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March 8, 2018Personnel Commission Agenda

CALL TO ORDER

PLEDGE OF ALLEGIANCE

PUBLIC COMMENTS:

The Public Comment section provides an opportunity to address the Oversight Board on items not listed on 

the agenda.  The Board welcomes your comments and requests that speakers present their remarks in a 

respectful manner, within established time limits, and focus on issues which directly affect the Board or are 

within the jurisdiction of the Board as the Board is prohibited by State law from discussing items not listed 

on the agenda, your item will be taken under consideration and may be referred to staff.

MINUTES

Approval of Minutes for Regular Meeting January 11, 2018MIN 18-0211.

Attachments: Attachment I Minutes

REPORTS

City Council Liaison (Information)

Director of Human Resources (Information)

ACTION ITEMS

Revised Job Description for Fire CaptainACT 18-0112.

Attachments: Attachment I Staff Report

Attachment II Fire Captain Job Description

Attachment III Fire Department Org Chart

Personnel Commission Final Draft FY 2018/2019 Scope and 

Goals

ACT 18-0103.

Attachments: Attachment I Staff Report

Attachment II Final Draft Personnel Commission FY 

2018/2019 Scope and Goals

RECRUITMENT DIVERSITY REPORT (ORAL REPORT)

COMMITTEE MEMBER/STAFF ANNOUNCEMENTS AND REFERRALS

ADJOURNMENT
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March 8, 2018Personnel Commission Agenda

NEXT REGULAR MEETING – May 10, 2018

Assistance will be provided to those requiring accommodations for disabilities in compliance with the 

Americans Disabilities Act of 1990.  Interested persons must request the accommodation at least 48 hours 

in advance of the meeting by contacting the City Manager at (510) 583-4300 or TDD (510) 247-3340.
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CITY OF HAYWARD Hayward City Hall
777 B Street

Hayward, CA 94541
www.Hayward-CA.gov

File #: MIN 18-021

DATE:      March 8, 2018

TO:           Personnel Commission

FROM:     Director of Human Resources

SUBJECT

Approval of Minutes for Regular Meeting January 11, 2018

RECOMMENDATION

That the Personnel Commission reviews and approves the meeting minutes from the regular meeting
held on January 11, 2018.

ATTACHMENTS

Attachment I Minutes
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CITY OF HAYWARD Hayward City Hall
777 B Street

Hayward, CA 94541
www.Hayward-CA.gov

File #: ACT 18-011

DATE:      March 8, 2018

TO:           Personnel Commission

FROM:     Director of Human Resources

SUBJECT

Revised Job Description for Fire Captain

RECOMMENDATION

That the Personnel Commission reviews and comments on the revised job description for the position of
Fire Captain to ensure that employment standards are job-related. Job-related standards address all
aspects of the job description, including supervision exercised, education, special requirements, and
experience.

ATTACHMENTS

Attachment I Staff Report
Attachment II Revised Job Description for Fire Captain
Attachment III Fire Department Organizational Chart
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DATE: March 8, 2018

TO: Personnel Commission

FROM: Director of Human Resources

SUBJECT: Revised Job Description for Fire Captain

RECOMMENDATION

That the Personnel Commission reviews and comments on the revised job description for the 
position of Fire Captain to ensure that employment standards are job-related. Job-related 
standards address all aspects of the job description, including supervision exercised, 
education, special requirements, and experience.

BACKGROUND/DISCUSSION

In addition to adoption and approval of the City’s Classification Plan, the Personnel 
Commission reviews job descriptions to ensure that employment standards are job-related. 
The City utilizes a standard format when creating and revising job descriptions. Human 
Resources staff reviews all job descriptions with the respective departments and updates each 
to align the job description with the City’s Classification Plan. In addition, prior to initiating a 
recruitment process, Human Resources staff makes necessary adjustments to the job 
requirements to ensure that the needs of the department will be met. 

In recent years, the City of Hayward, like other jurisdictions has hired lateral firefighters.  
These lateral firefighters have started their careers with other agencies and bring a level of 
experience, beyond that of the basic trainee.  To make sure that the City of Hayward has the 
most qualified employees performing the duties of a Fire Captain, the Hayward Fire 
Department (HFD) has proposed to modify the current language for minimum qualifications 
in this job description.  Currently, the requirement is that a Firefighter needs four years of 
experience, which arguably could be obtained at any agency, to qualify to sit for the Fire 
Captain exam.  This language is vague and it is difficult for HFD to fully assess the 
comparability of other Fire departments.  It is essential that Fire Captains in Hayward have 
extensive knowledge of our policies and practices.  Although all are generally acceptable, 
there are various approaches to the delivery of services including first aid and medical 
emergency, commercial and residential structural fires, and training programs for
maintaining professional proficiency of staff.  Given the City of Hayward’s topography, socio-
economic and cultural makeup, it will be difficult for HFD assessors to truly identify 
comparable Fire departments, either locally or nationally, and easily assess the readiness of 
potential recruits for this position. Therefore, to make sure Fire Captains have the requisite 
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knowledge, skills, and abilities to perform this extremely important public safety job to HFD 
standards, HFD has proposed the elimination the current language that describes the criteria 
in assessing experience in comparable Fire departments and instead requires all potential 
candidates for the Fire Captain position to have four years of experience as a Firefighter at 
HFD.

The changes to Fire Captain job description were shared with and agreed to by 
representatives of Local 1909, the union that represents Firefighters and Captains, and the job 
description was revised to update experience requirements. The changes to the job 
description are as follows:

Experience and Education
Experience:

Removed: “or a fire department which is similar to HFD.  An evaluation of previous experience 
from other departments for this purpose shall be made by the Fire Chief according to the 
following criteria:  (I) the previously employing department has response requirements 
similar to the Hayward Fire Department including first aid and medical emergency responses, 
and structural fire responses including commercial and industrial occupancies; and, (ii)  the 
previously employing department has an in-service training program to maintain the 
proficiency of its employees.”

FISCAL IMPACT

There is no fiscal impact to the budget as a result of the above proposed changes to this job 
description.

Prepared by: Farbod Pirouzmand, Deputy Director of Human Resources

Recommended by: Nina S. Collins, Director of Human Resources

Approved by:

Kelly McAdoo, City Manager
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ATTACHMENT II 

CITY OF HAYWARD 

 

 

FIRE CAPTAIN 

 

 

DEFINITION 

 

To command personnel assigned to a specific shift at a fire station and to supervise 

firefighters and others while engaged in fighting fires. 

 

SUPERVISION RECEIVED AND EXERCISED 

 

Direction is provided by higher level command officers. 

 

Responsibilities include direct supervision of fires suppression and prevention personnel. 

 

EXAMPLES OF DUTIES 

 

Depending upon assignment, duties may include but are not limited to the following: 

 

1. Responds to alarms and directs the activities of subordinate personnel in 

responding to alarms. 

 

2. Directs and participates in the use of fire apparatus and equipment. 

 

3. Instructs subordinates in the fire prevention methods and practices, and assures a 

proper state of readiness by supervisory drills and training of personnel. 

 

4. Prepares reports concerning emergency and non-emergency situations. 

 

5. Plans, directs, supervised and coordinates the work of all assigned subordinates, 

and maintains discipline on call and in station quarters. 

 

6. Supervises and insures the maintenance of station quarters and equipment. 

 

7. Supervises test of water service. 

 

8. Conducts line up for change of shifts, gives orders for the day and distributes any 

new information. 

 

9. Supervises the completion of special assignments. 
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City of Hayward 

Fire Captain 

Page 2 

 

 

QUALIFICATIONS 

 

Knowledge, Abilities and Skills 

 

A. Ability to become familiar with district streets, water supplies, building 

occupancy and contents, alarm boxes, hydrants, public buildings, non-ambulatory 

citizens and other district features and hazards relating to fire safety. 

 

B. Ability to plan and direct the work of a small group of firefighting personnel.  

Refers to planning, organizing and carrying out related activities, instructing and 

training personnel, and in some instances performing subordinates’ tasks, 

understanding capacities and limitations of personnel and equipment and 

understanding effective supervisory and administrative techniques. 

 

C. Ability to make both emergency and non-emergency decisions and to maintain 

composure in stress situations. 

 

D. Ability to work effectively with subordinates and supervisors and to maintain 

good public relations. 

 

E. Ability write reports, recommendations, performance ratings, memoranda ad keep 

simple records. 

 

F. Ability to follow and written directions. 

 

G. Knowledge of detailed modern firefighting procedures and equipment. 

 

H. Knowledge of fire behavior, fire protection systems and advanced first aid. 

 

EXPERIENCE AND EDUCATION 

 

Any combination equivalent to experience and education that could likely provide the 

required knowledge and abilities would be qualifying.  A typical way to obtain the 

knowledge and abilities would be: 

 

 Experience: Must be presently employed as a Firefighter, Apparatus Operator  

or Fire Prevention Inspector in the Hayward Fire Department having passed the  

probationary period for any one of these classifications. 

 

Must have four years full time, paid firefighting experience in the Hayward Fire  

Department.  
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City of Hayward 

Fire Captain 

Page 3 

 

 

EXPERIENCE AND EDUCATION (continued): 

 

 Experience (continued): 

 

Accredited Fire Science coursework may be substituted for experience at the rate 

of three (3) semester units for one (1) month up to a maximum of 12 months. 

 

Education:  Equivalent to completion of the twelfth grade. 

 

License:  Possession of a valid California Class II Driver’s License. 

 

 

PROBATIONARY PERIOD:   One year 

F240/F245 (40 hours/week; 56 hours/week) 

September 1970 

Revised 1978 

Revised 1983 

Revised 2018 

AAP GROUP:  12 

FLSA STATUS:  Non-Exempt 
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Fire Chief
Garrett Contreras

FY 2018 STAFFING
137.5 FTE

Fire Department

Special Operations
Deputy Fire Chief (1)

Operations
Deputy Fire Chief (1) 

Battalion 1

“A” Shift
Battalion Chief (1)
Captains (6)
Apparatus Operators (6)
Firefighters (7)

“B” Shift
Battalion Chief (1)
Captains (6)
Apparatus Operators (6)
Firefighters (7)

“C” Shift
Battalion Chief (1)
Captains (6)
Apparatus Operators (6)
Firefighters (7)

Fire Prevention Office
Fire Marshal (1)

Inspectors
Staff Captain (2)
Fire Prevention Inspectors (2)

Permit Center
Fire Protection Engineer (1)
Fire Services Techs I/II (3)

Hazardous Materials Program
Haz Mat Program Coor (1)
Environ Specialist (1)    
Haz Mat Investigators (3) 

Training Officer
Staff Battalion 
Chief (1)

Public Ed. Officer
Staff Captain (1)

EMS Coordinator 
Registered Nurse
(1)

Fire Services Supervisor (1)
Management Analyst I/II (1)

Senior Secretary  (1)
Administrative Clerk I (1)

Mail Clerk (.5)

Battalion 2

“A” Shift
Battalion Chief (1)
Captains (5)
Apparatus Operators (5)
Firefighters (7)

“B” Shift
Battalion Chief (1)
Captains (5)
Apparatus Operators (5)
Firefighters (7)

“C” Shift
Battalion Chief (1)
Captains (5)
Apparatus Operators (5)
Firefighters (6)

Attachment III
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CITY OF HAYWARD Hayward City Hall
777 B Street

Hayward, CA 94541
www.Hayward-CA.gov

File #: ACT 18-010

DATE:      March 8, 2018

TO:           Personnel Commission

FROM:     Director of Human Resources

SUBJECT

Personnel Commission Final Draft FY 2018/2019 Scope and Goals

RECOMMENDATION

That the Personnel Commission reviews and adopts the revised scope and goals proposed by the Director
of Human Resources for Fiscal Years 2018 and 2019.

ATTACHMENTS

Attachment I Staff Report
Attachment II Final Draft FY 2018/2019 Scope and Goals
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DATE: March 8, 2018

TO: Personnel Commission

FROM: Director of Human Resources

SUBJECT: Personnel Commission Final Draft FY 2018/2019 Scope and Goals

RECOMMENDATION

That the Personnel Commission reviews and adopts the revised scope and goals proposed by 
the Director of Human Resources for Fiscal Years 2018 and 2019.

BACKGROUND/DISCUSSION

In 2016, the Hayward City Council considered a request to fill four vacancies on the Personnel 
Commission and supported revising the scope of the Commission to provide a more 
meaningful role to those serving on the Commission and to provide greater benefit to the 
community.  The Municipal Code, Chapter 2, Article 3, outlines the powers and duties of the 
Personnel Commission.  The Commission meets quarterly and serves in an advisory capacity 
for a variety of matters related to personnel administration.  The Commission participated in 
a series of public discussions to realign its scope and create meaningful goals for fiscal years 
2018 and 2019.  

Along with the regular duties associated with the review of the City’s Salary and Classification 
Plan for the classified service, another important role for the Commission is to recommend to 
the City Council, after a public hearing thereon, the adoption, amendment, or repeal of the 
Personnel Rules.  The Personnel Rules have not been updated since July 19, 1977.  A 
comprehensive update is overdue and necessary to support the changes in applicable laws as 
well as organizational growth and change that have occurred over the last thirty years.

The Personnel Rules consist of a comprehensive document that currently addresses matters 
related to general personnel administration.  Any updates require careful legal review and 
also should include incorporation of best management practices, which support high morale 
and efficiency of employees.  Due to the size and scope of the project, a complete update of the 
rules will need to be accomplished in phases.  Staff recommends the first phase address 
personnel matters generally related to the personnel board, classification, applications and 
applicants, examinations, eligible registers, and the method of filling vacancies.

The following goals are proposed for FY 2018/2019:
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1) Review and revise the City’s Classification Plan as necessary to support staffing 
reorganizations and updating of job specifications to align with the Classification 
Plan.

- Review of job specifications is limited to substantive changes in the areas of 
experience and education for existing specifications and new job specifications 
only.

2) Review and recommend approval of the City’s Salary Plan for the classified service 
as necessary to support organizational changes and needs related to staffing, 
recruitment and retention of highly qualified candidates.

3) Review and make recommendations related to candidate pool diversity and 
outreach efforts to attract a highly qualified and diverse pool of candidates for City 
of Hayward jobs.

- Participate in community events, including the City’s Career Fair and oral 
board panels, to introduce attendees to public service and advertise current 
openings.

- Review and discuss recruitment statistics and make recommendations to
improve process.

4) Complete phase one review of the multi-phase project and recommend 
amendments to the Personnel Rules.

- Redline and recommend changes to Sections 2, 3, 6, 7, 8, and 9 of the City of
Hayward’s Personnel Rules.

Prepared and Recommended by:  Nina S. Collins, Director of Human Resources

Approved by:

Kelly McAdoo, City Manager
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Attachment II

City of Hayward Personnel Commission
Final Draft 2018 and 2019 Goals

1. Review and revise the City’s Classification Plan as necessary to support staffing 
reorganizations and updating of job specifications to align with the Classification 
Plan.

- Review of job specifications is limited to substantive changes in the areas of 
experience and education for existing specifications and new job 
specifications only.

2. Review and recommend approval of the City’s Salary Plan for the classified service 
as necessary to support organizational changes and needs related to staffing, 
recruitment and retention of highly qualified candidates.

3. Review and make recommendations related to candidate pool diversity and 
outreach efforts to attract a highly qualified and diverse pool of candidates for City 
of Hayward jobs.

- Participate in community events to introduce attendees to public service and 
advertise current openings, including the City’s Career Fair and oral board 
panels.

- Review and discuss recruitment statistics and make recommendations to 
improve processes.

4. Complete phase one review of the multi-phase project and recommend amendments 
to the Personnel Rules.

- Redline and recommend changes to Sections 2, 3, 6, 7, 8, and 9 of the City of 
Hayward’s Personnel Rules.
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