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. SCOPE
Appli able to all ity departments and offi es responsible dire tly to the ity
Manager. tis also requested that ele tive offi es and other Appointing Authorities
ofthe ity omply withthese pro eduresinthe interest of administrative uniformity.

Il POLICY STATEMENT
All newly hired or re-hired employees are required to parti ipate in the ity of Long
Beach’s onboarding process. Departments are expected to engage in a stru tured
and proa tive onboarding experien e.

. REASON FOR THE POLICY
The purpose of this poli y is to ensure that all newly hired or re-hired employees are
provided with a omprehensive and standardized onboarding experien e. A
streamlined onboarding and orientation experien e will help better prepare new
employees with a lear understanding of timelines, expe tations, and opportunities
for training and advan ement within the ity of Long Bea h.

V. DEFINITIONS

A. Conditional Job Offer
A onditional job offer is an employment offer that is onditioned upon the
su essful ompletion of additional requirements the prospe tive employee
must meet prior to being hired into the position.

B. Live Scan
Live S an fingerprinting makes it possible for a fingerprint to be taken
ele troni ally and sent to the Federal Bureau of nvestigation (FB) and
epartment of Justi e ( QJ) for identifi ation and riminal ba kground he k.

C. Onboarding
Onboarding is a strategi pro ess of hiring a new employee to the organization
and providing information, training, and review throughout the transition.
epartment Personnel/Administrative staff are responsible to laun h the
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employee in the City’s automated onboarding system where the employee can
access the pertinent policies and documentation through time-release modules
and other aids on schedule. Onboarding documents are released in accordance
with the selection of the appropriate employment type (i.e., permanent full-
time, seasonal part-time, temporary part-time and permanent part-time).

D U classified Service
Employees in the unclassified service or those without permanent status in the
classified service are considered at-will employees. This designation allows the
City to terminate their employment relationship at any time, with or without
cause, so long as there is no violation of public policy.
Article XI, Section 110 of the City Charter, defines Unclassified positions within
the following categories:

e All officers elected by the people and all employees of such elected
officers.

e Members of all appointive commissions;

e The City Manager and all employees in the City Manager's Department;

e The City Clerk and all employees in the City Clerk's Department;

e Department heads, one assistant department head in each department,
bureau heads, division heads, and one clerical position for each;

e Any classification, which at the discretion of the Commission, is of such
a nature as to require unique and special flexibility for administration;

e The Executive Secretary of the Board of Commissioners and Harbor
Department sales, trafficc and promotion personnel, the Chief
Wharfinger and all personnel intermittently employed in handling cargo
and freight; and,

e All personnel serving in non-career positions, as defined by the Civil
Service Rules and Regulations.

E Classified Service
The classified service shall comprise all positions not specifically included in the
City Charter as being in the unclassified service.

F Pre-Employme t Medical Exami atio
The pre-employment medical examination is performed by the City’s
Occupational Health Clinic to determine if a candidate has the physical
capabilities to perform the essential functions of the job, with or without
accommodation(s). In accordance with new post-offer drug screening and
medical examination processes, only those classifications that are legally
required and/or meet the definition of a ‘sensitive’ or ‘special needs’ positions
will be examined. Departments have identified those classifications that will
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remain under the ‘Test and Examine, category to Human Resources. The level of
examination will be designated by Occupational Health and is based on the
essential functions and regulatory requirements of the job.

Classifications in the ‘Do Not Test or Examine’ category will still be required to
complete a medical questionnaire that will help provide OH with basic
information needed to determine if the candidate requires a reasonable
accommodation and/or further examination.

G Perma e tFull-time Employee
An employee working full-time hours whose duties are not expected to
terminate at any given time. For Classified positions a person attains permanent
employee status upon satisfactory completion of probation as stated in Article I,
Section 4, 17(a) of the Civil Service Rules and Regulations.

H Seaso al Part-time Employee
An employee working in a recurrent position that is filled periodically on an “on-
call” basis either daily, weekly, monthly, or seasonally and in which employment
does not exceed 1600 paid hours ina 1 -month period.

I Temporary Part-time Employee
An employee working in a non-recurrent position in which duties shall be
discontinued within nine months from the date they are first commenced.

J  Perma e tPart-time Employee
An employee working part-time hours whose duties are not expected to
terminate at any given time. For Classified positions a person attains permanent
employee status upon satisfactory completion of probation as stated in Article |,
Section 4, 17(a) of the Civil Service Rules and Regulations.

\) PR CEDURES

A. Pre-Employme tRequireme ts

1. Requisition - For City departments and offices responsible directly to the City
Manager, an approved requisition must be attained to start the hiring
process.

Recruitment - A fair and unbiased recruitment and selection process must
be conducted for the vacancy. Upon appropriate approval of the Human
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Resources department a recruitment may be forgone when requested on a
case by case basis.

Reference checks must be conducted before the conditional job offer. The
hiring manager must attain written approval from the candidate prior to
conducting the reference check.

Conditional Job Offer - A conditional job offer letter should be issued to the
candidate through the City’s onboarding system. The job offer shall be
contingent on Live Scan and pre-employment medical clearance. The
contingent job offer letter must include the official City classification and pay
rate for the position. Under certain circumstances, it may be necessary to
rescind a conditional offer of employment for reasons, not limited to failure
to comply with established timeliness associated with the pre-employment
process, failure to receive background check clearance, failure to receive
pre-employment medical clearance, and falsifying/omitting information on
the job application or related documents. The City implemented the
California Fair Chance Act on January 1, 018 and will consider qualified
applicants with a criminal history pursuant to the California Fair Chance Act.
The City’s internal process abides by applicable laws and regulations that
restrict the use of conviction history in employment prior to sending a
conditional job offer. The City also ensures background results are only used
for permissible purposes and take the appropriate steps to ensure
confidentiality is maintained.

Background Check — In accordance with Personnel Policy & Procedure 1.4,
Review of Summary of Criminal History Information for Employment with
the City, Live Scan clearance through the Department of Justice, and FBI
Investigate check if applicable, is required for all employees, contractors,
and volunteers. Each background result is reviewed by the Department of
Human Resources. The length of time it takes the DOJ/FBI to send the results
will vary, and the DOJ/FBI does not provide any status inquiries. The
Department of Human Resources maintains the active Live Scan database.
Departments can verify with the Department of Human Resources the status
of an active Live Scan for re-hires. Additional background checks, including
credit history checks, may be conducted for certain positions.

City Identification Card and Oath of Allegiance — The Department shall
ensure that the City Identification Card request form and Oath of Allegiance
form are completed. Upon Live Scan clearance and notification from Human
Resources, the hiring department will request the creation of the City ID by
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the Long Beach Police Department. The identification card will be sent to the
Human Resources Department and then issued to the Department. In
accordance with Personnel Policy & Procedure 1.3, City Identification Cards,
all City employees, and designated individuals are required to wear or carry
a City identification card for personal identification and facility access
purposes.

Pursuant to Section 3 of Article 0 of the State Constitution of the State of
California, all public employees shall take and subscribe to an Oath of
Allegiance before they enter upon duties of their respective office. The
Oath of Allegiance shall be executed in the presence of City Clerk staff.

7. Pre-Employment Medical — The hiring Department may schedule a
medical examination appointment with the City’s Occupational Health
Clinic (OH) for classifications that are under the ‘Test and Examine’
category, identified by the department. Drug screening and physical
examination components will remain in effect for positions that are
legally required (i.e., safety sensitive, required by law, etc.) as well as for
positions that meet the definition for a ‘sensitive’ or ‘special needs’.
Classifications in the ‘Do Not Test or Examine’ category will still be
required to complete a medical questionnaire that will help provide OH
with basic information needed to determine if the candidate requires a
reasonable accommodation and/or further examination.

If the candidate is required to go through the preemployment medical
examination, results will not be released to departments without live scan
clearance. Any exceptions may only be granted by the Director of Human
Resources or designee.

If medically cleared, OH will forward documentation to the hiring
Department which may include any physical limitations that would affect
the candidate’s ability to perform the essential functions of the job. If
physical limitations are determined, OH will notify the City’s Return-to-
Work (RTW) team, so an interactive process meeting can be scheduled with
the candidate to determine if accommodations exist that will allow the
candidate to perform the essential functions of the job, safely.
Departments should not start employees prior to completion of this
process and confirmation of clearance and completion by Human
Resources.

If not medically cleared, OH will notify the hiring department.
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Employment Eligibility (Form 19) - The employee section must be completed
no later than the employee’s first day of employment. You may not ask an
individual to complete the section before they have accepted a job offer.
Departments must complete Form I-9, employer section, within 3 business
days of the employee’s start date by examining evidence of identity and
employment authorization. The authorized representative must examine,
in the employee’s physical presence, the unexpired physical document(s)
the employee presents from the Lists of Acceptable Documents to
complete the Document fields in the employer section. Copies of
documents will not be accepted.

Work Readiness - Supervisors should plan for the employee’s workstation
and basic equipment prior to the employee’s first day of employment. A
technology checklist can be referenced to use when requesting through
TIDSM. Work schedule, parking, building access, and other first day
processes should be identified and discussed with the employee prior to
the 1% day of employment.

B. Orie tatio Requireme t

Department Personnel/Administration staff must meet with the employee,
within 3 days of start date or prior, to go over administrative requirements,
i.e., timesheets, ID, direct deposit, and benefits.

The employee’s supervisor should welcome and greet a new employee and
make introductions to the work team and key staff members within the first
week of the start date. This opportunity should be used to acclimate the
new employee on their role in the overall structure of the organization. The
supervisor should communicate rules, policies, and organizational culture
to the new employee. This time should also be used to communicate to the
employee performance expectations and the evaluation process. A safety
orientation will also be conducted.

Employee performance appraisals will be conducted in accordance with the
Civil Service Commission Procedure .06 for classified employees. If the
employee is probationary, the incumbent should be evaluated at the
beginning of the second and fifth months of his/her employment except for
employees in the classifications of Police Officer, Public Safety Dispatcher,
Fire Fighter, Criminalist, Marine Safety Officer, and Harbor Patrol Officer,
who will be evaluated in the second and eighth months of employment.
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e All non-probationary/at-will/non-career/unclassified employees are
recommended to receive a performance evaluation at least once each year
with a sixth month check-in or in accordance with MOUs, if applicable.

e Department Personnel/Administration staff should enroll all new
employees in a New Employee Orientation (NEO) coordinated through the
City of Long Beach, Human Resources Department. NEOs are held at
regular intervals, at a time and location that accommodates the schedules
of all new employee positions and departments to assure that new
employees attend within 60 days of employment.

e In accordance with AB 119 and MOU provisions, all union represented
employees will be provided the opportunity to meet with an exclusive
representative.

e Managers should verify that employees have both viewed and successfully
finished the Annual Code of Conduct & Ethics Training offered through the
Learning Management System (LMS), LEARN.

C. Follow-Up

e The employee should continue to receive detailed information that
reinforces the information given on the first day and receive additional
information relevant to the job. It is recommended that the supervisor
should carry out performance and check-in conversations around 30, 60,
and 90 days of employment to ensure new employees are provided with
sufficient feedback and discuss the progress they are making related to the
job.

e The City of Long Beach will conduct a voluntary new hire onboarding survey
to assess the overall employee experience and identify opportunities to
improve the City’s onboarding programs, policies and procedures. The
survey will be sent electronically to newly onboarded employees thirty (30)
days following the start of their employment with the City by the Human
Resources Department. For employees without access to a compatible
electronic device Human Resources will provide a hardcopy of the survey.

Vi REFERENCES
e State of California Constitution, Section 3 of Article 0
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V. APPENDICES/FORMS

e  Human Resources Policy Review Checklist

e  Onboarding Process Overview

e New Hire Onboarding Survey

e  Civil Service Commission Procedure .06: Employee Performance Appraisals

e  Human Resources Policy and Procedure 1.3: City Identification Cards

e Human Resources Policy and Procedure 1.4: Review of Summary of Criminal
History Information for Employment with the City

e  Human Resources Policy 1.10 Alcohol and Drug Use
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