
CIVIL SERVICE DEPARTMENT 
REQUEST FOR CIVIL SERVICE COMMISSION ACTION GUIDELINES 

RREEQQUUEESSTT  FFOORR  TTEEMMPPOORRAARRYY  RREEAASSSSIIGGNNMMEENNTT  FFOORR    

RREEHHAABBIILLIITTAATTIIOONN  AANNDD//OORR  TTRRAAIINNIINNGG  
Civil Service Rules and Regulations      Section 63 (5) 

 
Form to be completed by: Carolyn Pen                                                                                       Date: 11 – 02 – 18  
                                        Analyst Name 

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

A requisition is required.   The requisition number is:  # PW 17-088. Date Received:  10/30/18 
 
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? Not applicable.  
 

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:       Esteban Hernandez-Rojas                                           Class Title: Refuse Operator I 

 
CP 

 
Summary of employee’s work history, specifying all classification titles and dates, including 
date(s) permanent status was attained in each classification. 
 
Title: Refuse Operator I  
Hire Date: April 13, 2015 
Permanent Status Date: October 22, 2015 
 

CP 

Date of Injury: April 4, 2016 
 
Date of Permanent Medical Restrictions: May 18, 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: 6 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 

 

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

CP 
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CIVIL SERVICE DEPARTMENT 
REQUEST FOR CIVIL SERVICE COMMISSION ACTION GUIDELINES 

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. Staff has reviewed the request form and all documents attached. Mr. 
Hernandez-Rojas will complete a six-month training period and upon satisfactory completion this program, the 
Department will seek Civil Service Commission approval of Mr. Hernandez-Rojas’s permanent appointment to 
the position. Staff completed a comparative analysis between the candidate’s current class specification and the 
reassignment class specification, and found the minimum qualifications to be comparable.  
 
Mr. Hernandez-Rojas has been notified of the conditions of the temporary reassignment and retraining, and that 
this reassignment will be an item on the Commission agenda for November 7, 2018. A representative from 
Public Works will be present at the Commission meeting.   
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