HUMAN RESOURCES

Mission Statement: To provide quality personnel services to
internal and external customers, adhere to equitable and ethical
personnel standards and effectively manage risks to the City.

Please note that the FY 2008-09 internal service fund allocations
are currently being re-worked into a format and methodology
consistent with that of the prior year. The revisions will be
implemented with the midyear budget modifications.
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CITY OF BUDGET
REDONDO BEACH FY08-09

HUMAN RESOURCES
Adopted Budget - FY 08-09

| Human Resources Administration l

I
Assistant City Manager

|

Employee Relations Risk Management
Risk Manager (0.1) Risk Manager (0.9)
SenlOf Human Resources Analyst (2) .............................
Human Resources Technician (0.3) .

Office Specialist 11l (1) Human Resources Technician (0.7) |
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CITY OF BUDGET
REDONDO BEACH FY08-09

SUMMARY OF PERSONNEL
2008-2009

HUMAN RESOURCES

Employee Relations

0.10 Risk Manager

2.00 Senior Human Resources Analyst
0.30 Human Resources Technician
1.00 Office Specialist 11l

3.40

Risk Management

0.90 Risk Manager
0.70 Human Resources Technician
1.60

TOTAL PERSONNEL: 5.00
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CITY OF BUDGET
REDONDO BEACH FY08-09

HUMAN RESOURCES

. 06-07 07-08 07-08 08-09 %
Op emtmg Exp enses Actual Adopted Midyear Adopted Inc/Dec
Personnel 515,728 572,150 591,530 595,122 1%
Maintenance & Operations 5,426,194 3,897,964 3,972,579 3,618,745 -9%
Internal Service Fund Allocations 107,550 107,550 107,550 - -100%
Capital Outlay - - - - 0%
TOTAL 6,049,472 4,577,664 4,671,659 4,213,867 -10%

Capital Outlay

M Internal Service Fund Allocations

Percentage

M Maintenance & Operations

Personnel

06-07 Actual 07-08 Adopted 07-08 Midyear 08-09 Adopted

Fiscal Year

. 06-07 07-08 07-08 08-09 %
Funding Sources :
Actual Adopted Midyear Adopted Inc/Dec
General Fund 1,196,973 1,048,705 1,137,493 735,099 -35%
Self-Insurance Program 4,852,499 3,528,959 3,534,166 3,478,768 -2%
TOTAL 6,049,472 4,577,664 4,671,659 4,213,867 -10%
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CITY OF BUDGET
REDONDO BEACH FY08-09

HUMAN RESOURCES
EMPLOYEE RELATIONS
Purpose: To provide centralized support to the City’s management staff, employees, and City Council in areas of labor

and employee relations, employee training and development, health and safety, recruitment and selection,
classification/compensation, and employee benefits administration.

. 06-07 07-08 07-08 08-09 %
Opemtzng Expenses .
Actual Adopted Midyear Adopted Inc/Dec
Personnel 364,339 413,596 427,769 427,033 0%
Maintenance & Operations 754,810 557,285 631,900 308,066 -51%
Internal Service Fund Allocations 77,824 77,824 77,824 - -100%
Capital Outlay - - - - 0%
TOTAL 1,196,973 1,048,705 1,137,493 735,099 -35%
|
. 06-07 07-08 07-08 08-09 %
Funding Sources Actual Adopted Midyear Adopted Inc/Dec
General Fund 1,196,973 1,048,705 1,137,493 735,099 -35%
TOTAL 1,196,973 1,048,705 1,137,493 735,099 -35%
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CITY OF
REDONDO BEACH

BUDGET
FY08-09

HUMAN RESOURCES
RISK MANAGEMENT

Purpose: To administer the City’'s workers’ compensation program, general liability programs and employee benefits

programs.
]
0 tino E 06-07 07-08 07-08 08-09 %
perating LXpenses Actual Adopted Midyear Adopted Inc/Dec
Personnel 151,389 158,554 163,761 168,089 3%
Maintenance & Operations 4,671,384 3,340,679 3,340,679 3,310,679 -1%
Internal Service Fund Allocations 29,726 29,726 29,726 - -100%
Capital Outlay - - - - 0%
TOTAL 4,852,499 3,528,959 3,534,166 3,478,768 -2%
]
Fundine Sources 06-07 07-08 07-08 08-09 %
8 Actual Adopted Midyear Adopted Inc/Dec
Self-Insurance Program 4,852,499 3,528,959 3,534,166 3,478,768 -2%
TOTAL 4,852,499 3,528,959 3,534,166 3,478,768 -2%
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CITY OF BUDGET
REDONDO BEACH FY08-09

HUMAN RESOURCES

Total Staff Hours: 7,894"
Core Service Activities (60%) Total Staff Hours: 6,8642

= Coordinate employee recruitment, selection and hiring for approximately fifty (50)
position vacancies.

= Process approximately fifty-nine (59) part-time and thirty-eight (38) full-time pre-hire
physicals, drug tests, and Live Scans.

= Review approximately one thousand five-hundred (1500) employment applications
for full-time and part-time positions.

= Manage the labor relations and meet and confer process with five (5) employee
unions/associations.

= Maintain and interpret Memoranda of Understanding with the five (5) employee
unions/associations.

= Maintain and interpret the Management and Confidential Pay Plan for executive and
management/confidential employees.

= Maintain and interpret the Part-Time Policy and Pay Plan for approximately four-
hundred (400) part-time positions.

=  Administer the Tuition Reimbursement Program for one hundred and forty-seven
(147) employees.

= Provide consultation and advice to fourteen (14) department heads in performance
management issues.

= Provide management and supervisory training sessions to approximately seventy-
three (73) employees.

= Track, monitor, and schedule harassment prevention training for managers and

supervisors in accordance with State legal requirements.

Conduct Brown Bag Lunch Sessions with City employees on a monthly basis.

Coordinate a Citywide Employee Service Award Luncheon on an annual basis.

Coordinate and oversee the annual Employee Holiday Party.

Manage the classification and compensation plan including approximately one

hundred and seventy-one (171) classifications for four hundred and ninety (490)

full-time budgeted positions.

= Prepare, maintain and secure employee personnel data files for approximately nine
hundred and sixty (960) full-time and part-time employees.

= Process Family and Medical Leave (FMLA) and California Family Rights Act (CFRA)
requests.

= Process Family Sick Leave requests and track/monitor its usage.

= Process cost of living adjustment increases in the payroll system for four hundred
and seventy one (471) active employees.

= Manage safety and miscellaneous CalPERS contracts for approximately four
hundred and seventy one (471) active employees.

= Approve and process eleven (11) computer loan applications for Teamsters and
RBCEA employees.

= Process CalPERS retirement applications for eighteen (18) employees.

= Administer all ICMA Deferred Compensation programs including the 457,457 Loan
Program, 401(a) and Retirement Health Savings (RHS) program for approximately
three hundred and thirty-one (331) participating employees.
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CITY OF BUDGET
REDONDO BEACH FY08-09

HUMAN RESOURCES

= Coordinate four (4) financial planning seminars for employees.

= Process, investigate, evaluate and settle or deny all liability claims within forty-five
(45) days.

= Conduct a general liability claim review once a year.

= Conduct a workers’ compensation claim review once a year.

= Process approximately thirteen (13) property, liability, and workers compensation
insurance policy renewals.

= Process one thousand (1,000) insurance certificates annually and monitor
compliance.

= Review and approve approximately fifty (50) insurance documents for film permits.

= Provide insurance quotes and policies for approximately one hundred and twenty
(120) special events within the City.

= Prepare Internal Service Fund (ISF) charges for the budget on an annual basis.

= Provide Third-Party Administrator (TPA) with 100% of workers’ compensation claims
within three days of notification.

= Process one hundred (100) ongoing workers’ compensation claims.

= Qversee unemployment insurance benefits for approximately sixty (60) employees
on a yearly basis.

= Process health benefits insurance renewals for four hundred and seventy-one (471)
active employees, two hundred and seventy three (273) retirees and five (5) COBRA
members on an annual basis.

= Process monthly payments for four hundred and seventy-one (471) active
employees, two hundred and seventy three (273) retirees and five (5) COBRA
members.

= Process medical deductions for one hundred (100) employees.

= Process medical cash-outs for twenty (20) employees.

= Assist four hundred and seventy one (471) active employees, two hundred and
seventy three (273) retirees and five (5) COBRA members with benefit questions
and claims issues.

= QOversee TPA for the Section 125 Cafeteria Plan.

=  Administer COBRA benefits for five (5) employees.

= Provide overall coordination of the Confidentiality of Medical Information Act (CMIA)
policies and procedures for fourteen (14) departments.

= Update and maintain insurance census information for four hundred and seventy-
one (471) employees.

= Maintain an Occupational Health and Safety (OSHA) exposure reduction program
for seven hundred and seventy nine (779) employees.

= Process Cal/lOSHA logs on an annual basis.

= Review approximately eight (8) applications for CalPERS Industrial Disability
Retirement and prepare recommendations to the City Manager’s office.
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CITY OF BUDGET
REDONDO BEACH FY08-09

HUMAN RESOURCES

Total Staff Hours: 2,402*
Key Projects and Assignments (30%) Total Staff Hours: 3,4322

Hours
* Introduce an Employee Training Plan by June 2009. 200
= |nitiate discussions with employee unions/associations for implementation of a 650
Citywide Return-to-Work Policy by June 2009.
= |nitiate discussions with employee unions/associations for implementation of a 650
Citywide Drug and Alcohol Policy by June 2009.
= Develop a Citywide Violence in the Workplace Policy and initiate discussions with 720
employee unions/associations by June 2009.
= |nitiate a comprehensive review of all Personnel Rules and Regulations to include 280
the Municipal Code and Civil Service Rules by June 2009.
= Expand the current New Employee Orientation Program by June 2009. 400
= Coordinate and schedule the second round of Customer Service Training by 140
September 2008.
= Enhance the current Performance Evaluation Form by December 2008. 200
= Update and formalize the Employee Separation Process by December 2008. 192
Total Staff Hours: 1,144"
Customer Service (10%) Total Staff Hours: 1,1442

= Human Resources staff will complete the City’s Customer Service Academy.

= Respond to pay and benefit inquiries from City employees within two (2) business
days.

= Respond to requests for City applications from City employees and the public within
one (1) business day.

= Phone contact to be made to employee within three (3) days of filing a workers’
compensation claim by Human Resources or assigned claim adjuster/third-party
administrator to expedite the claims processing procedure.

! Adopted 07-08 Budget
2 Adopted 08-09 Budget

= Part time staffing of approximately 1600 hours allows the department to: Provide
assistance to the public and City employees on a daily basis, coordinate the pre-
employment process in a timely manner, maintain employee personnel files,
prepare for Customer Service Academy session on a weekly basis, and
coordinate the Employee Service Awards Program.
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