SCV

%‘ WATER

Date: November 9, 2020

To: Finance and Administration Committee
Robert DiPrimio, Chair
B. J. Atkins
Kathy Colley
Maria Gutzeit
R. J. Kelly

Dan Mortensen %

From: Eric Campbell
Chief Financial and Administrative Officer

The Finance and Administration Committee is scheduled to meet via teleconference on
Monday, November 16, 2020 at 6:00 PM; dial-in information is listed below.

TELECONFERENCE ONLY
NO PHYSICAL LOCATION FOR MEETING

TELECONFERENCING NOTICE

Pursuant to the provisions of Executive Order N-29-20 issued by
Governor Gavin Newsom on March 17, 2020, any Director
may call into an Agency Committee meeting using the Agency’s
Call-In Number (1-866-899-4679), Access Code 377-764-125
or GoToMeeting by clicking on the link https://qlobal.gotomeeting.com/join/377764125
without otherwise complying with the Brown Act’s teleconferencing requirements.

Pursuant to the above Executive Order, the public may not attend the meeting in person. Any
member of the public may listen to the meeting or make comments to the Committee using the
call-in number or GoToMeeting link above. Please see the notice below if you have a disability

and require an accommodation in order to participate in the meeting.

We request that the public submit any comments in writing if practicable, which can be sent to
edill@scvwa.org or mailed to Erika Dill, Management Analyst, SCV Water, 27234 Bouquet
Canyon Road, Santa Clarita, CA 91350. All written comments received before 4:00 PM the day
of the meeting will be distributed to the Committee members and posted on the SCV Water
website prior to the meeting. Anything received after 4:00 PM the day of the meeting will be
posted on the SCV Water website the following day.

27234 BOUQUET CANYON ROAD « SANTA CLARITA, CALIFORNIA 91350-2173 « 661 2971600 « FAX 661 2971611

website address: www.yourscvwater.com
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ITEM
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MEETING AGENDA

Public Comments — Members of the public may comment as to items
not on the Agenda at this time. Members of the public wishing to
comment on items covered in this Agenda may do so now or at the
time each item is considered. Please complete and return a comment
request form to the Committee Chair. (Comments may, at the
discretion of the Committee Chair, be limited to three minutes for
each speaker.)

Recommend Approval of Changes to the Agency’s Classification Plan
and Salary Ranges

Attachment A

Attachment B

Attachment C

Attachment D
Recommend Approval of a Revised Reserve Policy
Recommend Approval of a Revised Asset Capitalization Policy

Recommend Approval of a Revised Employment Status and Work
Policy

Recommend Approval of a Resolution Approving Statements of
work and a Hosting Service Agreement with Systems & Software,
Inc. (S&S) for enQuesta v6 Client Information System (CIS)
Upgrade

Recommend Receiving and Filing of September 2020 Monthly
Financial Report

September 2020 Check Registers Link:
https://yourscvwater.com/wp-content/uploads/2020/11/September-
2020-Check-Reqisters.pdf

Committee Planning Calendar
General Report on Finance and Administration Activities
Adjournment

Indicates attachments
To be distributed
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NOTICES:

Any person may make a request for a disability-related modification or accommodation needed
for that person to be able to participate in the public meeting by telephoning (661) 297-1600, or
writing to SCV Water at 27234 Bouquet Canyon Road, Santa Clarita, CA 91350. Requests must
specify the nature of the disability and the type of accommodation requested. A telephone
number or other contact information should be included so that Agency staff may discuss
appropriate arrangements. Persons requesting a disability-related accommodation should make
the request with adequate time before the meeting for the Agency to provide the requested
accommodation.

Pursuant to Government Code Section 54957.5, non-exempt public records that relate to open
session agenda items and are distributed to a majority of the Board less than seventy-two (72)
hours prior to the meeting will be available for public inspection at SCV Water, located at 27234
Bouquet Canyon Road, Santa Clarita, California 91350, during regular business hours. When
practical, these public records will also be made available on the Agency’s Internet Website,
accessible at http://www.yourscvwater.com.

Posted on November 10, 2020.
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ITEM NO.
2

‘b WATER COMMITTEE MEMORANDUM

DATE: November 9, 2020
TO: Finance and Administration Committee
FROM: Rochelle Patterson /224

Director of Finance and Administration

SUBJECT: Recommend Approval of Changes to the Agency’s Classification Plan and
Salary Ranges

SUMMARY

On October 19, 2020 the F&A Committee (Committee) received a report and presentation on
the Classification and Compensation Studies. The Committee requested additional private
industry compensation data and how it can be incorporated into the recommendation. The
consulting firm, CPS HR (CPS) has provided private industry data using ERI (Economic
Research Institute) for thirty-five (35) of forty (40) benchmark classifications that were used in
the Compensation Study.

DISCUSSION

In review, the objective of the Compensation Study was to determine the competitiveness of the
Agency’s base salary in the labor market as compared to other water agencies (both public and
private). To achieve this, a labor market of twelve (12) comparable agencies and forty (40)
benchmark classifications was established in order to collect and analyze base salary.

Overall, results are showing the Agency is below in the labor market (below midpoint of Agency
salaries) for the benchmark classifications surveyed based on aggregate results for base salary;
however, some classifications are below the labor market median and mean. The percentage
relative to the labor market survey varies based on whether the reference is the market mean
(average) or market median (mid-point). When looking at the median, the Agency is trending
below the market by -2.61% for base salary. When looking at the mean, the Agency is trending
below the market by -4.42% for base salary. The market median tends to be a more stable
representation of trends in the market since it eliminates high and low payers which can skew
data and outcomes. For this reason, CPS methodology and recommendation to the Agency is to
use the market median for compensation considerations.

This is consistent with the Agency’s Compensation Policy which states that if “fiscally prudent, it
is the Agency’s objective to compensate employees at the middle of the labor market as
measured by the mean and/or median.”

ERI — Private Industry Data

The ERI data was not used in the CPS study and recommendation because the data cannot be
quantified. ERI offers a brief overview of a job classification, but does not designate specific
duties, does not cover all classifications, and does not specify education or experience
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requirements. So the quality of this comparative data is not as precise as employer comparisons

with detailed job descriptions which include this information.

These are a few samples of the ERI Classification Overview:

e Administrative Technician - Supports an organization or department by performing
administrative services.

e Inspector - Inspects construction of bridges, buildings, dams, highways, and other types

of construction work to ensure that procedures and materials comply with plans and

specifications.

e Utility Supervisor - Supervises and coordinates activities of workers engaged in
maintaining building utility systems, such as electrical wiring and control systems,
heating, air conditioning, ventilating, water supply, steam generating, and related pipe

systems.

Upon recommendation by the Committee and direction by staff, CPS expanded the private
industry data to include all forty (40) identified benchmark classifications using the ERI tool
which includes private water utilities salaries and also diversified industry salaries in Los

Angeles County.

Staff incorporated the ERI private industry data into the benchmark data sheets in order to
calculate the median for the forty (40) benchmark classifications, as well as comparing the

Agency’s current midpoint salary with the ERI midpoint salary. This gives a general indication of

the number of positions below the market median, at the market median, or above the market
median with ERI data included to determine a median. Five (5) of the forty (40) benchmark
positions did not have comparable with the ERI data. The results were as follows:

Incorporating Market Median with ERI Data (Exhibit A, Ref 1)

Agency Midpoint Below

Agency Midpoint <5%
(one range) of Market/ERI

Agency Midpoint >5%
Above Market/ERI

No Comparable

Market/ERI Median Median Median Class*
13 9 13 5
33% 23% 31% 13%

*Director of Water Resources, Field Customer Service Rep Il, Water Conservation Specialist Il, Water Quality
Technician, Water Utility Foreman

When incorporating the ERI data with the market data and then comparing the data to the
Agency’s current midpoint, 69% of the forty (40) benchmark classifications (including
classifications that are not comparable) fell within 5% (one range) of the Agency’s current
midpoint salary and 31% of the Agency’s midpoint salary fell >5% of the market/ERI median.
(All ranges are separated by 5% on the classification plan)

CPS compared the current Agency midpoint to the ERI midpoint only. This data does not
include any market agencies.

Comparing Current Agency Midpoint to ERI Midpoint (Exhibit A, Ref 2)

Agency Midpoint Salary

Agency Midpoint Salary

Agency Midpoint >5%

No Comparable

Below ERI Within 5% of ERI Above ERI Class
9 5 21 5
23% 13% 52% 13%




When comparing the Agency midpoint salary with the ERI midpoint (which does not include the
other public sector comparison agency data), 49% of the forty (40) benchmark classifications
(including classifications that are not comparable) fell within 5% (one range) of the Agency’s
midpoint salary and 51% were >5% of the Agency’s midpoint salary.

There were four (4) classifications where an increase of range was recommended by CPS for
classifications where the Agency’s midpoint was above the median by greater than 5%, This
was calculated by using the market median, including the ERI data and comparing it to the
Agency midpoint. The remaining benchmark classifications in which a range increase was
recommended had a less than 5% (one range) change.

Customer Service Manager — 8.46% (internal alignment with like managers)
Office Assistant Il — 8.16% (under market from the CPS study)

Production Operator Il — 5.21% (internal alignment with Distribution Technician)
Public Information Officer — 5.99% (under market from the CPS study)

PUC General Order No. 77-M

CPS has indicated that they cannot use data found in the PUC General Order No. 77-M report
as suggested by the Committee due to the lack of ability to validate job descriptions, salary
schedules, position allocations and it does not cover all classifications. Staff also reviewed
examples of 77-M reports for several PUC-regulated water utilities and does not feel
comfortable relying on this data given the different purpose for these reports and the limited
additional depth of information upon which to make or infer a valid comparison. There are
significant limitations to this data. They represent individual compensation rather than a
published salary range (one data point per instance). The rule only requires reporting for
compensation greater than $85,000 per year. Higher level management positions are skewed
much higher than comparable positions in the public sector. In some cases, titles are not
specific enough to discern any specialty or departmental responsibility and a wide range of
individual pay levels. Below are snips of a 77-M report:

Compen- Contingent
Title sation Expense Fees, etc.

Chairman of the Board $ 97899360 $  R8.835.32 None
President 579.637.76 15,000.46 None
Senior Vice President 515.507.20 6.939.03 None
Vice President of Regulatory Affairs 468.,998.40 13,621.50 None
Vice President and Treasurer 468.998.40 3.861.41 None
Vice President and General Counsel,

Secretary 461,382.99 234.49 None
Vice President, Engineering 412,809.32 5,197.01 None

Controller 235.508.00 0.00 None
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Water Treatment Superintendent Fontana
Water Company Division

Water Treatment Operator IV Los Angeles
County Division

Customer Service Manager Los Angeles
County Division

Water Treatment Operator IV Los Angeles
County Division

Production Superintendent Los Angeles
County Division

Water Treatment Operator III Los Angeles

128.460.80

127,529.24

127,036.00

124.960.18

124,436.00

County Division 122 662.87
Plant Maintenance Leadman Fontana Water
Company Division 89.,856.00
Water Treatment Operator III Fontana Water
Company Division 89,587.64
Designer II1 89.,549.02
Senior Accountant 89.216.97 |
Conservation Coordinator Fontana Water
Company Division 88.,753.60
GIS Coordinator 88,715.20
Crew Leader Los Angeles County Division 88,488.24
Crew Leader Fontana Water Company
Division 87,602.20
Accountant 111 87.186.85

0.00

0.00

44161

0.00

0.00

0.00

0.00

0.00
0.00
0.00

0.00
0.00
0.00

0.00
0.00

None

None

None

None

None

None

None

None
None
None

None
None
None

None
None

For example: In reviewing specific job classifications from the 77-M report, staff was unable to
verify if the Senior Accountant was at the beginning or ending of a pay range, what qualifying
experience this position has, or what type of education was required. The Agency classification
for Senior Accountant has a range of $86,844 to $105,792, requires a bachelor’s degree and
four (4) years of professional experience, preferably in governmental accounting.

Study Implementation

CPS, as well as management, believes it is important to consider the impact of salary range

changes both on the Agency’s financial resources and the well-being of employees.

In order to ease the burden on both, the following is suggested:
e Apply to each of the classifications the recommended 3% market pay increase (except

for the General Manager which is adjusted by the Board under a contract process). A
cost-of-living adjustment (COLA) is typically implemented with the first full pay period of
the fiscal year (July 2020), but the Board postponed the item pending the results of the



compensation study. The Agency has budgeted funds for the COLA increase and is
recommended to take effect on January 1, 2021.

e With respect to those salaries recommended to be raised due to a change of range,
please consider the following implementation method:

o CPS recommends moving positions to the step in the recommended range
corresponding to the employee's current step. For example, if an employee is
currently at step 4, then the employee would move to step 4 on the
recommended range or moving positions to a step in the recommended range
which results in an increase of no more than 2.5%. This accomplishes the
objective of placing the position in the proper range without creating a windfall for
the employee or an extreme financial burden. We suggest moving all positions at
least to the minimum of the new range.

CPS highly suggested that no employee should be reduced in salary as a result of the
study and recommends to not place classes at lower levels even in cases where the market
survey suggests differently. However, one incumbent in this study is recommended to be Y-
rated.

Management Considerations

The ERI data provides a partial comparison (with some limitations on depth of information
available for key comparison factors). When benchmarking salaries we aim to develop a
comparable that can be validated in terms of qualifications, skills, experience, education,
certifications, etc. While the ERI information presents median salaries, the pool of jobs that
make up the median may have differences in these areas (it isn’t clear with the available
information). However, we did present in Attachment A, Reference 1, a summary of how SCV
Water’s salary ranges would compare if ERI data were added to the pool of public agency
comps. It would appear that using this test the recommendation results in more benchmark
positions at or below ERI than above. Overly weighting the ERI data in the Committee/Board’s
decision process is therefore not recommended. The PUC 77-M data is even more limited and
not recommended for use. Ideally, the PUC could develop an order requiring PUC-regulated
utilities to disclose not only selected individual salaries, but also salary and job descriptions
across their entire workforce, such that benchmarking could take place between public and
private sector utilities. That is not the current situation, however. The data is limited and
somewhat anecdotal.

Future Considerations

CPS suggests that the Agency conduct a review of the overall classification structure, individual
position allocations and update classification specifications on a regular basis at least every five
(5) years. In addition, CPS recommends a comprehensive salary survey should be conducted
every three (3) to five (5) years. The Agency should consider providing a CPI-based cost of
living increase (COLA) at the beginning of every fiscal year to maintain salaries within the
market.

FINANCIAL CONSIDERATIONS

Based on the recommendations of CPS, applying a market pay increase to all positions and
moving employees to the closest step in the new range to begin with the first full pay period in
January 2021, there will be a budget impact of $505,982, comprised of $301,746 for the COLA
and $204,236 for range adjustments. The Agency has budgeted $590,461 for a 3% COLA



increase for FY 2020/21, that has not been implemented.
RECOMMENDATION

That the Finance and Administration Committee recommends the Board of Directors approve:
1) the changes on the Agency’s classification structure and 2) the proposed new classification
plan and salary ranges as outlined in the CPS HR Consulting reports in Attachments C and D.
The changes will be effective on January 1, 2021.

RP/am

Attachments:
A — ERI data comparison
B — Proposed Classification Plan
C - Classification Study
D — Compensation Study

Me?
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Attachment B DRAFT

SANTA CLARITA VALLEY WATER AGENCY
PROPOSED - CLASSIFICATION PLAN
EFFECTIVE JANUARY 2021
(first full pay period)

Proposed Proposed
Proposed Monthly Monthly

Position/Proposed Position Range Bottom Top
General Manager n/a

Assistant General Manager 49 17,420 21,225
Chief Financial and Administrative Officer 48 16,590 20,211
Chief Operating Officer 48 16,590 20,211
Chief Engineer 47 15,801 19,252
Director of Finance and Administration 46 15,049 18,337
Director of Operations and Maintenance 46 15,049 18,337
Director of Technology Services 46 15,049 18,337
Director of Water Resources 46 15,049 18,337
Controller 43 13,000 15,839
Human Resources Manager 43 13,000 15,839
Principal Engineer 42 12,381 15,085
Principal Water Resources Planner 42 12,381 15,085
Communications Manager 40 11,229 13,681
Customer Service Manager 40 11,229 13,681
GIS Manager 40 11,229 13,681
Sustainability Manager 40 11,229 13,681
Water Distribution Manager 40 11,229 13,681
Water Quality Laboratory Manager 40 11,229 13,681
Water Treatment Manager 40 11,229 13,681
Senior Engineer 39 10,696 13,031
Senior Water Resources Planner 39 10,696 13,031
|Engineer 37 9,700 11,816
Water Conservation Supervisor 37 9,700 11,816
Water Resources Planner 37 9,700 11,816
Inspector Supervisor 36 9,239 11,258
Senior Management Analyst 36 9,239 11,258
Associate Engineer 35 8,798 10,721
Associate Water Resources Planner 35 8,798 10,721
Board Secretary/Executive Assistant 35 8,798 10,721
Field Services Supervisor 35 8,798 10,721
Information Technology Supervisor 35 8,798 10,721
Senior Financial Analyst 35 8,798 10,721
Senior Water Conservation Specialist 35 8,798 10,721
Utility Supervisor 35 8,798 10,721
Water Quality Supervisor 35 8,798 10,721
Water Systems Supervisor 35 8,798 10,721
Accounting Manager 34 8,379 10,209
Senior Inspector 34 8,379 10,209
Senior Public Affairs Specialist 34 8,379 10,209
Environmental Health & Safety Supervisor 33 7,982 9,726
Lead Water Systems Technician 33 7,982 9,726
Management Analyst Il 33 7,982 9,726
SCADA Technician Il 33 7,982 9,726
Senior Treatment Plant Operator - 80 hour shift 33 7,982 9,726
Senior Treatment Plant Operator - 84 hour shift 33 8,381 10,211
Assistant Engineer 32 7,601 9,259
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Attachment B DRAFT

SANTA CLARITA VALLEY WATER AGENCY
PROPOSED - CLASSIFICATION PLAN
EFFECTIVE JANUARY 2021
(first full pay period)

Proposed Proposed
Proposed Monthly Monthly

Position/Proposed Position Range Bottom Top

Customer Service Supervisor 32 7,601 9,259
Executive Assistant 32 7,601 9,259
Financial Analyst 32 7,601 9,259
Information Technology Specialist 32 7,601 9,259
Water Conservation Specialist Il 32 7,601 9,259
Water Quality Scientist Il 32 7,601 9,259
Water Quality Specialist 32 7,601 9,259
Buildings and Grounds Supervisor 31 7,237 8,816
GIS Analyst 31 7,237 8,816
Human Resources Analyst 31 7,237 8,816
Lead Utility Worker 31 7,237 8,816
Public Affairs Specialist Il 31 7,237 8,816
SCADA Technician | 31 7,237 8,816
Senior Accountant 31 7,237 8,816
Senior Instrumentation Technician 31 7,237 8,816
Senior Water Systems Technician 31 7,237 8,816
Treatment Plant Operator Il - 80 hour shift 31 7,237 8,816
Treatment Plant Operator Il - 84 hour shift 31 7,599 9,259
Customer Service Supervisor 30 6,892 8,395
Management Analyst | 30 6,892 8,395
Senior Engineering Technician 30 6,892 8,395
Senior Information Technology Technician 30 6,892 8,395
Water Education Supervisor* 30 6,892 8,395
GIS Technician Il 29 6,566 8,003
Inspector I 29 6,566 8,003
Water Conservation Specialist | 29 6,566 8,003
Water Quality Scientist | 29 6,566 8,003
Accountant 28 6,252 7,618
Electrical/Instrumentation Technician 28 6,252 7,618
Emergency Preparedness and Safety Coordinator 28 6,252 7,618
Information Technology Technician Il 28 6,252 7,618
Inspector | 28 6,252 7,618
Public Affairs Specialist | 28 6,252 7,618
Senior Field Services Worker 28 6,252 7,618
Senior Utility Worker 28 6,252 7,618
Senior Water Quality Technician 28 6,252 7,618
Treatment Plant Operator | - 80 hour shift 28 6,252 7,618
Treatment Plant Operator | - 84 hour shift 28 6,565 7,999
Water Education Instructor* 28 6,252 7,618
Water Systems Technician Il 28 6,252 7,618
Engineering Technician Il 27 5,956 7,257
Human Resources Specialist 27 5,956 7,257
Information Technology Technician | 27 5,956 7,257
Payroll Specialist 27 5,956 7,257
Senior Administrative Technician 27 5,956 7,257
Senior Customer Service Representative 27 5,956 7,257
Senior Facilities Maintenance Technician 27 5,956 7,257
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Attachment B DRAFT

SANTA CLARITA VALLEY WATER AGENCY
PROPOSED - CLASSIFICATION PLAN
EFFECTIVE JANUARY 2021
(first full pay period)

Proposed Proposed

Proposed Monthly Monthly
Position/Proposed Position Range Bottom Top
Event Coordinator* 26 5,673 6,913
GIS Technician | 26 5,673 6,913
Purchasing Coordinator 26 5,673 6,913
Senior Accounting Technician 26 5,673 6,913
Administrative Technician*® 25 5,401 6,581
Field Services Worker Il 25 5,401 6,581
Safety Specialist Il 25 5,401 6,581
Utility Worker I 25 5,401 6,581
Water Quality Technician Il 25 5,401 6,581
Water Systems Technician | 25 5,401 6,581
Customer Service Representative Il 24 5,145 6,268
Engineering Technician | 24 5,145 6,268
Facilities Maintenance Technician Il 24 5,145 6,268
Accounting Technician Il 23 4,900 5,970
Purchasing and Warehouse Technician 23 4,900 5,970
Safety Specialist | 23 4,900 5,970
Senior Office Assistant Il 23 4,900 5,970
Water Quality Technician | 23 4,900 5,970
Field Services Worker | 22 4,664 5,682
Utility Worker | 22 4,664 5,682
Accounting Technician | 21 4,444 5,415
Customer Service Representative | 21 4,444 5,415
Facilities Maintenance Technician | 21 4,444 5,415
Office Assistant Il 21 4,444 5,415
Office Assistant | 18 3,839 4,678
*May be classified as part-time positions and paid at the hourly rate
Note: Rounded for ease of reading - not an additional entitlement
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Santa Clarita Valley Water Agency
Final Classification Study Report

Background

CPS HR Consulting (CPS HR) was retained by the Santa Clarita Valley Water Agency (SCVWA) to conduct a
classification study for one-hundred and fifteen (115) classifications, which included approximately two-
hundred and fifteen (215) incumbents. The purpose of the study was to review the current classification
structure and related concepts; provide appropriate classification recommendations reflective of the
work performed; prepare new classification specifications; ensure that all positions are appropriately
allocated within the newly proposed classification structure; provide recommendations to ensure
compliance with the American with Disabilities Act (ADA); and to provide recommendations to ensure
compliance with the Fair Labor Standards Act (FLSA) related to exempt/non-exempt designations.

This study was precipitated by several factors including:

®  The overarching goal of creating a classification structure plan to address legacy classification
issues due to the merger of Castaic Lake Water Agency, Newhall County Water District, Santa
Clarita Water Division and Valencia Water Company into one integrated entity;

®  The desire to identify gaps and maintain structural relationships within the SCV Water Agency to
meet the needs of the Agency post the merger;

®  The concern that the classification descriptions and titles should reflect the level and scope of
work performed;

®  To ensure classification specifications reflect up-to-date reporting relationships, standards,
distinguishing characteristics, duties, qualifications, required certifications, physical, mental, and
environmental working conditions, and technology;

®  To analyze and recommend appropriate Fair Labor Standards Act (FLSA) designations for all SCV
Water Agency employees;

®  To address the concern of limited opportunities for employees to develop and promote up;

®  The desire to ensure that the SCV Water Agency has adequate career ladders and a classification
system that will foster career growth and service within the Agency;

®  To allow for future SCV Water Agency classifications changes.

It is important to note that the classification study which CPS HR has been contracted to perform, did not
include a comprehensive organizational study and/or any departmental assessments components nor did
CPS HR provide any recommendations on organizational change management and implementation
towards new organization and business process models. CPS HR does have an organizational strategy unit
that can provide these services as a separate study at an additional cost.

CPS HR A== CONSULTING Page |2
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Santa Clarita Valley Water Agency
Final Classification Study Report
The Classification Study Advisory Committee consisted of:

SCV Water Agency Internal Project Team
" Aristea Mantis, Human Resources/Risk Management Supervisor
®  Rochelle Patterson, Director of Finance and Administration
®  Eric Campbell, Chief Financial and Administrative Officer
®  Joanna Brison, Administrative Technician

®  Linda Pointer, Human Resources Analyst

CPS HR Project Team
®  Suzanne Ansari, Project Manager
® Igor Shegolev, Senior HR Consultant
®  Leena Rai PhD., Senior HR Consultant
®  Jannean Bentley, Project Consultant

®  Lynda Guerra, Administrative Technician

This report documents the classification study process and provides recommendations for the
classification plan, allocations of individual positions for SCV Water Agency employees, and class
specifications. The classification study results are intended to assist the SCV Water Agency in identifying
any positions that are inappropriately classified, identify and address gaps within the current classification
structure and to support the selection of appropriate benchmark classes for the forthcoming
compensation study, which will be provided under separate cover.

This classification study report is designed to provide an overview of study tasks; a conceptual framework
for the analysis.

Overview/ Status of Study Tasks

The primary objective of the SCV Water Agency classification study was to review the duties and
responsibilities of each position; review and update, as necessary, the class specifications for the classes,
or recommend new classifications for these positions. It is important to note that due to CPS HR project
team staffing changes and the COVID-19 crisis, the classification study tasks were delayed which impacted
the overall study timeline.

In conducting the classification and base study, CPS HR has:

B Conducted a kick-off meeting with SCV Water Agency HR and designated key stakeholders to
initiate the project by confirming study goals, objectives, tasks to be performed, and
methodologies on September 9, 2019.

CPS HR A== CONSULTING Page |3
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Santa Clarita Valley Water Agency
Final Classification Study Report
B Received and reviewed background materials, including SCV Water Agency organization charts,

classification specifications, classification plan, benefits data and current salary schedules, and
other study related data.

B Conducted an in-person kick-off meeting with the SCV Water Agency Executive Committee on
September 24, 2019 to ensure a comprehensive understanding of the study goals and objectives
and to receive comments and feedback concerning the study timeline and process.

B Conducted in-person employee orientation training sessions at the SCV Water Agency office on
October 3, 2019 to ensure that employees, supervisors and the Executive Committee were
apprised of the study goals, processes, and objectives and had an opportunity to express any
concerns or questions regarding the study or the Position Description Questionnaire.

B Developed a job evaluation Position Description Questionnaire (PDQ) for distribution to SCV
Water Agency employees to ensure valid information was gathered, analyzed, and documented
consistently from incumbents regarding their current classifications. Each incumbent’s supervisor
and also department manager reviewed the PDQs to validate the information provided and to
ensure that the incumbent had accurately and sufficiently captured all pertinent information on
job context and work output. The initial deadline for submission of the completed PDQs was
October 18, 2019 but that deadline was extended one additional week per the request of the SCV
Water Agency.

B Received and analyzed employee PDQs to obtain an understanding of the duties and
responsibilities assigned to each position. Prepared job evaluation interview questions for study
employees based upon the results of the PDQ documentation review.

B Conducted a detailed analysis of each position through the analysis of current classification
specifications and current classification structure.

B Created proposed job analysis interview schedules and sent the interview schedules for review to
SCV Water Agency HR on January 29, 2020.

B Conducted four (4) pre-interviews with several SCV Water Agency department heads on the
following dates: November 15, 2019, December 5, 2019, and January 24, 2020.

B CPSHR Consultants conducted approximately eight-four (84) job evaluation interviews with study
incumbents and their supervisors during the week of February 11-13, 2020, to gain a
comprehensive understanding of the scope of work performed and work assigned. CPS HR
consultants also, conducted a few follow-up interviews in late February 2020.

B Analyzed all the information gathered via job evaluation interviews to identify the scope and level
of work performed by each employee as well as the typical duties and the requisite knowledge,
skills, abilities, licenses, certifications, and other job-related characteristics required to perform
the work assigned to each position.

B Developed a classification structure with rationale for the SCV Water Agency to review consistent
with the classification concepts encompassing the total bodies of work being performed within
the study positions and sent to the SCV Water Agency on March 6, 2020 for review and feedback.

B Provided the revised recommended classification structure with rationale to the SCV Water
Agency on June 15, 2020 which incorporated feedback from the Executive Committee.

B Provided and presented an in-person project study progress update presentation to the Executive
Committee on March 10, 2020 and provide a project study progress update on May 15, 2020.

CPS HR A== CONSULTING Page |4
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Santa Clarita Valley Water Agency
Final Classification Study Report
B Conducted on-going project meetings with SCV Water Agency HR and internal project team on

January 13, 2020, February 20, 2020, April 24, 2020, May 11, 2020, May 28, 2020, July 16, 2020
and July 29, 2020.

B Developed revised/new classification specifications supporting the classification structure
recommendations using a class specification template and format approved by the SCV Water
Agency. All revised/new classification specification were uploaded by CPS HR to the collaborative
Microsoft Teams site on June 15, 2020.

B Based on classification concepts, classification structure, and PDQ content, developed
recommendations for the allocation of each individual position to an appropriate classification.
CPS HR provided the recommended individual allocations list to the SCV Water Agency on June
15, 2020.

B Conducted a detailed FLSA analysis and provided recommendations for each employee included

in the study to ensure compliance with the Fair Labor Standards Act (FLSA) exempt/non-exempt
designations. Each position was thoroughly reviewed based on the duties, responsibilities, scope
of authority, and span of control for purposes of determining whether it is exempt or non-exempt
under FLSA.

B Provided a draft classification study report for SCV Water Agency HR and internal project team
for review and feedback on July 9, 2020. Provided a revised draft classification study with
requested changes from HR and the internal SCV Water Agency project team on July 21, 2020 and
July 31, 2020 for review and feedback from the SCV Water Agency Executive Committee.

B Provided a final classification study report to the SCV Water Agency on September 2, 2020.

B Provided and presented a final classification study report to the SCV Water Agency Finance &
Administration committee on October 18, 2020.

B Reviewed and addressed feedback from the SCV Water Agency Finance & Administration
committee and incorporated minor changes into the revised final classification study report.

B Prepared and uploaded a copy of the revised final classification report to the Microsoft Teams
Collaborative site on November 2, 2020.

B Provided and presented a revised final classification study report to the SCV Water Agency
Finance & Administration committee on November 16, 2020.
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Santa Clarita Valley Water Agency
Final Classification Study Report

SCV WaterAgency Proposed Classification Plan

CURRENT CLASSIFICATION

PROPOSED CLASSIFICATION

GENERAL MANAGER

ASSISTANT GENERAL MANAGER

CHIEF FINANCIAL & ADMINISTRATIVE OFFICER
CHIEF OPERATING OFFICER

CHIEF ENGINEER

DIRECTOR OF FINANCE & ADMINISTRATION
DIRECTOR OF OPERATIONS & MAINTENANCE
DIRECTOR OF TECHNOLOGY SERVICES
DIRECTOR OF WATER RESOURCES

CONTROLLER
HUMAN RESOURCES/RISK MANAGEMENT
SUPERVISOR

PRINCIPAL ENGINEER-CIP DESIGN/DISTR DESIGN
PRINCIPAL WATER RESOURCES PLANNER

PUBLIC INFORMATION OFFICER

OPERATIONS AND MAINTENANCE
SUPERINTENDENT

CUSTOMER SERVICE MANAGER

GIS SUPERVISOR/PLANNER

SENIOR WATER RESOURCES PLANNER

RESOURCE CONSERVATION MANAGER
OPERATIONS SUPERINTENDENT

OPERATIONS/MAINTENANCE SUPERINTENDENT
LABORATORY & REGULATORY AFFFAIRS
SUPERVISOR

SENIOR ENGINEER

CIVILENGINEER

WATER CONSERVATION SUPERVISOR
ASSOCIATE WATER RESOURCES PLANNER

GENERAL MANAGER

ASSISTANT GENERAL MANAGER

CHIEF FINANCIAL & ADMINISTRATIVE OFFICER
CHIEF OPERATING OFFICER

CHIEF ENGINEER

DIRECTOR OF FINANCE & ADMINISTRATION
DIRECTOR OF OPERATIONS & MAINTENANCE
DIRECTOR OF TECHNOLOGY SERVICES
DIRECTOR OF WATER RESOURCES
CONTROLLER

HUMAN RESOURCES MANAGER
PRINCIPAL ENGINEER

PRINCIPAL WATER RESOURCES PLANNER
COMMUNICATIONS MANAGER

WATER TREATMENT MANAGER (NEW)

CUSTOMER SERVICE MANAGER

GIS MANAGER

SENIOR WATER RESOURCES PLANNER

SUSTAINABILITY MANAGER
WATER DISTRIBUTION MANAGER (NEW)
WATER TREATMENT MANAGER (NEW)

WATER QUALITY LABORATORY MANAGER
SENIOR ENGINEER

ENGINEER

WATER CONSERVATION SUPERVISOR
ASSOCIATE WATER RESOURCES PLANNER

INSPECTOR SUPERVISOR INSPECTOR SUPERVISOR
SENIOR MANAGEMENT ANALYST SENIOR MANAGEMENT ANALYST
N/A WATER RESOURCES PLANNER (NEW)

PRODUCTION SUPERVISOR; DISTRIBUTION
MECHANICAL SUPERVISOR

ASSOCIATE ENGINEER

BOARD SECRETARY
ELECTRICAL/INSTRUMENTATION SUPERVISOR

CPS HR 4= CONSULTING

WATER SYSTEMS SUPERVISOR

ASSOCIATE ENGINEER

BOARD SECRETARY/EXECUTIVE ASSISTANT
ELECTRICAL/INSTRUMENTATION SUPERVISOR
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CURRENT CLASSIFICATION

Santa Clarita Valley Water Agency
Final Classification Study Report

PROPOSED CLASSIFICATION

N/A

INFORMATION TECHNOLOGY ADMINISTRATOR
SENIOR FINANCIAL ANALYST

WATER CONSERVATION SPECIALIST 11

WATER QUALITY/REGULATORY COMPLIANCE
SUPERVISOR

UTILITY MAINTENANCE SUPERVISOR;
OPERATIONS SUPERVISOR
ACCOUNTING MANAGER

SENIOR INSPECTOR

PUBLIC AFFAIRS SPECIALIST Il
SAFETY OFFICER

MANAGEMENT ANALYST

N/A

PRODUCTION FOREMAN (VACANT)
SENIOR TREATMENT PLANT OPERATOR-80
HOUR SHIFT; SENIOR TREATMENT PLANT
OPERATOR-84 HOUR SHIFT

WATER QUALITY SCIENTIST Il

ASSISTANT ENGINEER

WATER QUALITY SPECIALIST

CUSTOMER SERVICE SUPERVISOR
EXECUTIVE ASSISTANT

FINANCIAL ANALYST

N/A

WATER CONSERVATION SPECIALIST 1l
SENIOR INSTRUMENTATION TECHNICIAN
BUILDING & GROUNDS SUPERVISOR

N/A

CPS HR 4= CONSULTING

FIELD SERVICES SUPERVISOR (NEW)
INFORMATION TECHNOLOGY SUPERVISOR
SENIOR FINANCIAL ANALYST

SENIOR WATER CONSERVATION SPECIALIST
WATER QUALITY SUPERVISOR

UTILITY SUPERVISOR

ACCOUNTING MANAGER

SENIOR INSPECTOR

SENIOR PUBLIC AFFAIRS SPECIALIST
ENVIRONMENTAL HEALTH & SAFETY SUPERVISOR
MANAGEMENT ANALYST Il (NEW CLASS SERIES)
SCADA TECHNICIAN Il (NEW CLASS SERIES)

LEAD WATER SYSTEMS WORKER

SENIOR TREATMENT PLANT OPERATOR-80 HOUR
SHIFT; SENIOR TREATMENT PLANT OPERATOR-84
HOUR SHIFT

WATER QUALITY SCIENTIST I

ASSISTANT ENGINEER

WATER QUALITY SPECIALIST

CUSTOMER SERVICE SUPERVISOR

EXECUTIVE ASSISTANT

FINANCIAL ANALYST

INFORMATION TECHNOLOGY SPECIALIST (NEW)
WATER CONSERVATION SPECIALIST I

SENIOR INSTRUMENTATION TECHNICIAN
BUILDING & GROUNDS SUPERVISOR

GIS ANALYST (NEW)

Page |7
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PROPOSED CLASSIFICATION

HUMAN RESOURCES ANALYST
PUBLIC AFFAIRS SPECIALIST Il
N/A

SENIOR ACCOUNTANT

SENIOR ELECTRICAL TECHNICIAN
TREATMENT PLANT OPERATOR 11-80 HOUR
SHIFT; TREATMENT PLANT OPERATOR 11-84
HOUR SHIFT

SENIOR PRODUCTION OPERATOR

WATER UTILITY FOREMAN
MANAGEMENT ANALYST; ADMINISTRATIVE
ANALYST

SENIOR ENGINEERING TECHNICIAN

SENIOR INFORMATION TECHNOLOGY
TECHNICIAN

LEAD WATER CONSERVATION/EDUCATIONAL
SPECIALIST

WATER QUALITY SCIENTIST |

GIS/CAD TECHNICIAN 11

INSPECTOR

WATER CONSERVATION SPECIALIST |
ELECTRICAL/INSTRUMENTATION TECHNICIAN
WATER QUALITY SPECIALIST

ACCOUNTANT
EMERGENCY PREPARDNESS & SAFETY
COORDINATOR

INFORMATION TECHNOLOGY TECHNICIAN |
CROSS CONNECTION SPECIALIST |

PUBLIC AFFAIRS SPECIALIST |
TREATMENT PLANT OPERATOR 1-80 HOUR SHIFT;
TREATMENT PLANT OPERATOR 1-84 HOUR SHIFT

WATER CONSERVATION EDUCATION SPECIALIST

N/A
SENIOR FIELD CUSTOMER SERVICE
REPRESENTATIVE

SENIOR UTILITY WORKER
DISTRIBUTION/MECHANICAL TECHNICIAN I1;
PRODUCTION OPERATOR II
DISTRIBUTION/MECHANICAL TECHNICIAN I;
PRODUCTION OPERATOR |

ASSISTANT CUSTOMER SERVICE SUPERVISOR
ENGINEERING TECHNICIAN 11

N/A

N/A

N/A

N/A

SENIOR FACILITIES MAINTENANCE TECHNICIAN
EVENT COORDINATOR

CPS HR 4= CONSULTING

HUMAN RESOURCES ANALYST

PUBLIC AFFAIRS SPECIALIST Il

SCADA TECHNICIAN | (NEW CLASS SERIES)
SENIOR ACCOUNTANT

SENIOR ELECTRICAL TECHNICIAN

TREATMENT PLANT OPERATOR 11-80 HOUR SHIFT;
TREATMENT PLANT OPERATOR [1-84 HOUR SHIFT

SENIOR WATER SYSTEMS TECHNICIAN
LEAD UTILITY WORKER

MANAGEMENT ANALYST | (NEW CLASS SERIES)
SENIOR ENGINEERING TECHNICIAN

SENIOR INFORMATION TECHNOLOGY TECHNICIAN

WATER EDUCATION SUPERVISOR

WATER QUALITY SCIENTIST |

GIS TECHNICIAN 11

INSPECTOR Il (NEW CLASS SERIES)

WATER CONSERVATION SPECIALIST |
ELECTRICAL/INSTRUMENTATION TECHNICIAN
WATER QUALITY SPECIALIST

ACCOUNTANT
EMERGENCY PREPARDNESS & SAFETY
COORDINATOR

INFORMATION TECHNOLOGY TECHNICIAN | (NEW)
INSPECTOR | (NEW CLASS SERIES)

PUBLIC AFFAIRS SPECIALIST |
TREATMENT PLANT OPERATOR I-80 HOUR SHIFT;
TREATMENT PLANT OPERATOR 1-84 HOUR SHIFT

WATER EDUCATION INSTRUCTOR
SENIOR WATER QUALITY TECHNICIAN (NEW)

SENIOR FIELD SERVICES WORKER

SENIOR UTILITY WORKER
WATER SYSTEMS TECHNICIAN Il (NEW CLASS
SERIES)
WATER SYSTEMS TECHNICIAN | (NEW CLASS
SERIES)

SENIOR CUSTOMER SERVICE REPRESENTATIVE
ENGINEERING TECHNICIAN Il

HUMAN RESOURCES SPECIALIST (NEW)
INFORMATION TECHNOLOGY TECHNICIAN | (NEW)
PAYROLL SPECIALIST (NEW)

SENIOR ADMINISTRATIVE TECHNICIAN (NEW)
SENIOR FACILITIES MAINTENANCE TECHNICIAN
EVENT COORDINATOR

Page |8
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PROPOSED CLASSIFICATION

PURCHASING COORDINATOR
GIS/CAD TECHNICIAN |

SENIOR ACCOUNTING TECHNICIAN
WATER QUALITY DISTRIBUTION TECHNICIAN;
WATER QUALITY TECHNICIAN

ADMINISTRATIVE TECHNICIAN
FIELD CUSTOMER SERVICE REPRESENTATIVE Il
N/A

UTILITY WORKER Il
WATER QUALITY DISTRIBUTION TECHNICIAN;
WATER QUALITY TECHNICIAN

CUSTOMER SERVICE REPRESENTATIVE Il
ENGINEERING TECHNICIAN |
FACILITIES MAINTENANCE TECHNICIAN Il

ACCOUNTING TECHNICIAN 11
WAREHOUSE TECHNICIAN; PURCHASING
TECHNICIAN

SAFETY SPECIALIST

FIELD CUSTOMER SERVICE REPRESENTATIVE |
UTILITY WORKER |

ACCOUNTING TECHNICIAN |

CUSTOMER SERVICE REPRESENTATIVE |

FACILITIES MAINTENANCE TECHNICIAN |
OFFICE ASSISTANT II; ADMINISTRATIVE
ASSISTANT

OFFICE ASSISTANT |

PURCHASING COORDINATOR
GIS TECHNICIAN |

SENIOR ACCOUNTING TECHNICIAN
WATER QUALITY TECHNICIAN Il (NEW CLASS
SERIES)

ADMINISTRATIVE TECHNICIAN
FIELD SERVICES WORKER Il
SAFETY SPECIALIST Il (NEW CLASS SERIES)

UTILITY WORKER II
WATER QUALITY TECHNICIAN | (NEW CLASS
SERIES)

CUSTOMER SERVICE REPRESENTATIVE Il
ENGINEERING TECHNICIAN |
FACILITIES MAINTENANCE TECHNICIAN I
ACCOUNTING TECHNICIAN Il

WAREHOUSE/PURCHASING TECHNICIAN (NEW)
SAFETY SPECIALIST | (NEW CLASS SERIES)

FIELD SERVICES WORKER |

UTILITY WORKER |

ACCOUNTING TECHNICIAN |

CUSTOMER SERVICE REPRESENTATIVE |
FACILITIES MAINTENANCE TECHNICIAN |

OFFICE ASSISTANT II
OFFICE ASSISTANT |

*Important: the proposed classification titles in BOLD represent either a recommended title change, a
new classification or a new classification series. The placement of SCV Water classifications listed on the
proposed classification plan may move up or down to align with the recommendations in the forthcoming

compensation study.
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Classification Plan Conceptual Fame work

An accurate and up-to-date classification system provides an organization with the necessary tools to
make administrative, fiscal, and human resources decisions. Accurate and current classification
specifications provide the fundamental and essential building blocks for successful administration of
recruitment, performance management, compensation, and succession planning programs. In addition to
providing the basis for human resources management and process decisions, position classification can
also effectively support systems of administrative and fiscal control. Identifying positions based on a well-
defined and orderly classification system supports organizational planning, operational efficiency and
effectiveness, budget analysis and preparation, and various other administrative functions. Classification
analysis, as applied to the positions in this study, relies upon sound principles of job evaluation. Using
these principles, a classification structure should be designed to reflect distinct differences in the levels
and types of work being performed, based on established classification factors and concepts. This section
of the report presents the conceptual framework for the methods used by CPS HR in reviewing the SCV
Water Agency’s classification structure.

The classification analysis relies
upon sound principles of job
evaluation. Using these principles,

Retain

CPS HR has developed a
classification structure for the SCV " Recruit At AC U
Water Agency that is designed to Classification
reflect distinct differences in the N System
levels and types of work being o
performed based on established y

e /.

classification factors and concepts. L A @ Reward

This section of the report presents
the conceptual framework for the methods used by CPS HR in developing a proposed classification plan
for the SCV Water Agency positions. To facilitate review, this section is organized as follows:

B Classification Methodology

B General Guidelines and Definitions
B Nature of the Work
B Classification Job Family Levels
CPS HR === CONSULTING Page [10
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Classification Methodology

CPS HR used a variety of different classification methodologies and processes to gather and analyze
information during this classification study. The first step in the classification study process was to review
the SCV Water Agency’s background materials for the consultants to become more familiar with the
organizational structure and culture. Documents reviewed included: classification specifications, salary
schedules, and organizational charts. These background materials were critical to providing the
framework for understanding the subsequent information to be collected. CPS HR utilized both the PDQ
and feedback obtained from the individual, group, and supervisor interviews to gain classification
information, become familiar with the current organizational/classification structure, and to recommend
appropriate allocations.

Position Description Questionnaire (PDQ)

To evaluate each individual position, CPS HR developed a PDQ designed to gather comprehensive
information about each position including information on essential job functions, budgetary
responsibility, supervision given and received, decision-making responsibility, knowledge, skills, and
abilities, work environment, physical demands, minimum job requirements, and job-specific requirements
such as licenses or certifications. CPS HR shared a draft sample of the PDQ with the SCV Water Agency for
review before the distribution of the PDQ to employees.

The PDQ form, including instructions for completion, was provided to the SCV Water Agency for
distribution to all the study incumbents in October 2019. A copy of the PDQ used for this study is provided
in (Exhibit D).

All SCV Water Agency employees were invited to participate in the PDQ process. In completing the PDQ,
employees were instructed to provide information based on their current job responsibilities. They were
advised that a group PDQ could be submitted if all employees in the group performed essentially the same
duties and reported to the same supervisor. Upon completion of their portion of the PDQ, employees
were instructed to submit the document to their supervisor for review and comment. To maintain the
integrity of the classification process, the Supervisor and department Manager reviewed and signed their
section of the PDQ to affirm that all pertinent information was correctly captured and also to validate the
information provided by employees. The Supervisor and department Manager sections provided the
option for comments on any information provided by the employee within the PDQ. However, they were
advised not to edit or delete any of the PDQ content submitted by employees. Department Manager’s
then submitted the completed PDQs to Human Resources. Human Resources then provided the
completed PDQs to CPS HR for review. CPS HR also requested that a PDQ be completed for any vacant
positions that SCV Water wished to include in the study.

Upon receipt, CPS HR thoroughly reviewed each PDQ to analyze the scope and level of duties,
responsibilities, and related job attributes assigned to each position and compared them to the
classification specifications. This review allowed CPS HR to identify positions in which employees might
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be working out of class or positions requiring employee and/or supervisor interviews in order to obtain

additional information. Although all SCV Water Agency employees were invited to participate in the PDQ
process, not all employees completed a PDQ for their current position.

Classification Interviews

The purpose of the interviews was to assist CPS HR in gathering additional information about the job
duties and responsibilities associated with each position and to provide the incumbents an opportunity
to explain any comments made on the PDQ that were unclear or inconsistent with the current class of the
position. Interviews were also scheduled with all of the supervisors to confirm and/or clarify their
perspective on various positions.

Interviews were conducted by CPS HR consultants during February 11-13, 2020, at the SCV Water Agency;
the duration of each interview was about 30 to 45 minutes. A few additional and follow-up interviews
were conducted via phone with employees and supervisors in late February 2020. The information
gathered from incumbent’s interview consisted of the examples of job duties and responsibilities, the
sequencing of job tasks, job requirements, and the circumstances in which the incumbent interacts with
coworkers, external contractors, and the public. The interviews were also used to clarify any comments
the incumbent provided on the PDQ.

Supervisors and/or executive level staff were also interviewed to clarify information the employees
provided on the PDQ and also to provide feedback on current classification specifications, the existing
classification plan, and the classification structure concepts for each department.

CPS HR did attempt to accommodate all employees who requested to participate in the interview process
either by an in-person or telephone interview.

Classification Data Analysis

The information provided through the PDQs and interviews was utilized to determine the degree to which
SCV Water Agency’s current class specifications describe the actual work being performed by the
incumbents. The information was also used to develop revised draft classification specifications and to
allocate positions based on a proposed classification structure properly. CPS HR also used the information
to identify broad job families as appropriate.

Appeals

CPS HR was not contracted to conduct a comprehensive appeal process to review employee or supervisor
suggestions for changes to proposed titles and classification specifications. The SCV Water Agency will
need to address incumbents who wish to carry their appeal further, relying on applicable SCV Water
Agency policies and practices regarding appeals.
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General Guidelne s and De finitio ns

Standard Classification Factors

In order to develop classification/allocation recommendations, each position is first analyzed based on
the nature of work performed. The nature of work refers to the occupation, profession, or subject matter
field in which each position falls. Positions that perform work of similar nature are considered to be in the
same “job family.” Within each job family, the level of the position is then determined by evaluating it
against the following factors:

B Decision-Making - This consists of the decision-making responsibility and degree of independence
or latitude that is inherent in the position, and the impact of the decisions.

B Scope and Complexity - This defines the breadth and difficulty of the assigned function or
program responsibility inherent in the classification.

B Impact - This factor considers the impact on the organization, including accountability and the
likelihood/consequence of error.

B Contact with Others required by the Job - This measures the types of contacts, and the purpose
of the contacts.

B Supervision Received and Exercised - This describes the level of supervision received from others
and the nature of supervision provided to other workers. It relates to the independence of action
inherent in a position.

B Knowledge, Skills, and Abilities - This defines the knowledge, skills, and abilities necessary to
perform assigned responsibilities.

B Minimum Qualifications - These factors define the minimum requirements to qualify for the
position, including the training, education, experience, licenses, certificates, bilingual
requirements, physical demands, mental exertion, and other factors necessary to perform the
assigned responsibilities.

B Working Conditions - These factors identify a hazardous, dangerous, or unpleasant environment,
and notes any adverse conditions.

These factors were carefully and consistently applied during the analysis of each position included in the
scope of the study. Not all factors will be as pertinent to all positions, and each factor is analyzed in
accordance with the importance of that particular factor to the kind of job studied.

Whole-Job Analysis

For the purposes of this study, CPS HR used a whole-job analysis approach. This approach compares jobs
with one another on the basis of an overall evaluation of difficulty or performance. The entire position,
including the skills required, the decision-making authority, the scope, the magnitude of work, and the
accountability for results, is compared as a whole to other positions.

Broad and Narrow Classifications

It is easy to determine that several positions belong to the same class when the duties are identical.
However, in practice, the duties and responsibilities of positions need not be identical in order to be
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placed in a common classification. Classification plans generally establish classifications based on a

determination of “sufficient similarity”. However, within an individual organization, sufficient similarity
can be interpreted to coincide with the goals and philosophy of the organization. For example, a broad
interpretation recognizes positions that share a core set of classification factors but accepts substantial
variation between positions resulting in varied assignments within each broad classification. In contrast,
a narrow interpretation might create separate narrow classifications to address such variations.

Point in Time Analysis

A classification study primarily captures the essential nature of positions at a single point in time.
Therefore, recommendations cannot be based upon all possible future changes, particularly in a rapidly
changing environment where organizational needs, technologies, and skill requirements are continuously
evolving. CPS HR has, to the extent possible, designed a classification structure in line with the SCV Water
Agency’s current workforce, recognizing that other additions or deletions from the plan may take place
in the future. Overall, the proposed classification structure, the levels of work, and the functional areas
identified should provide a strong foundation for the SCV Water Agency’s future classification needs.

Preponderant Duties

Classification studies often find that positions are assigned a wide range of duties and that incumbents
have various levels of responsibility at any one time. Therefore, the positions must be analyzed based on
their preponderant duties. Preponderance is a measure of importance, and the most preponderant duties
of a position are those that support the primary purpose of the position. Sometimes, the most time-
consuming duties of a position are preponderant; however, consideration must sometimes be given to
the responsibility and complexity of certain duties that do not occupy the majority of the incumbent’s
time. Overall, the determination of preponderance is a judgment call based on a consistent set of factors.

Level and Not Volume of Work

Position classification reflects the level of work performed by an employee and is generally independent
of volume. For example, if one employee processes double the work of another, yet the percentages of
time spent on those tasks and other duties are comparable, a single classification should be appropriate
for both positions. In fact, study questionnaires do not ask for, and the consultants do not consider the
relative productivity of employees when evaluating positions. Likewise, classifications are not
distinguished by the amount of time spent by incumbents on tasks or the volume of work assigned to
positions, since problems of the excessive workload are properly solved by redistributing work or adding
employees and not by creating new classifications.

Classification of the Position, Not the Employee

A classification study process classifies positions, not individual employees. Position classifications should
be consistent regardless of who holds the position. Furthermore, classification does not consider the
capabilities of individual employees or the efficiency and effectiveness of an incumbent. It is not a
measure of how well an individual employee performs but of the actual duties assigned to the employee.
Thus, classification is not a tool to reward individual achievement, nor should classifications be created
simply to reward length of service.
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Position versus Classification
Position and classification are two words that are often thought of as interchangeable, but they, in fact,
have very different meanings. In a classification plan, a position is an assigned group of duties and
responsibilities performed by one person. Sometimes the word “job” is appropriately used in the place of
position.

In contrast, a classification may contain one position, or may consist of a number of positions. When there
are several positions assigned to one classification, it means that the same title is appropriate for each
position because the scope, level, duties, and responsibilities of each position assigned to the classification
are sufficiently similar (but not necessarily identical). Classification is a process by which positions or jobs
of a common nature with similar duties and responsibilities are grouped together for the purposes of
assignment to an appropriate salary pay range.

Classification versus Allocation

Classification is the process of identifying and describing the various kinds of work in an organization and
grouping similar positions together based on job family, classification series, and classification distinctions.
Allocation is more specifically tied to the placement and/or budgeting of positions within an organization.
Thus, agencies may allocate a position within an organization based on the results of the classification
analysis for that position.

Nature ofthe Work

The overall nature of the work being performed provides the basis for establishing job families and also
helps group positions according to their overall functions and responsibilities. Classifications in a job family
usually have similarities in their employment requirements that may support career progression.
However, classes in the same job family may still require different levels of education, experience, skill,
effort, or responsibility. These categories are described as follows:

B “Clerical/Administrative” classifications are responsible for department, office, and/or
secretarial support work such as document production/processing, filing, reception, calendar
maintenance, scheduling, and data entry. Typically, incumbents use a basic knowledge of office
procedures, combined with basic reading, writing, and arithmetic skills.

B “Technical” classifications describe work that requires specialized skills, knowledge, and abilities
typically acquired through practical experience. Positions at the technician level can require
incumbents to have completed college-level coursework/training or possession of technical
certification.

B “Professional” classifications typically describe work that is analytical in nature, requiring
incumbents to possess sufficient knowledge and skill to analyze problems, evaluate and identify
alternatives, and recommend or implement actions and solutions. Positions at the professional-
level typically require incumbents to have a degree in a related field.
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Classification Job Family Ievels

Within any organization, the use of class titles and levels should be based on the specific needs of the
organization. At the same time, certain standardized titling and leveling conventions are commonly used
when establishing classification plans. By themselves, titles do not define positions. However, the use of
consistent titling conventions can help an organization establish a consistent classification framework.
When used properly, class titles can provide a quick visual tool for identifying class type and level.
Therefore, titles can be one of the most sensitive issues within an organization as they are sometimes
perceived as a reflection of importance. Thus, employees are often very interested in what their job titles
will be.

Within each classification series, there may be a classification at every level or only at selected levels. The
levels within a job family reflect the organization and should be tailored to that organization’s needs and
priorities. In some classification series, there is no need for functions to be performed below the journey
level; therefore, there would be no entry-level classification in that particular series. Furthermore, it is
important to note that while two given job families may both contain similar classification levels, the levels
will be evaluated individually for compensation purposes because they may require different levels of
expertise, may perform duties of varying complexity, or the market may simply value them differently.

The categories recommended are described as follows:

B Entry-level classifications are designed to provide an on-the-job training opportunity to an
employee who has limited or no directly related work experience and is not yet performing the
full range of work assigned to the journey-level class. In some cases, positions which are limited
in scope and/or require performing more basic duties may be permanently allocated to the entry-
level.

B Journey-level classifications recognize positions that perform the full range of tasks typically
assigned to positions in the job family. A journey-level position requires incumbents to be fully
competent in performing assigned duties independently.

B Senior/Advanced journey-level classifications describe positions with specialized and/or
advanced duties beyond the journey level of the series. Incumbents may also serve as a lead.
May oversee the work of a small organizational unit.

B Coordinator-level-classifications whose duties require interacting with multiple internal and/or
external units or individuals to meet organization work requirements and objectives.
Classifications require sufficient job content knowledge in the functional area to ensure
organization standards are met. Coordinators typically do not supervise full-time staff but may
supervise student workers. Coordinators have a program responsibility requiring considerable
independence of action. This level classification also requires interpersonal and human relations
skills necessary to accomplish work by obtaining the cooperation of others to meet assigned
program goals and objectives.

B Supervisor-level classifications describe full, first-line supervisory positions that plan, assign,
supervise, and formally review the work of subordinates; assist in program development and
management; impose discipline; develop and implement performance improvement plans and
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assume responsibility for a variety of personnel actions in such areas as performance evaluation,

training, selection, transfers, approval of leave, and recommending disciplinary measures.
Supervisors may also assist in budget development and administration. Most “working”
supervisors also spend a substantial portion of their time performing the more difficult and
complex work of the section or unit.

B Manager-level classifications describe positions who are responsible for planning, organizing,
managing, and implementing assigned programs and activities of a major unit or division within a
department. Incumbents typically have subordinate staff. Managers have oversight of critical and
complex strategic initiatives and are also responsible for the strategic planning and budget
oversight for assigned functions and/or operations for a department.

B Director-level classifications are accountable for all resources and activities, long- and short-term
service results and integration of functional responsibilities within a major functional department
and with other SCV Water Agency departments to achieve optimal efficiency and effectiveness.
Directors have full responsibility for staffing, management and strategic planning of all
department activities and projects, as well as, working with other departments to forecast, plan
for, and coordinate services to be provided.

Classleveland Ttling Conventions

Within any organization, the use of class titles and levels should be based on the specific needs of the
organization. At the same time, certain standardized titling and leveling conventions are commonly used
when establishing classification plans. A class series may be established when two or more classes are
related to each other in a linear or other fashion. Typically, classes are placed in a series when the work
performed in the classification is similar in nature but not in level, and when the work performed at the
lower level class helps develop the knowledge, skills and abilities to perform work at the higher level.

By themselves, titles do not define positions. However, the use of consistent titling conventions can help
an organization establish a consistent classification framework. When used properly, class titles can
provide a quick visual tool for identifying the class type and level. Therefore, titles can be one of the most
sensitive issues within the organization as they are sometimes perceived as a reflection of importance.
Thus, employees are often very interested in what their job titles will be. Ideally, job titles should reflect
the nature of the work being performed. Some examples include the following:

B Assistant — is commonly used in job titles to designate positions that perform routine facilities,
or administrative tasks. This is an entry-level position requiring the application of basic theory
and principles in a professional discipline to complete standard work assignments or projects.

n”

Incumbents focus on identifying “what,” needs to be done as well as “when,” “where,” and “how”

to do it. Positions support an assigned function, office, or department.

®  For the SCV Water Agency classification study project, the Office Assistant | is one
example of a classification for the entry-level Assistant position.
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B Technician—A journey-level, technical position that requires the application of policies, methods,
practices and procedures, knowledge of which are gained through experience and often
supplemented by relevant technical or vocational training and course work. The title can be used
in a class title to identify skilled trade classes or those with a technology emphasis. However, in
administrative settings, the term “technician” also is used for classes where incumbents are
expected to interpret and apply specialized laws and regulations in order to decide an
appropriate course of action. Duties frequently require an incumbent to apply their knowledge
of broad principles to specific situations, including those which are new or unfamiliar, while using
a moderate amount of independent judgment and initiative to do the task.

B For the SCV Water Agency classification study project, CPS HR recommends using the
word Technician in the title of classes that meet the above criteria. Some Technician
classes exist in series (e.g. GIS Technician | & GIS Technician Il).

B Specialist — is a broad term that can apply to multiple types of jobs and various levels within a
job family. By itself, it is not a leveling term. However, within a job family or class series, it may
be an appropriate term to describe an advanced or specialized level within the family/series.

®  Forthe SCV Water Agency classification study project, the Water Quality Specialist is one
example of a classification for Specialist.

B Analyst — is a title used for professional-level classes where the preponderant duties involve
breaking down a complex problem into various components; conducting research to understand
how the components interact with and impact each other and how each component affects the
problem; using the information gained to develop a recommendation on how to solve the
problem; and preparing a comprehensive report that describes the proposed solution to the
problem and explains how that conclusion was reached. Analyst classes typically have a
bachelor’s degree requirement.

®  For the SCV Water Agency classification study project, the Financial Analyst is one
example of a classification for Analyst.

B Coordinator —is also a broad term that is occasionally used when “coordination” of a program or
function is the preponderant assignment of the class. Coordinator classes typically have a
preferred education equivalent to at least a bachelor’s degree.

B For the SCV Water Agency classification study project, the Emergency Preparedness &
Safety Coordinator is an example of a Coordinator level position.

Ultimately, the degree to which SCV Water Agency actively facilitates employee career progression may
have the most significant impact on employee professional growth. Employer-paid training, educational
reimbursement, and educational incentives provide proactive and effective ways of encouraging
employees to improve their education and skills.
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As with class titles, class level definitions typically follow standard conventions. Position classification is a

dynamic process since the plan itself and the class specifications must continually respond to the changing
needs of the organization. Thus, regular, and periodic review of the plan is needed to ensure that it
accurately reflects changes in the SCV Water Agency’s organizational goals, organizational structure,
policy, size, and leadership styles. The plan must also respond to changes in technology, programs, legal
requirements, and characteristics of the workforce.

Once established, the classification plan must be utilized consistently to serve its purpose as a
management tool. If employment decisions are not consistent with the plan, then either the plan or the
decisions must be amended to be consistent with each other.

Classification Series — A classification series is a set of two or more classes within a job family that are
closely related in terms of work performed and distinguished primarily by the level of responsibility, scope
of duties and the level of independence with which the duties are performed. Within a classification series,
it is possible to distinguish general categories or levels based upon factors such as the scope of
responsibility assumed, the training and experience required to perform assigned duties, and the nature
of supervision received and exercised. Also, consistent titling designations (e.g., |, Il, Senior) are generally
used to clearly define the applicable class level. By definition, a classification series consists of more than
one classification.

Career Ladders — The career ladders proposed for SCV Water Agency are designed to identify gaps and
facilitate opportunities for employees to progress to a higher level of job responsibility.

The degree to which the SCV Water Agency should proactively incorporate career ladders into its
classification plan should be based on three primary preconditions: 1) the SCV Water Agency must have a
genuine business need for higher-level work; 2) employees must be both interested in the higher level
work and willing to develop their ability to perform it successfully; and 3) the SCV Water Agency must
consider it preferable to retain employees rather than bring in new people who have gained experience
elsewhere.
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See below is an example of the career ladder for incumbents in the Administrative career path. Please

note, some of the classifications listed in the Administrative career ladder were existing classifications and
some are new proposed classifications.

Administrative

Senior Management Analyst I

Management Analystll I

Management Analyst| I

Senior Adminstrative Technician I

Adminstrative Technician I

Office Assistant |l |

e el o L L L L

Officer Assistant | |

Classification Outcomes, Analysis and
Recommended Classific ations

The recommended classification structure supports the current needs of the organization, and includes
changing the classification concepts as needed, providing appropriate and consistent titles which
represent the body of work/function. The proposed structure:

®  Consolidates classifications where the duties and responsibilities of the work assigned are
sufficiently similar in scope and complexity;

®  Provides clearer distinctions among the different classifications and supports classifications within
program series are then assessed based on nature of the work;

B Creates new classifications where the duties and responsibilities are sufficiently unique in scope
and complexity;

®  Provides more defined distinctions among the different classifications.

Not all areas will have all the recommended class titles/levels. Additional levels (e.g., |, Il) are added to
represent the complexity of the work function. CPS HR did not arbitrarily add additional levels to each job
family or series, only if an additional level was deemed appropriate. As programs are added or changed,
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positions may be added or changed to maintain consistency and to support SCV Water Agency initiatives.

CPS HR made recommendations for a change in title for 43 current classifications, recommended 6 current
classifications be eliminated and 15 current classifications be combined to support the proposed career
ladders.

There are four primary outputs of the classification study including:

1) The Allocation Structure (Exhibit A) illustrates the recommended allocation structure for SCV
Water Agency. See pages #28-51

2) The Individual Allocation list (Exhibit B) illustrates the recommended individual classifications for
all SCV Water Agency employees and the CPS HR allocation rationale. See pages #52-111

3) Revised/new Classification Specifications (Exhibit C) represent the most current duties,
responsibilities and requirements assigned to the incumbents. See page #112

4) FLSA analysis/recommendations. (Exhibit E) See pages #127-180
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FISA Status Review

As part of the classification study, CPS HR reviewed and audited existing classifications to ensure the
correct FLSA designation has been allocated. In addition to FLSA overtime exemption tests that were
conducted for all classification specifications, the PDQ forms and current classification specifications were
reviewed and analyzed.

Background

The United States Congress enacted the Fair Labor Standards Act (FLSA) in 1938 to eliminate labor
conditions injurious to the health and efficiency of workers, as well as unfair methods of competition
based on such conditions. The act contains provisions that cover minimum wage, child labor, equal pay,
and several other employment practices. Pertinent to this study, the FLSA contains language that requires
employers to pay overtime to an employee at the rate of one and one-half the employee’s regular rate of
pay for all hours worked over designated weekly unless employee qualifies for an exemption. This
overtime pay requirement cannot be waived by agreement between the employer and employee,
although the employer can choose to pay overtime to an employee even though the employee qualifies
for exemption under the law.

The most common overtime exemptions are Executive, Professional, Administrative, and Computer
Professional. For Professional, Administrative, and Executive exemptions, employees must be paid on a
salary basis and must regularly exercise discretion and independent judgment with respect to matters of
significance. This is key to the determination of exempt status, as even very highly paid salaried positions
may be overtime eligible if they do not exercise sufficient independent judgment and discretion.

The definition of the exercise of discretion and independent judgment involves the comparison and the
evaluation of possible courses of conduct and action and deciding after the various possibilities have been
considered. These terms imply that the employee has the authority to make an independent
choice/decision that is free from immediate direction or supervision. Factors to consider include, but are
not limited to: whether the employee has authority to formulate, affect, interpret, or implement
management policies or operating practices; whether the employee carries out major assignments in
conducting the operations of the business; whether the employee performs work that affects business
operations to a substantial degree; whether the employee has authority to commit the employer in
matters that have significant financial impact; and whether the employee has authority to waive or
deviate from established policies and procedures without prior approval, and other factors set forth in
the regulation. The exercise of discretion and independent judgment must be more than the use of skill
in applying well-established techniques, procedures, or specific standards described in manuals or other
sources.

The term “matters of significance” refers to the level of importance or consequence of the work
performed. An employee does not exercise discretion and independent judgment with respect to matters
of significance merely because the employer will experience financial losses if the employee fails to
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perform the job properly. Similarly, an employee who operates very expensive equipment does not

exercise discretion and independent judgment with respect to matters of significance merely because
improper performance of the employee’s duties may cause serious financial loss to the employer.

FLSA changes: January 1, 2020

The Fair Labor Standards Act (FLSA) establishes wage and hour regulations for employers. The Department
of Labor (DOL)’'s Wage and Hour Division (WHD) administers FLSA regulations and recently released the
final in rule increasing the salary threshold for the executive, administrative and professional exemptions
from overtime payment under the Fair Labor Standards Act. Effective January 1, 2020, the new federal
rule increases the threshold to $35,568/annually, or S684 per week. The new rule raises the total annual
compensation level for “highly compensated employees” from $100,000 to $107,432 per year. No
changes were made to the duties test.

FLSA Impact of California Employers

There are a number of differences between the California labor code/wage orders and the federal Fair
Labor Standards Act (FLSA) when determining which employees are exempt from overtime pay
requirements. The increases to the salary levels for exempt status under the FLSA do not directly impact
California employees because California has its own laws requiring a higher minimum salary to qualify for
exempt status. Employers with California employees have to comply with the higher California salary
thresholds for their California employees. As a reminder, the current minimum annual salary for most
exempt managerial, administrative, and professional employees in California is $54,080 ($49,920 for
employers with 25 or fewer employees). There are also unique California requirements for certain
computer professionals. In California, for example, the salary threshold for the executive, administrative
and professional exemptions is double the state minimum wage. So, when the minimum wage goes up
statewide, so does the exempt salary threshold.

To qualify for the administrative employee exemption, all of the following tests must be met:

®  The employee’s primary duty must be the performance of office or non-manual work directly
related to the management or general business operations of the employer or the employer’s
customers; and

®  The employee’s primary duty includes the exercise of discretion and independent judgment with
respect to matters of significance. Under the FLSA, "primary duty" means "the principal, main,
major or most important duty that the employee performs. While the FLSA does not specify how
much time must be spent on such duties, California law states that "primarily engaged" means
employees must spend more than half of their work time on such duties.
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To qualify for the executive employee exemption, all of the following tests must be met:

®  The employee’s primary duty must be managing the enterprise, or managing a customarily
recognized department or subdivision of the enterprise;

®  The employee must customarily and regularly direct the work of at least two or more other full-
time employees or their equivalent; and

®  The employee must have the authority to hire or fire other employees, or the employee’s
suggestions and recommendations as to the hiring, firing, advancement, promotion, or any other
change of status of other employees must be given consideration.

To qualify for the professional employee exemption, all of the following tests must be met:

®  The employee’s primary duty must be the performance of work requiring advanced knowledge,
defined as work which is predominantly intellectual in character and which includes work
requiring the consistent exercise of discretion and judgment;

®  The advanced knowledge must be in a field of science or learning; and

®  The advanced knowledge must be customarily acquired by a prolonged course of specialized
intellectual instruction.

To qualify for the computer employee exemption, the following tests must be met:

®  The employee must be employed as a computer systems analyst, computer programmer,
software engineer, or other similarly skilled worker in the computer field performing the duties
described below; and

®  The employee’s primary duty must consist of:

o The application of systems analysis techniques and procedures, including consulting with
users, to determine hardware, software, or system functional specifications;

o The design, development, documentation, analysis, creation, testing, or modification of
computer systems or programs, including prototypes, based on and related to user or
system design specifications; The design, documentation, testing, creation, or
modification of computer programs related to machine operating systems; or

o A combination of the duties as mentioned above, the performance of which requires the
same level of skills.

CPS consultants evaluated the SCV Water Agency classifications to determine if the current exempt/non-
exempt assigned to each classification is consistent with the FLSA criteria described above.

To conduct the FLSA review, the CPS HR consultants reviewed the proposed classification specifications,
the SCV Water Agency’s salary schedule, and the incumbents’ Position Description Questionnaires (PDQs).
The specific portions of the PDQs that were evaluated were: the essential functions and associated ratings,
including any essential functions added by the incumbent; the supervision that was given to the
incumbent and the amount of supervision the incumbent gave to others; and the various levels of
authority associated with the position. Incumbents needed to have a salary of $54,080 ($1,081.60 before
tax per week) or higher to qualify as exempt under the FLSA guidelines.
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FLSA Analysis and Recommendations

The final analysis of SCV Water Agency classifications, definitions of exemptions tests and supporting
documentation can be found in (Exhibit E). CPS HR consulting team identified nine (9) incumbents that
either were recommended for changing their FLSA designation, or found to be in need of additional
review, analysis, and possible revisions. Our comprehensive FLSA review revealed that the SCV Water
Agency should consider implementing the following CPS HR recommendations for the following
classifications:

®  Administrative Analyst (Incumbent #1008) This incumbent’s position is currently classified as
exempt however, the current duties performed by this employee defines her role as non-exempt.
Per the PDQ, this incumbent does not meet any exemptions tests from FLSA overtime provisions.
The incumbent is recommended to be retitled to a Senior Administrative Technician. The
incumbent performs duties primarily involved in reviewing plans to determine facility capacity
fees based on an established schedule. The incumbent is leading and providing work direction to
two Admin Techs. The work being performed is technical, but not analytical. CPS HR recommends
classifying this incumbent as non-exempt. See Exhibit E page #132

B Assistant Customer Service Manager (Incumbent #1019) This incumbent’s position is currently
classified as exempt. Per the PDQ and class specification, this incumbent does not meet any
exemptions tests from FLSA overtime provisions. CPS HR has recommended this class be retitled
to a Senior Customer Service Representative. CPS HR recommends classifying this incumbent as
non-exempt. See Exhibit E page #135

®  Board Secretary (Incumbent #1125) This incumbent’s position is currently classified as non-
exempt. This classification does meet the California State FLSA salary threshold for exemption.
The incumbent provides highly responsible and confidential executive assistant duties to support
the Board of Directors, General Manager, and a variety of agency committees. CPS HR is
recommending this incumbent be retitled to a Board Secretary/Executive Assistant. Based on the
actual work performed by the incumbent, CPS HR recommends keeping this job exempt from FLSA
overtime provisions under the Administrative category. See Exhibit E page #137

®  GIS/CAD Technician I (Incumbent #1075 ) This incumbent’s position is currently classified as non-
exempt. Per the incumbent and Director, the work currently being performed involves a wide
range of analytical, complex and technical GIS functions. Duties are predominantly intellectual
and require the consistent exercise of discretion and judgment. CPS HR recommends a title
change to GIS Analyst. CPS HR recommends this position be exempt from FLSA overtime
provisions under the Professional category. See Exhibit E page #150

®  GIS/CAD Technician Il (Incumbent #1076 & #1077) These two (2) incumbent’s positions are
currently classified as non-exempt. Per the incumbents and Director, the work currently being
performed involves a wide range of analytical, complex and technical GIS functions. Duties are
predominantly intellectual and require the consistent exercise of discretion and judgment. CPS
HR recommends a title change to GIS Analyst for both incumbents. CPS HR recommends this
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position be exempt from FLSA overtime provisions under the Professional category. See Exhibit E

pages #150 & #151

B Senior IT Technician (Incumbent #1135) This incumbent’s position is currently classified as non-
exempt. This classification does meet the California State FLSA salary threshold for exemption.
Per the PDQ, the incumbent oversees and implements highly technical information technology
functions including database management, applications support and development. CPS HR is
recommending this incumbent be retitled to an Information Technology Specialist. CPS HR
recommends this be position exempt from FLSA overtime provisions under the Professional-
Computer category. See Exhibit E page #167

B Senior IT Technician (Incumbent #1134) This incumbent’s position is currently classified as non-
exempt. This classification does meet the California State FLSA salary threshold for exemption.
Per the PDQ and interview, the incumbent plans, organizes, supervises and evaluates the work
of assigned IT staff. CPS HR is recommending this incumbent be retitled to an Information

Technology Supervisor. CPS HR recommends this position be exempt from FLSA overtime
provisions under the Professional category. See Exhibit E page #167

B Water Utility Foreman (Incumbent #1203) This incumbent’s position is currently classified as non-
exempt. This classification does meet the California State FLSA salary threshold for exemption.
Per the PDQ, the incumbent plans, organizes, and supervises the work of assigned staff
performing skilled and manual duties related to reading meters, recording water consumption
and maintaining/repairing water meter equipment. CPS HR is recommending this incumbent be
retitled to a Field Services Supervisor. CPS HR recommends keeping this position exempt from
FLSA overtime provisions. See Exhibit E page #180
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Next Steps

This report contains recommendations that the SCV Water Agency can use to further improve its
classification system. The above sections of this final report provide information concerning the scope of
the project, the methodology used, classification structure recommendations and individual employee
allocation recommendations. CPS HR Consulting is pleased to provide this classification study report to
the SCV Water Agency for review and comment. We welcome feedback from the SCV Water Agency.

Should you require any further information or have questions and comments concerning this classification
study report, please do not hesitate to contact Suzanne Ansari, Project Manager/Senior HR Consultant at
657.204.4008 or via email at sansari@cpshr.us.
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Exhibit A- Alloc ation Struc ture
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Santa Clarita Valley Water Agency
Final Classification Study Report

EXHIBITC-Revised Classification Specific ations

Due to size of the file, the revised classification specifications were uploaded to the Microsoft Teams
Collaboration site as separate documents on June 15, 2020.
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Santa Clarita Valley Water Agency
Final Classification Study Report

EXHIBIT D- Position De scription Que stionna ire
(PDQ)
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Santa Clarita Valley Water Agency
Final Classification Study Report

SCV

SCV Water and CPS HR Consulting
WATER

POSITION DESCRIPTION QUESTIONNAIRE (PDQ)

The Position Description Questionnaire (PDQ) is designed to obtain information about your position for classification
purposes. The goal of the PDQ is to capture a current and accurate understanding of the work you perform. The
information you provide will be used when making classification recommendations and to ensure compliance with federal
and state laws.

Instructions

Please complete and save the PDQ as Classification_LastName-FirstName_Agency_PDQ.doc (example: Accountant_Smith-
John_5CV Water_PDQ).

It is important to answer all the questions on the PDQ, so a complete and accurate description of your position is available.

If you have a copy of your Position Description, please attach it with any needed changes highlighted to reflect your current
position (e.g., added tasks and essential functions, deletion or edits of inaccurate information). Your job description can
be found online at yourscvwater.org, under Careers, Classifications, Classification Specifications. Here is the link:
https://www.governmentjobs.com/careers/scvwater/classspecs

You may attach additional supporting information such as organizational charts, job flyers, etc. with your PDQ, We ask
that you please save supporting documents with the following file naming convention: Classification_LastName-
FirstName_Agency_Supporting.doc.

The PDQ should not take more than two to three hours to complete and should be forwarded to Human Resources by
Friday, October 18, 2019. You may e-mail your completed document to JoAnna Brison, jbrison@scvwa.org. |f you have
any questions about the PDQ, please contact the Human Resources Office at ext, 214 or ext, 150. We appreciate your
participation in this process.
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Santa Clarita Valley Water Agency
Final Classification Study Report

y SCV

SCV Water and CPS HR Consulting
WATER

POSITION DESCRIPTION QUESTIONNAIRE (PDQ)

1. BACKGROUND INFORMATION

Name | Class Title

Organization, Department, & Location

Work Schedule Total Hours Per Is iti litime Part-
9/80 5/80 7/12 otal Hours Pe| _the position Fu Itm (FT), Part
Circle One Day time (PT), or Intermittent (1)
Apprommat_e Ieng_th of time in present position Vears Mes:
SCV Water including legacy agency/predecessor
Last previous position within the organization (if applicable)
SCV Water including legacy agency/predecessor
Work Email Address & Phone Number
Supervisor Name & Title
Does your current class title accurately describe your position? Yes No
Does your current classification specification accurately describe your duties? Yes No

If you responded “no” for either of the previous 2 questions, please summarize your concerns. Discuss any changes in the scope of
work (e.g., what new duties are you performing or old duties that you are no longer performing).

Do you wish to request an interview with the consultants? (Note: interviews are scheduled Yes No
based on consultant discretion and checking this box does not guarantee that you will be
interviewed)

2. JOB SUMMARY

Please summarize the major purpose of your job:
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Santa Clarita Valley Water Agency
Final Classification Study Report

SCV

SCV Water and CPS HR Consulting
WATER

POSITION DESCRIPTION QUESTIONNAIRE (PDQ)

3. SPECIFIC DUTIES AND RESPONSIBILITIES

Describe the regular duties and work that you perform. In the columns to the right, rate the importance, frequency of the tasks, and
percentage (%) of time spent using the rating scales provided. For percentage of time spent, please provide the percentage of time
spent on each task. The total of all task percentages should equal 100%.

# Representative Duties and Responsibilities Importance Frequency % of Time
1 | For example, the task “provide formal training to povernment agencies on risk | L] Not Important Ll Less than Once
assessment, internal controls and interpretation of contract language to L1 Slightly Important Per Maonth

ensure compliance with federal regulations” may be very important to the [ Maderately [1 Monthly
position of a Risk Manager but may not be completed very often. Therefore, it Important L1 Weekly
could be rated "critical” for importance but “less than once a month” far [ Very Impartant 1 Daily
frequency. The % of time spent would be 5%. [ Critical
2 [ Nat Important [ Less than Once
[ Slightly Important Per Month
[ Moderately [ Maonthly
Important ] Weekly
[ Very Impartant O Daily
[ Critical
3 [ Nat Important [ Less than Once
[ slightly Important Per Manth
I Maderately [ Maonthly
Important ] Weekly
[ Very Important O Daily
[] Critical
4 [ Nat Important ] Less than Once
[ slightly Impartant Per Month
] Moderataly ] Monthly
|mpartant O weekly
[ Very Important O Daily
[] Critical
5 [_] Nat Important [} Less than Once
[ slightly Impartant Per Month
] Moderately [ Manthly
|mpartant O Weekly
[ Very Impaortant [] Daily
[] Critical
6 [L] Nat Important [} Less than Onece
L] Slightly Important Per Month
] Moderately [7] Manthly
Important O Weekly
] Very Impartant [] Daily
O Critical
7 [l Nat Important [ Less than Onee
[ Slightly Impartant Per Month
[0 Moderately [-1 Monthly
Important L] Weekly
] Very Impartant [] Daily
O Critical
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Santa Clarita Valley Water Agency
Final Classification Study Report

SCV

SCV Water and CPS HR Consulting
WATER

POSITION DESCRIPTION QUESTIONNAIRE (PDQ)

4, KNOWLEDGE, SKILLS, AND ABILITIES

List the specific areas of knowledge, skills, and abilities that a person must possess to successfully perform your job. Some of the areas
of knowledge to consider are laws, regulations, technical aspects, policies, procedures, software applications, equipment operation,
etc. Some of the areas of abilities to consider are abilities to perform certain functions, develop, repair, operate, coordinate, review,
etc. In the columns to the right, rate the importance and expected at entry of each knowledge, skill, and ability using the rating scales

provided.
4 Knowledge, Skills, and Abilities Importance Expected at
Entry
1 | For example, the "knowledge of formal training methods and pracedures (e.g., instructional [ Not Important [ Not Needed
systems design models) to train government agencies on risk assessment, internal controls, and | [ Slightly Important | [ Needed
interpretation of contract language” may be rated “very impartant” to successful job [ Moderately [ Essential
performance for a Risk Manager, and “essential” to have upon entry to the position. Important
[ Very Impartant
[ Critical
2 ] Nat Impertant ] Not Needed
[ Slightly Important | [l Needed
[ Maderately ] Essential
Important
[ Very Impartant
L] Critical
3 [l Nat Important [] Not Needed
[ slightly Important | [ Needed
] Maderataly [] Essential
Important
[ Wery Impartant
L Critical
4 [ Mot Important [ Mot Needed
[ slightly Important | [ Needed
L] Maderately L] Essential
Important
[ Very Impartant
[ Critical
5 [ Nat Important ] Mot Needed
I slightly Important | C Needed
[ Maderately ] Essential
Important
[ Very Impartant
[ Critical
6 L] Nat Important ] Mot Needed
[]slightly Important | [| Needed
] Maderately ] Essential
Important
[ Very Impartant
[ Critical
7 ] Mot Important [] Not Needed
[] Slightly Important | (] Needed
] Maderately [] Essential
Important
[] Very Impartant
[ Critical
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POSITION DESCRIPTION QUESTIONNAIRE (PDQ)

5. DECISIONS & FINANCIAL RESPONSIBILITIES

Describe the most important decision(s) you make in the course of your work.

Do you complete any budget development or budget oversight in your current position (e.g., developing or directing staff who
develop budgets, approving, authorizing expenditures, monitoring and adjusting budget)? If so, please explain the scope and level.

6. SUPERVISION

A. Supervision Received
Please select one of the following that best describes the type and amount of supervision that the position receives.

Check Here

Supervisor frequently checks job activities.

Works alone on routine or regular work assignments and checks with supervisor on non-routine assignments or
when in doubt as to the correct procedures to follow.

Receives occasional supervision while working toward a definite objective that requires use of a wide range of
procedures. Plans and/or determines specific procedures or equipment required to meet assigned objectives and
solves non-routine problems. Refers only unusual matters to supervisor.

Works from broad paolicies and towards general objectives. Refers specific matters to superior(s) only when
interpretation or clarification of organizational policies is necessary.

Works from general directives or broadly defined missions of the organization.

B. Supervisory Responsibilities
Please mark an “X" in any box that applies to your responsibility level for supervising employees.

PROVIDE DIRECT SUPERVISION LEAD WORK OF OTHERS
Performance Appraisals Lead and Provide Work Direction
Plan/Conduct Professional Development Assign/Review/Monitor Work Assignments
Interview/Selection of Staff Provide Input During Evaluations

Personnel Action Recommendations {salary
increases/promotion/transfers/disciplinefreassignment ete.)

Persannel Action Determinations {salary

fi inline/ reassignment etc.)

) i
if gromotion/tr
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WATER

POSITION DESCRIPTION QUESTIONNAIRE (PDQ)

C. What type of supervision/lead is provided? Please select all of the supervisory/lead duties performed, the level of
authority, and indicate whether the activity is performed for employees, non-employees (e.g. contractors), or both.

With Prior On Own Employee or
Duty HB RSO RERQNINE el Approval Authority Non-Employee
Train others [m} O m} m}
Hire employees m} O m} O
Pl dfor schedule k for others
an and/or schedule work for others on - 0 - o
specific projects
Plan and/or schedule work for others on a
{ ] O =} m}
daily basis
Assign or delegate work to others on
specific projects O t o o
As§|gn orvdelegate work to othersona 0 o O O
daily basis
Monit k of others acifi ject
anitor w.m o _n ers an specific projects 4 0 - -
or an a daily basis
Establish rules, procedures, and/or
iR BN o o u] o
standards
Approve overtime and/or leave O E a O
Evaluate performance O O a a
Take corrective action O O a m]
Resolve complaints and/or grievances [ [1 a m]

D. Subordinates (if applicable

List employees whom you supervise directly or indirectly. Indicate number of employees in each classification and their status (full
time, part time or temporary).

DIRECTLY LEAD WORK

Employee Name & Classification Employee Name & Classification
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SCV Water and CPS HR Consulting

POSITION DESCRIPTION QUESTIONNAIRE (PDQ)

7. AUTHORITY

Check the box which most closely describes the level of discretion and independent judgment that correlates to the level
of authority assigned to the position for each listed work activity. Where there are options listed for
organization/department/division/section, please circle the level within the organization for which the authority and/or
independent judgment is exercised.

No Within on o Frequency
Work Activity Recommend Prescribed L) (Daily, Weekly,
Authaority - Autharity
Guidelines Monthly)
Determine long-term strategic planning objectives for the
organization/department/ division/section f a o ]
Determine and develop policies and procedures for the
organization/department/ division/section 0 O O O
Change/re-direct policies and procedures for the
organization/ department/division/section m| a ] a
Implement policies and procedures for the organization/
department/division/section a O ] O
Determine and develop goals and objectives for the
arganization/department/ division/section O o o g
Implement goals and objectives for the organization/
department/ division/section O O O O
Acquire resources needed to accomplish goals and objectives
for the organization/ department/ division/section O O O O
Establish and organize work priorities and processes for own
position o o o o
Establish and organize work priorities and processes for
other positions O o o
Establish operational and/or capital budget amounts for
organization/department/division/section
Annual budget amount:
Authorized expenditure level per occurrence
assigned to your position:
Manage/administer operational and/or capital budget m| O O O
amounts for organization/department/division/section
Annual budget amount:
Authorized expenditure level per occurrence
assigned to your position:

CPS HR Zgm CONSULTING Page |121

138



Santa Clarita Valley Water Agency
Final Classification Study Report

y SCV

SCV Water and CPS HR Consulting
WATER

POSITION DESCRIPTION QUESTIONNAIRE (PDQ)

8. EDUCATION, TRAINING AND EXPERIENCE REQUIREMENTS

Indicate the qualifications and requirements for successful performance which should be reguired in filling a future vacancy in your
classification. Describe what you believe is necessary for proper performance, not necessarily your own gualifications.

Education: Please mark an “X" for the level of education required upon entry to this classification.

Equivalency language that allows multiple means for meeting Minimum Qualifications

Graduation from High Schoal/

Less Th igh School Graduati
ess Than High School Graduation GED

Some College-Level Coursewark

Two Years College-Level Coursework

/Associate’s Degree Bachelor's Degree Master's or Doctorate Degree

Experience: Please mark an “X" for the level of experience required upon entry to this classification.

Less Than 1¥r | l 1-2 ¥rs } ‘ 3-4 ¥rs | | 5Yrs | | 6+/Other {please indicate # of years) ‘ |

Does the position reguire a driver’s license or commercial driver's license? If so, please specify level/type and what job tasks the
license is needed for.

Licenses, Certifications, Permits, Credentials or Specialized Training (list whether it is reguired by the organization, State or
professional standard)

Treatment & Distribution Licenses
T1-5
D1-5

9. EQUIPMENT

Indicate any equipment that is regularly used on the jab.
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POSITION DESCRIPTION QUESTIONNAIRE (PDQ)

10. ESSENTIAL FUNCTIONS - ADA

Physical, Visual & Other Functional Requirements

Please review the definitions and check box that indicates how often you perform each physical requirement listed.
Frequency: This factor considers the frequency in which the requirements are performed as part of the essential
functions of the job.

Rarely: once or twice, or never Frequently: weekly basis
Seldom: quarterly to yearly basis A few times per day: 1-4 times per day
Occasionally: monthly/bi-monthly basis Several times per day: 5+ times per day
Fe I
Activity Rarely Seldom Occasional | Frequently I VA

Times/Day | Times/Day

CLIMBING: Ascends or descends ladders,
stairs, scaffolding, ramps, poles, etc. using O O a O O O
feet and legs and/or hands and arms

STOOPING: Bends body downward and

forward by bending spine at waist o - o 0 O o
KNEELING: Bends legs at knee; comes to rest

on a knee or knees o 0 0 - 0 0
CROUCH: Bends body downward and

forward by bending leg and spine o 0 o O o o
CRAWLING: Moves about on hands and

knees ar hands and feet o . O U O 0
REACHING: Extends hand(s) and arm(s} in

any direction o 0 O O O 0
STANDING: Stands for long periods of time O 0 O m! O O
WALKING: Moves about on feet O O O O O O
SITTING: Sits for extended periods of time O 0 0 0 O 0
PUSHING: Uses upper extremities to press

against something with steady force to thrust ] O a O O m]

object forward, downward or outward
PULLING: Uses upper extremities to exert
force to draw, drag, haul or tug O [ O | = O
objects in a sustained motion

FINGER DEXTERITY: Picks, pinches, types, ar
otherwise primarily works with fingers rather a O a O O m]
than the whole hand or arm

GRASPING: Applies pressure to an object

m] O m] | O m]
with the fingers and palm
FEELING: Perceives attributes of objects,
such as size, shape, temperature, texture, by
touching with skin, particularly that of o = o = U o
fingertips
TALKING: Expresses ar exchanges ideas by O O O O O O
means of the spoken word
HEARING: Receives detailed information

m} ] m} ] O m}

through oral communication

BALANCING: Maintains body equilibrium to
prevent falling when walking, standing or a O a O O m]
crouching on narrow, slippery or erratically
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POSITION DESCRIPTION QUESTIONNAIRE (PDQ)
5 2 Few Several
Activity Rarely Seldom Occasional | Frequently Times/Day | Times/Day
moving surfaces (Exceeds that needed for
ordinary locomotion and maintenance of
bady equilibrium)
VISUAL: Work performed requires the abilit
okt s = O 0 O 0 o
to see distances under 12 inches
VISUAL: Work performed requires the ability - I o o . -
to see at an arm's length
VISUAL: W i ili
: ork performed requires the ability O . - 0 o -

to see distances over 20 feet
VISUAL: Work performed requires the use of
both eyes (field of vision) o = o D = o
VISUAL: Work perf d ires the abilit

1 F)r pe.orme requires the ability - 0 - o o -
to distinguish basic colors
VISUAL: Work pertfi il ires the abilit

JA _nr perfarmed requires the ability O o o O o o
to distinguish shades of colors
VISUAL: Work performed requires depth O O o | O O
perception
FUI\!CFIDNAI:: Operates tru-:kl, ‘rracto.r, maotor O O o o O O
vehicle, forklift, or other moving equipment
REPETITIVE USE OF FOOT CONTROL:

O Right anly

O Left anly = = 8 = = =

O Both
REPETITIVE USE OF HANDS:

O Right Only

O Left Only o 2 H = o =

0O Both

a— Page |124
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EMPLOYEE STATEMENT

If there are other aspects about your job not covered in this questionnaire that are important in understanding your job content,
please describe below. You may also attach additional information or pages if needed.

SCV Water and CPS HR Consulting

POSITION DESCRIPTION QUESTIONNAIRE (PDQ)

I HAVE READ THE INSTRUCTIONS AND TQ THE BEST OF MY KNOWLEDGE, | BELIEVE THE INFORMATION PRESENTED HERE IS
ACCURATE AND COMPLETE.

Signature of Employee Date

*This employer is an Equal Employment Opportunity Employer. Nothing contained within this document should be construed as an
indication that the employer will not engage in the interactive process to provide a reasonable accommaodation for any qualified
employee or applicant with a disability, in compliance with state and federal low.

You have completed the PDQ. Please send to your supervisor for review by Friday, October 18, 2019.
Thank you for your participation!
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SCV Water and CPS HR Consulting
WATER

POSITION DESCRIPTION QUESTIONNAIRE (PDQ)

SUPERVISOR'S REVIEW

Does the employee’s classification title accurately reflect the duties performed? Yes Na

Does this guestionnaire accurately reflect the duties of the employee? Yes No

If no, please explain your comments/concerns, referring to the numbered item in the employee’s questionnaire. (Please do not change
information in the questionnaire).

Please provide minimum qualifications of education and experience necessary to perform the responsibilities of this classification (if
different from job classification/description).

Please indicate the degree of independence/autonomy necessary to perform the responsibilities of this classification (e.g., works
under close supervision, warks independently with little direction, is not assigned decision-making responsibilities)

Other supervisor comments. We strongly encourage and appreciate any further information and input you would provide.

Have you discussed your comments with the employee? Yes | l No I '
Signature of Supervisor | Date ‘
Title

Work Telephone Number

{including extension)

Work E-Mail
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POSITION DESCRIPTION QUESTIONNAIRE (PDQ)

MANAGERS'S REVIEW

[ Do you agree with the information given by the employee and supervisor? Yes | ‘ No l [

If no, please explain your concerns, making reference to the numbered item in the questionnaire. (Please do not change information
in the questionnaire).

Signature of Manager I Date ‘

Title

Work Telephone Number

{including extension)

Work E-Mail
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