeted positions for new hires or
promotions before any internal or external recruitment effort is initiated.
8.3 Hiring an individual into a budgeted position requires the approval of the Department

Head and General Manager.

8.4 Promoting an individual into a budgeted position requires the approval of the Division

Manager, Department Head or General Manager.

8.5 Employees on Performance Improvement Plans are not eligible for promotional
opportunities and/or status change.
8.6 INITIAL PROBATIONARY PERIOD

8.6.1 Unless designated as an “at-will” Executive Management Team (EMT) member
or Student Intern, all new employees and employees who are reassigned or
laterally transferred serve a probationary period. The probationary period begins
with the date of hire, reassignment, or transfer and extends to at least the first
day of the pay period following twenty-six (26) weeks of employment without a
break in service, unless otherwise stipulated by a bargaining unit MOU. For new
employees, this probationary period is regarded as an extension of the hiring
process, and provides an opportunity for both the employee and OCSD’s
management to assess, over a substantial period of time, whether or not the
hiring decision was appropriate and resulted in a relationship that adequately
meets the needs of both the individual and OCSD.

8.6.2 The probationary period may be extended up to a maximum of an additional
ninety (90) days prior to the expiration of the probationary period. An employee’s
probationary period may be extended when there is a need to further assess the
individual’s abilities to satisfactorily perform the duties required for their job
classification. Probationary employees may be released by OCSD at any time
during the probationary period (including any extension) without cause or reason.
OCSD will extend an employee’s probationary period for the length of any period
during which an employee is on an extended leave of absence during the
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probationary period.

8.6.3 A probationary employee’s work performance is closely monitored during this
period to ensure that the employee understands the duties, responsibilities and
management expectations of the position, and to allow an opportunity for the
supervisor or manager to provide proper direction and guidance. Employees who
do not demonstrate the potential for meeting performance expectations for their
position within a reasonable period of time may be released prior to the
completion of the Probationary Period. Probationary employees shall serve at the
will of OCSD during this period. In the event of release of a probationary
employee, the employee shall not be entitled to receive any severance pay.

8.7 PROMOTIONAL PROBATIONARY PERIOD

8.7.1 All promoted employees who have successfully completed the initial probationary
period, except those designated as “at-will” employees, shall serve a promotional
probationary period beginning with the effective date of promotion lasting to at
least the first day of the pay period following twenty-six (26) weeks of
employment without a break in service. This period is regarded as an extension
of the selection process, and provides an opportunity for both the employee and
OCSD management to assess, over a substantial period of time, whether or not
the decision was appropriate. For those employees promoted during the
pendency of their initial probationary period, such period shall run concurrently
with the promotional probationary period and shall apply over the promotional
probationary period while it remains in effect. Should the initial probationary
period end before the promotional probationary period, the promoted employee
shall remain on the promotional probationary period for the remaining period until
at least the first day of the pay period following twenty-six (26) weeks of
employment without a break in service.

8.7.2 At any time during the promotional probationary period an employee may be
returned to his or her prior position. The promotional probationary period may be
extended by OCSD management for up to a maximum of an additional ninety
(90) days. If an employee is promoted during his or her initial probationary
period, the period shall be extended until at least the first day of the pay period
twenty-six (26) weeks after the effective date of the promotion.

8.8 REFERENCE CHECKS

8.8.1 Employment with OCSD is contingent upon a pre-employment screening process
which may include a physical examination, drug/alcohol test and background
investigation. Candidates must also be able to provide documentation
authorizing their legal right to work in the United States as per the Immigration
Reform and Control Act of 1986.

8.8.2 The background check will be conducted after an applicant has been selected as
the best candidate for the position and given a conditional offer of employment.
If a background check yields information that is of concern to OCSD, the
applicant will be provided an individualized assessment and given an opportunity
to review the findings and present information regarding inaccuracy and
rehabilitation.

8.8.3 OCSD may verify information contained in the job application of a prospective
employee with the prospective employee’s authorization.
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8.8.4 Inquiries to OCSD employees regarding reference or employment verification
checks of former or present employees shall be discussed with or referred to
Human Resources prior to any response.
9.0 RELATED DOCUMENTS
9.1 Policy 1.6, Nepotism
9.2 Policy 1.7, At-Will EMT Employment Agreements
9.3 Policy 1.12, Student Internship Program
9.4 Policy 2.1, Classification & Compensation
9.5 Policy 6.4, Problem Solving Procedure
9.6 Policy 6.5, Grievance Procedure
9.7 Public Employee Pension Reform Act (PEPRA)

9.8 Equal Pay Act

9.9 California Government Code, Section 6254
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