
City of Long Beach 
Working Together to Serve

Memorandum 

Date: April 15, 2020  

To: Civil Service Commission 

From: Carolyn Pen, Administrative Analyst 

Subject: 
REQUEST FOR TEMPORARY REASSIGNMENT AND TRANSFER FOR 
REHABILITATION AND/OR TRAINING – VICTOR E. GARCIA 

Correspondence has been received from Stacey Lewis, Director of Human Resources at 

Harbor Department, requesting a temporary reassignment and transfer for rehabilitation 

of Mr. Victor E. Garcia, a General Maintenance Assistant in the Harbor Department, to 

the position of Accounting Clerk in the Department of Development Services. Staff has 

reviewed the request and recommends approval in accordance with Article VI, Sections 

63(5) and 64 of the Civil Service Rules and Regulations.  

The following information is presented for consideration: 

• On March 28, 2016, Mr. Garcia was hired by the Harbor Department as a General

Maintenance Assistant. He was assigned to the Carpentry Section of the

Maintenance Division where he maintains a permanent, full-time classified status as

a General Maintenance Assistant.

• On January 9, 2017, Mr. Garcia was involved in a serious non-occupational injury.

• On August 7, 2018, Mr. Garcia's treating physician provided permanent work

restrictions, in which Mr. Garcia would be unable to perform the essential functions of

his job as a General Maintenance Assistant with the Harbor Department.

• In accordance with the Fair Employment and Housing Act (FEHA) and the

Americans with Disabilities Act/ Amendments, the Harbor Department conducted the

Interactive Process with both the employee and management to seek alternative

opportunities that could possibly accommodate his permanent work restrictions.

• The Harbor Department was able to identify a reassignment and transfer for

rehabilitation and training opportunity within the classification of Accounting Clerk,

under the Department of Development Services.

• Ayisha Thompson, Occupational Health Human Resources Officer, has reviewed the

documents and concurs that this position complies with Mr. Garcia’s work

restrictions. Mr. Garcia can be reasonably expected to physically perform the duties

of the Accounting Clerk position in the Department of Development Services.

• Staff has reviewed the request form and all documents attached.  A requisition was

received on March 23, 2020.

• The Training Plan Outline submitted by the Harbor Department describes the goals

and objectives, training method and criteria necessary to measure the satisfactory
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completion of the employee’s assignment.  The projected term of the training 

assignment will not exceed one year. 

• Mr. Garcia will complete a one-year training period and upon satisfactory completion

this program, the Department will seek Civil Service Commission approval of his

permanent appointment to the position of Accounting Clerk.

• Mr. Garcia has been notified of the conditions of the temporary reassignment and

transfer for rehabilitation, and that this request will be an item on the Commission

agenda for April 15, 2020.

• Representatives from the Harbor Department and the Department of Development

Services will attend the Commission meeting for any questions.

Recommendation: 

• In accordance with Article VI, Sections 63(5) and 64 of the Civil Service Rules and

Regulations, Civil Service staff recommends approval Mr. Garcia’s Request for

Temporary Reassignment and Transfer for Rehabilitation to the classification of

Accounting Clerk.



CIVIL SERVICE DEPARTMENT 
REQUEST FOR CIVIL SERVICE COMMISSION ACTION GUIDELINES 

RREEQQUUEESSTT  FFOORR  TTEEMMPPOORRAARRYY  RREEAASSSSIIGGNNMMEENNTTAANNDD  TTRRAANNSSFFEERR  FFOORR  

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

Civil Service Rules and Regulations      Section 64

Form to be completed by: Stacey V. Lewis, CHRO/Director of Human Resources – Harbor Department  
  Name/Title/Department 

Date: 3-30-2020 

Section1: To be completed by department. To be completed 
by department

Civil Service Dept. 
Verification 

A requisition is required.   The requisition number is:  #DV20-034. 

Has the requisition been received in the Civil Service Department? Yes    No 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 Department of Development Services. 

Yes    No CP 

Have all required documents been submitted to the Civil Service Department? 

• Completed Training Program Outline

• Employee Consent Form

Yes    No 
Yes    No 

CP 
CP 

Section 2: Points to be addressed in request: 

Formal name and current classification title of employee.   
Name:  Victor E. Garcia  Classification Title:  General Maintenance Assistant 

Yes CP 

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

Title:  General Maintenance Assistant 
Hire Date:  March 28, 2016 
Permanent Status Date:  September 28, 2016 
Non-Occupational Injury 
Date of Permanent Medical Restriction:  August 7, 2018 

Yes CP 

Summary of training program, intent of program, goals, objectives, methods, time and 
criteria. 

Yes CP 

Length of training requested. 1 year 
(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.) 

1 year CP 

Confirmation that employee will meet minimum qualifications upon successful 
completion of training program. 

Yes CP 

Employee was contacted about salary, status, and requirement to apply and compete 
in examination process. Yes    No CP 

Date Received: 
3/23/2020 



CIVIL SERVICE DEPARTMENT 
REQUEST FOR CIVIL SERVICE COMMISSION ACTION GUIDELINES 

The following should be in attendance at the Civil Service Commission meeting: 

• Requesting department.

• Any other impacted departments.

• Not required for the employee.

CP 

Notes: 

SUGGESTED ACTION: 

Please see first page for staff report and suggested action. 
























