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HEART OF THE BAY

DATE: December 15, 2009

TO: Mayor and City Council

FROM: Finance and Interim Human Resources Director

SUBJECT: Approval of Resolution to Implement Permit Center Staffing Recommendations

and Appropriation of Funds

RECOMMENDATION

That Council adopts the attached resolution: (1) eliminating one Plan Checker and one
Administrative Clerk II position in Development Services; (2) authorizing one new Senior Plan
Checker and one new Permit Technician position in Development Services; (3) eliminating two
Staff Fire Captain/Assistant Fire Marshal positions in Fire; (4) authorizing one new Permit
Technician, one new Fire Protection Engineer, and one new Fire Training Officer position in Fire;
and (5) appropriating necessary funds to implement these recommendations.

BACKGROUND

In June 2009, the City hired Structech Consulting to assess the organization and functions of the
City related to the development review process. The stated goal of the assessment being, “To
identify changes necessary to make the plan review and permit process more efficient and customer
friendly by providing professional, efficient, convenient, innovative and seamless processing in one
location to be called ‘The Permit Center’”

At the October 6, 2009 Council Meeting, the Development Services Director outlined the
recommendations from the Structech assessment and the benefits of the suggested changes to the
Permit Center operations, procedures, and staffing levels. The staffing changes recommended on
October 6, within the Development Services and the Fire Departments, required additional review
by the Human Resources Department prior to Council taking action to modify authorized positions
and approve any necessary appropriations. The October 6 Council report detailing the findings,
suggested changes, and proposed benefits can be accessed at http://www. havward-
ca.gov/citygov/meetings/cca/ws/2009/ws 100609-2.pdf.

DISCUSSION

Staffing - Structech Consulting’s assessment outlines several staffing recommendations to improve
customer service and efficiencies at the Permit Center, which are summarized below. Following



each recommendation is a response regarding the status and a proposed action for Council’s
consideration.

e Appoint a City Building Official — Human Resources has conducted recruitment for a
City Building Official, and an appointment has been made. . This is an authorized,
budgeted position. No Council action necessary.

¢ Appoint a Permit Center Coordinator (Senior Plan Checker) - In line with this
recommendation, the City recommends upgrading the position of Plan Checker to Senior
Plan Checker. This classification differs from the lower classification of Plan Checker in
that the Senior Plan Checker deals more with processing building permit applications,
issuing permits at the front counter, and coordination the distribution and processing of
plan checks. Some of the tasks for which the Senior Plan Checker will fead are: '

o Determination of what type of process is appropriate for each application with an
emphasis on over-the-counter and quick processing;

o Development and management of a weekly list that identifies and assures
availability of all staff to support the Permit Center, including staff from the
Development Services, Fire, and Public Works Departments;

o Hold meetings at least monthly with Division Managers to review processes,
identify. issues, implement coordination efforts, etc.;

o Develop, in coordination with the Senior Permit Technician, a weekly schedule

~ that assigns duties and responsibilities of the Permit Technicians; and

o Coordinate with the City Building Official to have Building Inspectors also

participate in the plan check review process for larger projects.

The attached resolution authorizes the new position of Senior Plan Checker and eliminates
the Plan Checker position, which allows for the reclassification of the existing employee.
For the remainder of FY 2010, no budget adjustment is necessary for this action. The
minimal increase in employee costs will be covered by salary savings from vacancies in the
Division.

¢ Change one clerical position in the Development Services Department to one Permit
Technician — Staff is recommending that one Administrative Clerk II position in the
Building Division, which is currently vacant, be eliminated and one new Permit
Technician position be created. Once the Permit Technician recruitment is complete,
Building Division staff will develop a detailed training schedule that includes cross-
training of all Permit Technicians, plan check review training for simple projects, as well
as inter-departmental processing workshops with other staff. The attached resolution
authorizes the new position and eliminates one Administrative Clerk II position. For the
remainder of FY 2010 no budget adjustment is necessary for this action. The minimal
increase in employee costs will be covered by salary savings from vacancies in the
Division.

¢ Change the Assistant Fire Marshal (Staff Fire Captain) position in the Fire
Department to a new position, Fire Protection Engineer — The Assistant Firc Marshal
position, which is currently vacant, will be eliminated and a new Fire Protection Engineer
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position will be created. Under the direct supervision of the Fire Marshal, this-position
would allow for engineering review of engineered plans related to the Fire Code in the
Fire Prevention Office of the Fire Department. Currently, the Fire Prevention Office
does not have this capability. This position is important to the improvement of the
development review process, and provides support to the Permit Center. This position
requires an engineering background and is therefore not a sworn/public safety position.
The attached resolution authorizes the new position and eliminates one Assistant Fire
Marshal/Staff Fire Captain position. For the remainder of F'Y 2010 no budget adjustment
is necessary for this action. The minimal increase in employee costs will be covered by
salary savings from vacancies in the Division.

-« Hire an additional Permit Technician for the Fire Department — Currently, the Fire
' Department has one Permit Technician. The current and new Permit Technician

positions would be under the direct supervision of the new Fire Protection Engineer.
This recommendation is in response to the desire to increase over-the-counter permit
processing and to shorten permit processing time-frames associated with plan check
review. The added position would allow for adequate coverage in the Fire Prevention
Office and be integrated into the review process in coordination with the Senior Plan
Checker, The attached resolution authorizes one new Permit Technician position. For
the remainder of FY 2010 a budget adjustment for an additional $50,000 is necessary for
this action.’

e Upgrade a Staff Fire Captain to Fire Training Officer — The Fire Chief recommends
that the Staff Captain position, which is currently vacant, be upgraded to the position of Fire
Training Officer, which is equivalent to the rank of Battalion Chief. This recommendation
is in response to the desire to have a dedicated management staff member within the Fire
Department in charge of staff training, recruitments, and emergency preparedness training,.
The attached resolution authorizes the new position and eliminates the Staff Fire Captain
position. For the remainder of FY 2010 no budget adjustment is necessary for this action.
The minimal increase in employee costs will be covered by salary savings from vacancies in
the Division.

FISCAL IMPACT

Both the Development Services Building Division and the Fire Special Operations Fire Prevention
Bureau are funded by user fees from the business and development community. With the update of
the fee schedule in February, any increase in cost should not affect General Fund reserves. The
chart below reflects the annual employee costs for the listed positions, including estimated benefits.
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' Staffing Needs Identified General Fund Annual Cost
New or Upgraded Positions:
1 Permit Technician (Fire) $ 102,460
1 Fire Protection Engineer {Fire) 156,026
1 Senior Plan Checker {Development Services) 136,489
1 Permit Technician (Development Services) 102,460
1 Fraining Officer (Fire) 226,492
Eliminated Positions:
1 Plan Checker (reclassification} (125,831)
1 Administrative Clerk Il {vacant) - ( 85,494)
1 Staff Fire Captain{SFC) (vacant) (191,886)
1 Assistant Fire Marshal/SFC (vacant) _ (191,886)
NET ANNUAL TOTAL . $128,830

For Y 2010, there are salary savings in both Fire and Development Services that are available to
absorb the costs of reclassifying most all positions. Only the position of Fire Permit Technician
requires a budget adjustment for FY 2010. This is a new position, which staff estimates will cost no
more than $50,000 for the remainder of the fiscal year. This position will be funded from user fees
as noted above. The ongoing costs of these changes will be calculated into the overall development
fee structure in future years.

ECONOMIC IMPACT

The impacts of implementing these staffing recommendations will improve customer service and
efficiency in the Permit Center and encourage business to locate and grow in Hayward.

NEXT STEPS

Upon Council approval, Human Resources will begin immediate recruitment for the two Permit
Technicians, one for Development Services and one for Fire. Human Resources will also advise the
appropriate bargaining groups of the changes. The job descriptions for Fire Protection Engineer and
Fire Training Officer will be created prior to the commencement of recruitments for these positions.

Prepared by: Debra Auker, Finance and Interim Human Resources Director

Approved by:

Gregory T. Jones, City Manager

Attachments:
Attachment [ - Resolution amending Position and Salaries Resolution
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Attachment II - Resolution amending Budget
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HAYWARD CITY COUNCIL
- RESOLUTION NO.

Introduced by Council Member

RESOLUTION AMENDING RESOLUTION NO. 09-113, THE
POSITION AND SALARIES RESOLUTION, RELATING TO
POSITION CHANGES IN THE HAYWARD FIRE
DEPARTMENT AND THE DEVELOPMENT SERVICES
DEPARTMENT

BE IT RESOLVED by the City Council of the City of Hayward that the number
of positions authorized in the FY2010 Adopted Operating Budget and the Positions and Salary
Resolution No. 09-113, relating to positions in the Fire Department and the Development
Services Department, is hereby amended as follows:

Add:
[ position of Senior Plan Checker to the Building Division for a total of 1 authorized Senior Plan
Checker.

1 position of Permit Technician to the Building Division for a total of 3 authorized Permit
Technicians. '

1 position of Fire Protection Engineer to the Fire Special Operations Division for a total of 1
authorized Fire Protection Engineer.

1 position of Fire Training Officer to the Fire Special Operations Division for a total of |
authorized Fire Training Officer.

1 position of Permit Technician in the Fire Special Operations Division for a total of 2 authorized
Permit Technicians.

Remove:
1 position of Plan Checker from the Building Division for a total of 1 authorized Plan Checker.

1 position of Administrative Clerk II from the Building Division for a total of 1 authorized
Senior Secretary/Secretary/Administrative Clerk II position.

2 positions of Staff Fire Captain from the Fire Special Operations Division for a total of 1
authorized Staff Fire Captain.



BE IT FURTHER RESOLVED by the City Council of the City of Hayward that Resolution No.
09-113, the Positions and Salaries Resolution, relating to positions in the Fire Department is

hereby amended as follows:

FIRE DEPARTMENT

Authorize Effective Immediately:
_Fire Protection Engineer

Fire Training Officer

IN COUNCIL, HAYWARD, CALIFORNIA
ADOPTED BY THE FOLLOWING VOTE:

AYES: COUNCIL MEMBERS:
MAYOR:

NOES: COUNCIL MEMBERS:
ABSTAIN: COUNCIL MEMBERS:

ABSENT: COUNCIL MEMBERS:

APPROVED AS TO FORM:

City Attorney of the City of Hayward

HOURLY SALARY RANGE

45.01 47.19 49.57 52.14 54.8]

54.67 5743 6022 63.18 66.28

, 2009

ATTEST:

City Clerk of the City of Hayward



HAYWARD CITY COUNCIL
RESOLUTION NO.

Introduced by Council Member

RESOLUTION AMENDING RESOLUTION NO. 09-082, AS
AMENDED, THE BUDGET RESOLUTION FOR FISCAL

- YEAR 2009-2010 RELATING TO AN APPROPRIATION OF
FUNDS FOR CHANGES IN AUTHORIZED PERSONNEL

BE IT RESOLVED by the City Council of the City of Hayward that Resolution
No. 09-082, as amended, the Budget Resolution for fiscal year 2009-2010, is hereby further
amended by approving an appropriation of $50,000, to fund a Permit Technician position in the
Fire Special Operations Division of the General Fund, Fund 100.

IN COUNCIL, HAYWARD, CALIFORNIA , 2009

ADOPTED BY THE FOLLOWING VOTE:

AYES: COUNCIL MEMBERS:
MAYOR:

NOES: COUNCIL MEMBERS:
ABSTAIN: COUNCIL. MEMBERS:

ABSENT: COUNCIL MEMBERS:

ATTEST:

City Clerk of the City of Hayward

APPROVED AS TO FORM:

City Attorney of the City of Hayward



