
CIVIL SERVICE DEPARTMENT 
REQUEST FOR CIVIL SERVICE COMMISSION ACTION GUIDELINES 

REQUEST FOR TEMPORARY REASSIGNMENT AND TRANSFER 
FOR REHABILITATION AND/OR TRAINING 
Civil Service Rules and Regulations      Section 63 (5) 

Civil Service Rules and Regulations      Section 64 

Form to be completed by:   Stacey Lewis, Director-HR, Harbor Department Date: 1-27-20  
    Name/Title/Department 

Section1: To be completed by department. Civil Service Dept. 
Verification 

A requisition is required.   The requisition number is:  FM19-019. Date Received: 1/8/19 

The requisition has been received in the Civil Service Department. 

CP 

A request for transfer must be included in the request to Commission if the appointee will move 
between departments.  Is a transfer necessary? Yes.  The employee will be transferring from the 
Harbor Department to the Financial Management Department.   

CP 

Have all required documents been submitted to the Civil Service Department?  
 Completed Training Program Outline
 Employee Consent Form

CP 
CP 

Section 2: Points to be addressed. 

Formal name and current classification title of employee. 

Name:       Diana Alonso      Class Title: Special Services Officer II,  
Unarmed 

CP 

Summary of employee’s work history, specifying all classification titles and dates, including 
date(s) permanent status was attained in each classification. 

Title: Special Services Officer II  
Hire Date: April 23, 2002 
Permanent Status Date: April 22, 2003 

CP 

Date of Injury: Non-occupational injury. 

Date of Permanent Medical Restrictions:  May 2, 2018 

CP 

Analysis between the candidate’s current class specification and the reassignment class 
specification to determine the minimum qualifications are comparable.  

CP 

Department’s explanation of the interactive process and summary of the department’s training 
program, intent of program, goals, objectives, methods, time and criteria. 

CP 

Length of training requested: 3 months.  
(For training longer than 1 year, the initial request should indicate the overall estimated length of program.  
A new request and plan must be resubmitted each year for evaluation and Commission approval.) 

CP 



CIVIL SERVICE DEPARTMENT 
REQUEST FOR CIVIL SERVICE COMMISSION ACTION GUIDELINES 

Department’s confirmation that employee will meet the criteria upon successful completion of 
training program. 

CP 

Employee was contacted about conditions of temporary reassignment for rehabilitation and/or 
training.  

CP 

The following should be in attendance at the Civil Service Commission meeting: 
 Requesting department.
 Any other impacted departments.
 Not required for the employee

CP 

SUGGESTED ACTION: 

Staff recommends approval of the request in accordance with Article VI, Sections 63(5) and 64 of the Civil Service 
Rules and Regulations.  Ayisha Thompson, Occupational Health Human Resources Officer concurs that this 
position complies with Ms. Alonso’s work restrictions.   

Staff has reviewed the request form and all documents attached.  Ms. Alonso will complete a three-month training 
period and upon satisfactory completion this program, the Department will seek Civil Service Commission approval 
of Ms. Alonso’s permanent appointment to the position of Customer Services Representative II – Parking Citations. 
A comparative analysis between the candidate’s current class specification and the reassignment class 
specification was completed.  Ms. Alonso can be reasonable expected to physically perform the duties of the 
Customer Service Representative II- Parking Citations position in the Financial Management Department. 

Ms. Alonso has been notified of the conditions of the temporary reassignment and transfer for retraining, and that 
this reassignment and transfer will be an item on the Commission agenda for February 5, 2020.  A representative 
from the Harbor Department will be present at the Commission meeting.   



Date: 

To: 

From: 

Subject: 

Port of 

LONG BEACH 

The-Green Port 

January 28, 2020 
Civil Servi�ommission 

St�� LewisrcHRO/Director of Human Resources, SPHR, SHRM-SCP, IPMA-SCP 

REQUEST FOR TEMPORARY REASSIGNMENT AND TRANSFER FOR 

REHABILITATION AND/OR TRAINING OF DIANA ALONSO, SPECIAL 

SERVICES OFFICER II UNARMED TO FINANCIAL MANAGEMENT 

REQUEST: 

The Harbor Department is requesting a temporary reassignment for rehabilitation and/or 
training and transfer of Ms. Diana Alonso, Special Services Officer II-Unarmed, Security 
Division, to the position of Customer Service Representative II- Parking Citations. This is 
for the purpose of training and development, in accordance with Article VI, Section 63(5)

and 64 of the Civil Service Rules and Regulations. 

EMPLOYMENT IIlSTORY: 

Ms. Diana Alonso was hired on April 23, 2002, by the Police Department, as a Special
Services Officer II. She accepted a position with the Harbor Department on February 21,
2004 and maintains a permanent/full-time status as a Special Services Officer II. 

PERMANENT RESTRICTIONS AND REASSIGNMENT FOR TRAINING 
AND/OR REHABILITATION REQUEST: 

On May 2, 2018, Ms. Alonso's treating physician provided permanent work restrictions 
which disallowed her from performing the essential functions of her job as a Special 
Service Officer for the Harbor Department's Security Division. In accordance with the 
Fair Employment and Housing Act (FEHA), the Harbor Department conducted the 
Interactive Process and sought alternative opportunities that could possibly accommodate 
her permanent restrictions. 

While Ms. Alonso served on a transitional duty assignment with the Financial Management 
Department, which began during September, 2019, the Financial Management Department 
identified a vacant position of Customer Service Representative II - Parking Citations. It 
is believed Ms. Alonso would be successful after training by May 1, 2020. 

The Financial Management Department has informed Ms. Alonso that the Reassignment 
for Training and/or Rehabilitation parameters are as follows: 

• This is a temporary assignment and does not guarantee permanent placement in
the Customer Service Representative II - Parking Citations. 





Long Beach Civil Service Commission 

REASSIGNMENT FOR TRAINING PROGRAM 

Training Plan Outline 

NAME OF PARTICIPANT: Diana G. Alonso DATE: 01/23/2020 

SOCIAL SECURITY NUMBER:
---------

DESIRED BEGINNING DATE: 

TITLE OF TRAINING CLASSIFICATION: Customer Service Representative II 

1. Goals and Objectives (must encompass the most substantive duties, attach additional sheets if
necessary): See attached

2. Training Methods:

• Shadowing current staff to observe duties and work routines
• Hands-on training with staff

• Hard copy and on-line reference and training materials

3. Criteria to Measure Satisfactory Completion of Training Plan:

• Training will be monitored by the section lead and supervisor

• Monthly progress reports to be presented to bureau manager and Ms. Alonso

• Utilization of system reports (e.g. CSQ Call Center, CPC)

4. Projected term of training assignment: Three (3) months

5. Signature of Trainee: �. �Si\ Date: 1/2 7 /2-020 

By my signature, I have read this Training Plan and understand it. 

Assignment successfully completed? 

Assignment terminated? YES □ 

Immediate Supervisor 

YES □ 

NOD If "yes" please explain below. 

Bureau/Division Manager 
REV. 1/24/20 














