In compliance with the Americans with Disabilities Act, if you need special assistance to participate in this meeting, please
contact the City Clerk’s office at (310) 618-2780. Notification 48 hours prior to the meeting will enable the City to make
reasonable arrangements to ensure accessibility to this meeting. [28CFR35.102-35.104 ADA Title 11]

Direct questions or concerns to the Commission Liaison at (310) 618-2967 or individual department head prior to
submission to the Commission. Parties will be notified if the complaint will be included on a subsequent agenda.

The Civil Service Commission is an advisory body to the City Council. All meetings are open to the public except for those
portions related to personnel issues that under law may be considered in closed session. Torrance Municipal Code Section
14.47.10 allows the Civil Service Commission to delegate hearing discipline appeals to a Committee of the Commission.

TORRANCE COMMITTEE OF THE
CIVIL SERVICE COMMISSION AGENDA
MONDAY, JANUARY 27, 2025
REGULAR MEETING
12:00 P.M. IN LeROY J. JACKSON COUNCIL CHAMBER
AT 3031 TORRANCE BL.

COMMITTEE OF THE CIVIL SERVICE COMMISSION
MAY TAKE ACTION ON ANY ITEM LISTED ON THE AGENDA

1. CALL MEETING TO ORDER
ROLL CALL: Commission members Adelsman, Kohus, Lohnes

2. FLAG SALUTE:

3. REPORT OF STAFF ON THE POSTING OF THE AGENDA

The agenda was posted on the Public Notice Board at 3031 Torrance BI. and on the City’s Website on
Thursday, January 23, 2025.

4. ANNOUNCEMENT OF WITHDRAWN, DEFERRED, AND/OR SUPPLEMENTAL ITEMS

5. ORAL COMMUNICATIONS

This portion of the meeting is reserved for comment on items that are not on the agenda. Under the Ralph M. Brown Act,
Commissioners cannot act on items raised during public comment, but may respond briefly to statements made or
questions posed; request clarification; or refer the item to staff. Speakers under this Public Comment period will have no
longer than 1 minute per speaker. Speakers please turn off or leave your cellular phone when you come to the podium to
speak.

6. HEARINGS
6A. Appeal of Discipline of a Reprographic Specialist.
Consideration of public employee discipline will be conducted in closed
session per California Government Code Section 54957(b)(1), unless the
employee requests to have the appeal conducted in public session.

7. CLOSED SESSION
7A. CONFERENCE WITH LEGAL COUNSEL - EXISTING DISCIPLINE (California
Government Code §54957(b) (1)):
1) Appeal of Discipline of a Reprographic Specialist.

8. ADJOURNMENT
8A. Adjournment of Committee of the Civil Service Commission Meeting to Wednesday,
January 29, 2025, at 11:00 a.m. in the West Annex Meeting Room.



Committee of the Civil Service Commission Meeting
January 27, 2025

Honorable Members

of the Committee of the Civil Service Commission
City Hall
Torrance, California

Honorable Members:

SUBJECT: CONDUCT OPEN HEARING ON THE APPEAL OF DISCIPLINE OF A
REPROGRAPHIC SPECIALIST. Consideration of public employee discipline
will be conducted in closed session per California Government Code
Section 54957(b)(1), unless the employee requests to have the appeal
conducted in public session.

RECOMMENDATION

Recommendation of the Civil Service Manager that the Committee of the Civil Service
Commission conduct an open hearing to consider the appeal of discipline of a Reprographic
Specialist.

BACKGROUND/ANALYSIS:

Under the provisions of Torrance Municipal Code Section 14.47.10, the Civil Service Commission
may delegate the holding of the hearing to a Committee of the Commission. The Civil Service
Commission delegated the holding of the hearing to the Committee of the Civil Service Commission
on July 22, 2024. Counsel for the employee requested an open hearing at the pre-hearing
conference on September 30, 2024.

The Committee of the Civil Service Commission heard the appeal of discipline of a
Reprographic Specialist on January 7, 8, and 9, 2025 and set additional dates to continue the
hearing on January 27, 29, 30, and 31, 2025, after which time the findings of fact, conclusions of
law, and a recommendation will be transmitted to the Civil Service Commission as a whole.

Respectfully submitted,

Pianse. Coban

Brianne Cohen

Civil Service Manager
Attachments: A) Civil Service Commission Hearing and Exhibits Memo dated December 17, 2024
B) Appeal of Discipline dated October 12, 2022
C) Appellant Exhibit Binder
D) Department Exhibit Binder

oA



CITY OF TORRANCE
INTEROFFICE COMMUNICATION

DATE: December 17, 2024
TO: Civil Service Committee of the Commission Members
FROM: Brianne Cohen, Civil Service Manager
SUBJECT: Civil Service Commission Hearing and Exhibits

Jaysen Surber has submitted an appeal of discipline before the Civil Service Commission in open
session. Your Honorable Body commenced the hearing on October 24, 2022. The hearing was
continued to March 27, 2023, then to a date to be determined. The hearing was brought back on July 22,
2024 and delegated to a Committee of the Commission to a date to be determined. On October 14,
2024, a Committee of the Commission was set with Commissioners Adelsman, Kohus, and Lohnes, with
Chair Herring delegated as a backup if needed, for the hearing dates of January 7, 8, and 9, 2025 from
Noon — 4 p.m.

The Committee of the Commission has been provided with exhibit binders, which contain the following:

Appellant Exhibit Binder
e Appeal of Discipline dated October 12, 2022
¢ Appellant Witness List
¢ Appellant Exhibit List
o Appellant Exhibits 202, 209, and 210

Department Exhibit Binder
e Department Witness List
e Department Exhibit List
e Department Exhibits 1 — 13

If you have questions, please contact me at BCohen@TorranceCA.Gov.

Thank you.

Brianne Cohen
Civil Service Manager

Attachment A


mailto:BCohen@TorranceCA.Gov

Cohen, Brianne

From: Surber, Jaysen

Sent: Wednesday, October 12, 2022 11:06 AM
To: Cohen, Brianne

Subject: Appeal

Follow Up Flag: Flag for follow up

Flag Status: Flagged

Hi Brianne,

[ would like to appeal the suspension | have received from General Services Director Shant megerdichian. Thank you.

Jaysen Surber

Attachment B



JAYSEN SURBER

BOOK OF APPELLANT EXHIBITS PRESENTED BEFORE

THE COMMITTEE OF THE CIVIL SERVICE COMMISSION

Prepared by:
City of Torrance
Civil Service Division

Attachment C



Witness 200:
Witness 201:
Witness 202:
Witness 203:
Witness 204:
Witness 205:
Witness 206:
Witness 207:
Witness 208:
Witness 209:
Witness 210:
Witness 211:
Witness 212:
Witness 213:
Witness 214:
Witness 215:
Witness 216:
Witness 216:
Witness 217:
Witness 218:
Witness 219:
Witness 220:
Witness 221:
Witness 222:
Witness 223:

Witness 224:

Surber Witness List

Elliot Kolesnik
Mike Grabowski
William Urquilla
Rick Gonzalez
Erik Hernandez

Gail Shota

Christine Hamayasu

Allen Teng

Carl Hildalgo
Anthony Marcello
Dorothy Ellis
Leslie Cortez
Chris Lehr
Fernando Zepeda
Jesus Dela Paz
Carlos Romero
Myisha Phillips
Inshira Mabson
Amanda Krugh

Sheryl Ballew

Shant Megerdichian

Geraldo Pinella
Darin Smith
Mark Knight

Viet Hoang

(Deceased)

Central Services Graphic Coordinator
Current Central Services Coordinator
Reprographic Specialist
Reprographic Specialist

Graphic Designer

Graphic Designer

Graphic Designer

Mail/Delivery

Reprographic Specialist

CMNGR Administrative Assistant
Administrative Assistant
Former Water Technician

Bus Operator

Bus Operator

Central Services Supervisor
Former HR Technician

Former HR Technician

Former Reprographic Operator
General Services Director
General Services Director
Facility Operations Manager
Airport Maintenance

Canon Representative

Deputy City Manager

Robert Weinmeister Human Resources Supervising Analyst



Exhibit 200:
Exhibit 201:
Exhibit 202:
Exhibit 203:
Exhibit 204:
Exhibit 205:
Exhibit 206:
Exhibit 207:
Exhibit 208:
Exhibit 209:
Exhibit 210:
Exhibit 211:
Exhibit 212:
Exhibit 213:

Exhibit 214:

Harassment Complaint, City Response & my Rebuttal
Emails 8-4-2021 to 6-6-2024

Disciplinary Action 6-17-2021, Appeal & Rebuttal
Threat Assessment email & Photos

A&K Consulting re: Dry Blood Investigation & Rebuttal
C&D Consulting re: Dry Blood Investigation part 2 & Rebuttal
Shaw Consulting Report and Questionnaire
Supplemental Medical Questionnaire

Emails 8-31-2000 to 7-16-2008

Notice of Intent to Suspend 8-9-2022 & Rebuttal
Evaluations

Transit Ticket Request

Positive Emails

Spot Awards and Thank you notes

Management Misconduct
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JAYSEN SURBER

BOOK OF DEPARTMENT EXHIBITS PRESENTED BEFORE

THE COMMITTEE OF THE CIVIL SERVICE COMMISSION

Prepared by:
City of Torrance
Civil Service Division

Attachment D









SUBPOENA WITNESS LIST
Jaysen Surber Civil Service Commission Disciplinary Appeal

GENERAL SERVICES DEPARTMENT
Eugene Inouye

Former General Services Supervisor
Central Services

General Services Department

Sheryl Ballew
Former Facility Operations Manger
General Services Department

E"

Inshirah Mabson
Former Principal Analyst
Human Resources Department

)

Samantha Cerda
Former Deputy City Clerk ||l
Office of the City Clerk
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CITY OF TORRANCE

OFFICE OF THE CITY ATTORNEY
By: Jocelyn N. Sarigumba, Deputy City Attorney
Galen W. Bean Def)utsy City Attorney

0) 618-5810

Telephone: (31

TORRANCE CIVIL SERVICE COMMISSION

IN THE MATTER OF

JAYSEN SURBER

CITY OF TORRANCE GENERAL
EESRVICES DEPARTMENT EXHIBIT
IST

Pre-hearing Date: September 30, 2024
Hearing Date: Pending

Time: Pendin
Place: Council Chambers
EXHIBIT LIST

The City of Torrance General Services Department may introduce the following

exhibits:

1. Notice of Intent to Suspend Dated August 9, 2022

il O

Administrative Conference Findings Letter Dated October 5, 2022
Torrance Municipal Code Section 14.47.1 — Powers of Department Heads

Torrance Municipal Employees AFSCME, Local 1117 Memorandum of

Understanding Section 7.2 — Disciplinary Provisions

© ® N o W

[00482350.doc]

General Services Department Work Rule - Assignment of Work — Section 11
General Services Department Work Rule — Employee Conduct — Section V
Written Statement from William Dated June 7, 2022

Written Reprimand Dated March 16, 2000

Written Reprimand Dated January 24, 2001
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DEPARTMENT OF
GENERAL SERVICES

SHANT MEGERDICHIAN
DIRECTOR

August 9, 2022

Jaysen Surber
]
I

Re: Notice of Intent to Suspend

Dear Mr. Surber:

You are hereby notified that on this date a recommendation that you be suspended for 5 days,
for just cause, has been filed with the General Services Director. The recommendation is being

made pursuant to:

¢ Torrance Municipal Code, Section 14.47.1, which states: “A department head, with the
approval of the City Manager, for misconduct, incompetency, inefficiency, failure to
perform duties or to observe the rules and regulations of his department or of the City:
o A) May suspend any employee in his department without pay for a period not to

exceed thirty (30) consecutive days.” (Attachment A)

o Torrance City Employees Association (TCEA) - Section 7.2 Disciplinary

Provisions: _
o A)An employee may be suspended without pay, demoted or discharged for just

cause. Employees, other than probationary, shall have the right of appeal N
provided under Civil Service Rules and Regulations and the Torrance Municipal

Code. (Attachment B)
Rules, Requlations and/or Policy Violated

My recommendation is based upon the following grounds, any of which, standing alone, would
be sufficient to warrant the proposed discipline:

1. General Services Department Work Rule, 1991 Edition, Assignment of Work, Section
2.1:

All department employees are expected to diligently perform their assigqed work tasks in
a professional manner to satisfactory completion. Employees will be subject to
disciplinary action for any of the following:

3350 Civic Center Drive * Torrance, California 90503 * Telephone 310/618-7140 Facsimile 310/781-7199
Princed om Recyuind Pepvr
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D. Insubordination to division supervisor(s) or higher level of supervision.
(Attachment C)

2. General Services Department Work Rule, 1991 Edition, Employee Conduct on the Job,
Section 5.1:

B. Employees are to refrain from the use of obscene language, which might be
overheard, and be offensive to the public. (Attachment C)

C. In dealing with other City personnel, or the public, employees shall be as
helpful and courteous as possible. (Attachment C)

Specifically, the department is charging you with failure to adhere to the Department’s work
rules and regulations due to the following incidents, which have occurred over the last 12
months:

e On May 20, 2021, you were notified by the City Clerk's Office that agenda item 6A was
missing from their files. In response, you became visibly upset, had a verbal outburst,
and slammed printing materials on the department's printing machine. On June 17, 2021,
you were issued a written reprimand for your behavior. (Attachment G)

e On May 2, 2022, you refused to complete a task assigned to you by Central Services
Supervisor, Carlos Romero, which required you to individually cut stickers distributed
from the department'’s printing machine.

e OnJune 6, 2022, at approximately 7:00pm, you were informed by Deputy City Clerk |,
Samantha Cerda, that agenda items 6A, 9H, 10A, 11A, and 12B were missing from the
City Clerk’s file. In response you became visibly upset, alleged that Facility Operations
Manager, Gerry Pinela, was intentionally removing agenda items from the scan folder to
delay the progression of your work.

Facts Upon Which Proposed Discipline is Based

My recommendation is based upon the following facts and circumstances:

On May 20, 2021, your division received a call from the City Clerk's Office to notify you that
agenda item 6A was missing from their flash drive. Upon hearing this information from Central
Services Supervisor, Carlos Romero, you became visibly upset, slammed a stack of papers on
the printing machine, and blamed Mr. Romero, Facility Operations Manager, Gerry Pinela, and
General Services Director, Shant Megerdichian, for not previously correcting this issue with the
printing machine. You were repeatedly asked to calm down by Mr. Romero and instructed to
stop slamming papers. You replied that you did not slam any papers but continued to express
your frustration. You began to calm down once Mr. Romero stated that he would contact the
Communications and Information Technology (CIT) Department to look further into the matter.
On June 17, 2021 (Attachment G), you were issued a written reprimand due to the behavior you
exhibited on May 20, 2021, as you were informed your behavior violated General Services Work
Rule: Employee Conduct on the Job, Section 5.1, item C.

On May 2, 2022, you, along with your co-workers, were tasked with cutting out stickers printed
from the department’s printing machine. Once you were reminded of the new process, which
required you to individually cut-out each sticker printed from the machine, you refused to
complete the assignment, and made the statement, “No one asked me about this assignment.”
Prior to this task being assigned, you and your co-workers were trained on how to use the

COT000002



machine on March 8, 2022 by CB Solutions vendor representative Paul Meadow. All staff, as
well as yourself, were made aware of the expectation to use this machine when assigned a
printing project. When Mr. Romero again asked you to work on the assignment, you refused and
did not participate in the work with your co-workers.

Last, on June 6, 2022, you were assigned to scan and print agenda items in preparation for the
June 14, 2022, City Council Meeting. During the course of completing your assignment, around
7:00pm, you received a call from Deputy City Clerk I, Samantha Cerda, to notify you that
agenda items 6A, 9H, 10A, 11A, and 12B were missing from the City Clerk's file. In response
you became visibly upset, alleged that Facility Operations Manager, Gerry Pinela, was
intentionally removing agenda items from the scan folder to delay the progression of your work.
Additionally, in expressing your frustration, you repeatedly made the comments, “Fucking tired
of this bullshit... this is bullshit, it's fucking ridiculous” while in the presence of Central Services
Coordinator, William Urquilla, and Reprographic Specialist, Erick Hernandez. You also
commented to William that you were no longer willing to stay for the agenda assignment unless
Mr. Pinela gets rid of the equipment or fixes the problem. To assist you with caiming down, Mr.
Urquilla offered several times that it was okay for you to leave work because he did not want
you to continue being upset over the matter, however, you continued to stay in the workplace
expressing your frustration. After a few minutes, you then began to work on restoring the
missing agenda items as Mr. Urquilla returned to the Bindery area to continue collating the
agenda. Shortly thereafter you let out a loud scream, and then left the worksite. When Mr.
Urquilla and Reprographic Specialist, Erick Hernandez, realized you left the worksite, they
contacted the City Clerk’s Office to confirm if the missing items you had been working on were
received. The City Clerk's Office confirmed that agenda items 6A and 12B were still missing
from their files.

Analysis

In Skelly v. State Personnel Board (1975) 15 Cal.3d 194, the Califonia Supreme Court stated
that the “overriding consideration” when considering whether a public employer has imposed an
appropriate level of discipline is “the extent to which the employee's conduct resuited in, or if
repeated, is likely to result in, ‘harm to the public service.” (/d. at p. 218.) “Other relevant
factors include the circumstances surrounding the misconduct and the likelihood of its
recurrence.” (lbid.) With these principles in mind, | believe there is ample evidence supporting
the proposed discipline.

General Services Work Rules violated:

1. Employee Conduct on the Job, Section 5.1, item C was violated when you had a verbal
outburst, slammed a stack of papers on the Department’'s printing machine,
subsequently disrupting the work environment.

2. Assignment of Work, Section 2.1, item D was violated when you refused to participate in
the work assignment of the day, directly assigned to you by your supervisor, Carlos
Romero, which required you to individually cut-out the stickers distributed from the
Department's printing machine. Your direct refusal to participate in the assignment with
your co-workers is considered insubordination.

3. Employee Conduct on the Job, Section 5.1, item B was violated when you did not refrain

from using obscene language and repeatedly made the comments, “Fucking tired of this
bulishit... this is bullshit, it's fucking ridiculous” in response to your frustration regarding

COT000003



the City Clerk's missing agenda items. Your behavior and Iangqage was obsgrved by
William Urquilla and Erick Hernandez while you were working in the production area
(Prisma/Canon Workstation — Repro area)

As a Reprographic Specialist, indicated in your job description (Attachment H), you must be able
to establish and maintain effective working relationships with the general public, co-workers, and
those contacted during the course of work. Additionally, you must possess the ability to learn
and utilize new skills and information to improve job performance and efficacy as well as
perform work in accordance with specifications on work requests.

Your direct insubordination and outbursts on May 2, 2022, and June 6, 2022, in response to
receiving notice about missing agenda items and receiving direction on completing new tasks
demonstrates an inability to maintain effective working relationships with your staff and
management. This behavior disrupts the work environment not only for those around you, but
for yourself as well, impacting the productivity of your department.

Work History

You were hired by the City on December 27, 1994, as a Reprographic Equipment Operator.
Your personnel file indicates the following regarding your job performance record that you have
been rated:

e You received a “Satisfactory” on your probationary performance review for the period of
12/27/1994 to 04/30/1994;

¢ You received a “Satisfactory” on your probationary performance review for the period of
05/01/1994 to 07/31/1994;

¢ You received a “Standard” on your employee appraisal review for the period of
11/1/1997 to 02/22/1999;

e You received a “Below Standard” on your employee appraisal review for the period of
02/23/1999 to 04/06/2000;

e You were issued a written reprimand on 03/16/2000 for the use of obscene language in
front of others, which is in violation of the General Services Department’'s Rules and
Regulations Section V, item B. (Attachment D)

You participated in a performance improvement conference on 08/10/2000;
You were issued a written reprimand on 01/24/2001 for refraining from inappropriate and
non-work related discussions during work hours.(Attachment E)

¢ You received a “Below Standard” on your employee appraisal review for the period of
07/01/2000 to 06/30/2001;

* You were placed on a performance improvement plan (PIP) for the period of 06/30/2001
to 01/18/2002

e You received a “Standard” on your employee appraisal review for the period of
12/16/2003 to 12/16/2004;

e You received a "Standard” on your employee appraisal review for the period of
03/29/2003 to 12/16/2004;

¢ You received a “Standard” on your employee appraisal review for the period of
03/29/2005 to 03/29/2006;

e You were issued a written reprimand on 02/13/2007 for failure to adhere to the
department’'s workplace health safety protocols under Cal/Osha regulation Title 8,
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Section 5193, regarding the potential exposure of blood borne pathogens to employees
in the workplace. (Attachment F)

You received a “Standard® on your employee appraisal review for the period of
04/11/2006 to 04/11/2007,

You received a “Standard” on your employee appraisal review for the period of
12/27/2007 to 12/27/2008;

You received a “Standard” on your employee appraisal review for the period of
01/09/2011 to 11/09/2012,

You received an “Above Standard” on your employee appraisal review for the period of
07/17/2012 to 07/17/2013,;

You received a “Standard” on your employee appraisal review for the period of
01/09/2011 to 11/09/2012;

You received a “Standard” on your employee appraisal review for the period of
06/10/2014 to 06/10/2015;

You received a “Standard” on your employee appraisal review for the period of
12/28/2015 to 12/28/2016;

You received a “Standards” on your employee appraisal review for the period of
11/28/2017 to 02/28/2018,;

You received a “Standard” on your employee appraisal review for the period of
06/14/2018 to 06/14/2019;

You were issued a written reprimand on 06/17/2021.

Materials Upon Which The Proposed Discipline Is Based

Except for the items in your personnel file, all materials upon which this disciplinary action is
based are attached to this notice. These materials include the following:

TIEMMOOm»>

Torrance Municipal Code Section 14.47.1

Torrance City Employees Association MOU- Section 7.2 Disciplinary Provision A.
General Services Work Rules, Sections 2.15,5.1BandC

Written Reprimand Issued March 16, 2000

Written Reprimand Issued January 24, 2001

Written Reprimand Issued February 13, 2007

Wiritten Reprimand Issued June 17, 2021

Reprographic Specialist Job Description

Performance Reviews

Warning Against Retaliation

Per City of Torrance Anti-Harassment Policy 34, Section 34.20, retaliation is strictly prohibited.
Retaliation against any employee who participated in or provided information related to this
matter will not be tolerated and will lead to disciplinary action, up to and including termination.

COT000005



Pre-Disciplinary Rights

An administrative conference will be held virtually on August 18, 2022, at 2:00p.m. You have
the right to have an attorney and/or authorized organizational representative present to
represent your interest. Documents upon which this recommendation is being made are
attached hereto. Your personnel file is available for your review at the Human Resources
Division during business hours, by appointment.

Sincerely,

Carlos Rom
Central Services Supervisor

My signature below acknowledges receipt of this document.

A ¢-7-22

sen Surber #14219 Date
Reprographic Specialist

cc: Human Resources Department — Personnel File
Shant Megerdichian, General Services Director
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DEPARTMENT OF
GENERAL SERVICES

SHANT MEGERDICHIAN
DIRECTOR

October 5, 2022

Jaysen Surber

R
]

Re: Administrative Conference Findings
Dear Mr. Surber:

Pursuant to City of Torrance Disciplinary Action Policy 39, Procedure 139.15, an Administrative

Conference was held on Thursday, August 25, 2022, at 2:30 pm. The purpose of the conference

was to provide you the opportunity to respond to the recommendation of the Central Services

Supervisor that you be suspended for five (5) working days, for just cause. The recommendation
was made pursuant to:

e Torrance City Employees Association (TCEA) — Section 7.2 Disciplinary Provisions:
A) “An employee may be suspended without pay, demoted or discharged for just cause.
Employees, other than probationary, shall have the right of appeal provided under
Civil Service Rules and Regulations and the Torrance Municipal Code." (Attachment
A)

o Torrance Municipal Code Section 14.47.1 of the City of Torrance ("City") Municipal
Code, which states:
“A department head, with the approval of the City Manager, for misconduct,
incompetency, inefficiency, failure to perform duties or to observe the rules and
regulations of his department or of the City:
A) May suspend any employee in his department without pay for a period not to
exceed thirty (30) consecutive days." (Attachment B)

In attendance were the following individuals:

Shant Megerdichian, General Services Director

e Carlos Romero, Central Services Supervisor

s Kenny Evans, AFSCME Employee Representative

¢ Inshirah Mabson, Principal Human Resources Analyst

3350 Civic Center Drive ¢ Torrance, California 90503 * Telephone 310.781.7140 * Facsimile 310.781.7199
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Rules, Regulations and/or Policy Violated
The recommendation by the Central Services Supervisor that you be suspended for five

(5) working days, was upon the following grounds, any of which, standing alone, would be
sufficient to warrant the proposed discipline:

1) General Services Department Work Rule, 1991 Edition, Assignment of Work, Section
2.1
¢ All department employees are expected to diligently perform their assigned work
Tasks in a professional manner to satisfactory completion. Employees will
be subject to disciplinary action for any of the following:
e D) Insubordination to division supervisor(s) or higher level of supervision.
(Attachment C)

2) General Services Department Work Rule, 1991 Edition, Employee Conduct on
the Job, Section 5.1:
B. Employees are to refrain from the use of obscene language, which might be
overheard, and be offensive to the public.

C. In dealing with other City personnel, or the public, employees shall be as helpful
and courteous as possible. (Attachment D)

Specifically, the department is charging you with failure to adhere to the Department's
work rules and regulations due to the following incidents, which have occurred over the
last 12 months:

« On May 20, 2021, you were notified by the City Clerk's Office that agenda item
6A was missing from their files. In response, you became visibly upset, had a
verbal outburst, and slammed printing materials on the department's printing
machine. On June 17, 2021, you were issued a written reprimand for your
behavior. (Attachment G)

e On May 2, 2022, you refused to complete a task assigned to you by Central
Services Supervisor, Carlos Romero, which required you to individually cut
stickers distributed from the department's printing machine.

¢ On June 6, 2022, at approximately 7:00pm, you were informed by Deputy City
Clerk I, Samantha Cerda, that agenda items 6A, 9H, 10A, 11A, and 128 were
missing from the City Clerk's file. In response you became visibly upset, alleged
that Facility Operations Manager, Gerry Pinela, was intentionally removing
agenda items from the scan folder to delay the progression of your work.

The recommendation that you be suspended for five (5) working days, was based upon the
following facts and circumstances.

On May 20, 2021, your division received a call from the City Clerk's Office to notify you
that agenda item 6A was missing from their flash drive. Upon hearing this information
from Central Services Supervisor, Carlos Romero, you became visibly upset, slammed a
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stack of papers on the printing machine, and blamed Mr. Romero, Facility Operations
Manager, Gerry Pinela, and General Services Director, Shant Megerdichian, for not
previously correcting this issue with the printing machine. You were repeatedly asked to
calm down by Mr. Romero and instructed to stop slamming papers. You replied that you
did not slam any papers but continued to express your frustration. You began to calm
down once Mr. Romero stated that he would contact the Communications and
Information Technology (CIT) Department to look further into the matter. On June 17,
2021 (Attachment G), you were issued a written reprimand due to the behavior you
exhibited on May 20, 2021, as you were informed your behavior violated General
Services Work Rule: Employee Conduct on the Job, Section 5.1, item C.

On May 2, 2022, you, along with your co-workers, were tasked with cutting out stickers
printed from the department's printing machine. Once you were reminded of the new
process, which required you to individually cut-out each sticker printed from the machine,
you refused to complete the assignment, and made the statement, "No one asked me
about this assignment.” Prior to this task being assigned, you and your co-workers were
trained on how to use the machine on March 8, 2022 by CB Solutions vendor
representative Paul Meadow. All staff, as well as yourself, were made aware of the
expectation to use this machine when assigned a printing project. When Mr. Romero
again asked you to work on the assignment, you refused and did not participate in the
work with your co-workers.

Last, on June 6, 2022, you were assigned to scan and print agenda items in preparation
for the June 14, 2022, City Council Meeting. During the course of completing your
assignment, around 7:00pm, you received a call from Deputy City Clerk |, Samantha
Cerda, to notify you that agenda items 6A, 9H, 10A, 11A, and 128 were missing from
the City Clerk's file. In response you became visibly upset, alleged that Facility
Operations Manager, Gerry Pinela, was intentionally removing agenda items from the
scan folder to delay the progression of your work. Additionally, in expressing your
frustration, you repeatedly made the comments, "Fucking tired of this bullshit... this is
bullshit, it's fucking ridiculous” while in the presence of Central Services Coordinator,
William Urquilla, and Reprographic Specialist, Erick Hernandez. You also commented to
William that you were no longer willing to stay for the agenda assignment unless Mr.
Pinela gets rid of the equipment or fixes the problem. To assist you with calming down,
Mr. Urquilla offered several times that it was okay for you to leave work because he did
not want you to continue being upset over the matter, however, you continued to stay in
the workplace expressing your frustration. After a few minutes, you then began to work
on restoring the missing agenda items as Mr. Urquilla returned to the Bindery area to
continue collating the agenda. Shortly thereafter you let out a loud scream, and then left
the worksite. When Mr. Urquilla and Reprographic Specialist, Erick Hernandez, realized
you left the worksite, they contacted the City Clerk's Office to confirm if the missing items
you had been working on were received. The City Clerk's Office confirmed that agenda
items 6A and 128 were still missing from their file.

Analysis

In Skelly v. State Personnel Board (1975) 15 Cal.3d 194, the California Supreme Court stated
that the "'overriding consideration" when considering whether a public employer has imposed an
appropriate level of discipline is “the extent to which the employee's conduct resulted in, or if
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repeated, is likely to result in, ‘harm to the public service.” (/d. atp. 218.1 "Other.relevant
factors include the circumstances surrounding the misconduct anq the I|kel|hpod of its .
recurrence.” (/bid.) With these principles in mind, | believe there is ample evidence supporting

the proposed discipline.

General Services Work Rules violated:

1. Emplo'yee Conduct on the Job, Section 5.1, item C was violated when you l'!ad
a verbal outburst, stammed a stack of papers on the Department's printing
machine, subsequently disrupting the work environment.

2. Assignment of Work, Section 2.1, item D was violated when you refused to
participate in the work assignment of the day, directly assigned to you by your
supervisor, Carlos Romero, which required you to individually cut-out the
stickers distributed from the Department's printing machine. Your direct refusal
to participate in the assignment with your co-workers is considered
insubordination.

3. Employee Conduct on the Job, Section 5.1, item B was violated when you did
not refrain from using obscene language and repeatedly made the comments,
"Fucking tired of this bullshit...this is bullshit, it's fucking ridiculous" in response
to your frustration regarding the City Clerk's missing agenda items. Your
behavior and language was observed by William Urquilla and Erick Hernandez
while you were working in the production area (Prisma/Canon Workstation -
Repro area)

As a Reprographic Specialist, indicated in your job description (Attachment H), you
must be able to establish and maintain effective working relationships with the general
public, co-workers, and those contacted during the course of work. Additionally, you
must possess the ability to learn and utilize new skills and information to improve job
performance and efficacy as well as perform work in accordance with specifications on
work requests.

Your direct insubordination and outbursts on May 2, 2022, and June 6, 2022, in
response to receiving notice about missing agenda items and receiving direction on
completing new tasks demonstrates an inability to maintain effective working
relationships with your staff and management. This behavior disrupts the work
environment not only for those around you, but for yourself as well, impacting the
productivity of your department.

Eindings

Based on the review of the incidents noted above and your acknowledgment of what took
place during the Administrative Conference, | find the behavior you demonstrated toward
your supervisor and co-workers violated the General Services Department Work Rule:
Employee Conduct on the Job, Section 5.1. This policy specifically states “(B) Employees
are lo refrain from the use of obscene language, which might be overheard, and be
offensive to the public" and “(C) In dealing with other City personnel, or the public, employees
shall be as heipful and courteous as possible.”
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Furthermore, | find that your discourteous and insubordinate conduct towards your
supervisor when provided with a sticker assignment, which required use of the printing
machine violated the General Services Department Work Rule: Assignment of Work,
Section 2.1.

When your conduct was addressed during the Administrative Conference you
acknowledged your behavior and expressed remorse.

After carefully considering your statements and documents provided at the Administrative
Conference, the facts upon which the recommendation was based, and your entire work
history, | have made the determination to reduce the recommended five (5) work day
suspension to a four (4) work day suspension.

Warning Aaainst Retaliation

Retaliation is strictly prohibited. Retaliation against any employee who patrticipated in this
investigation or provided information related to this matter will not be tolerated and will lead
to disciplinary action, up to and including termination.

Appeal Rights
You have the right to appeal this decision to the Civil Service Commission pursuant to Section

14.47.8 of the Torrance Municipal Code. A request to have this matter reviewed must be
submitted to the Civil Services Manager, within ten (10) calendar days of the date of this letter.

Sincerely,

S

Shant Megerdichian
General Services Director

My signature below acknowledges recaeipt of this document.

%(\Q,L\ 15-5-12

Jaysen Surber #14249 Date
Reprographic Specialist

cc: Human Resources Department — Personne! File
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ARTICLE 47 - SUSPENSION, DEMOTION AND DISCHARGE

(Added by 0+2534; Amended by 0-2562)

14.47.1 POWERS OF DEPARTMENT HEADS. Attachment A
(Amended by 0-3020; 0-3100)

A depa.rtment head, with the approval of the City Manager, for misconduct, incompetency, inefficiency, failure to
perform duties or to'observe the rules and regulations of his departiment or of the City:

a) May suspend any employee In his department without pay for a pericd not to excesad thirty (30) consecutive
days; or

b) May demote any such employee to a classification which he is qualified to fill; or

c) May dischargeé any such employee.
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Attachment B

SECTION 6.2 CALL OUT

The City and TCEA joinlly recognize and commit to resolving the problem regarding employee
response to call out,

An employee called out after regular working hours to respond immediately for emergency work
shall be compensated at double time rate for the first two (2) hours with a guaranteed minimum
of two (2) hours. Such minimum shall be increased to three (3) hours if an employee is calied out
after 12:00 midnight and before 5:00 a.m.; provided, however, that call out work in excess of the
first two (2) hours will be compensated at the regular overtime rate. Availability for emergency call
out shall be determined by Departmental Rules and Regutations. :

Such shall not apply to scheduled holiday work as prescribed under Section 4.1.D.2, Holiday
"Work Pay - Scheduled Work.

ARTICLE 7 - CONDITIONS OF EMPLOYMENT
SECTION 7.1 PROBATIONARY PERIOD

A.  For all classifications covered by this Agreement, there shall be a probationary period which
shall be orie (1) year of service for original, non-promotional appointments and a
probationary period of six (6) months of service for all promotional appointments.

B. An employee's probationary period shall be extended if the employee is absent from the
performance of hisfher normally assigned duties in excess of ten (10) cumulative working
days during hisfher probationary perlod for any leave of absence (except approved
vacation), Including, but not limited to, industrial Injury, extended lliness/injury, or light duty.
The probaticnary period will be extended by the amount of time equal to the time absent.

SECTION 7,2 DISCIPLINARY PROVISIONS

A. An employee may be suspended without pay, demoted or discharged for just cause.
Employees. other than probationary. shall have the ngh(‘of appeal provided under civil




Attachment C

SECTION IY: WORK RESPONSIBILITIES

ASSIGNMENT OF WORK:

All department employees are expected to diligently perform their
assigned work tasks in a professional manner to satisfactory
completion. FEmployees will be subject to disciplinary action for
any of the following:

Employees who exercise poor work habits.
Employees found sleeping during working hours.
Employees who are frequently tardy or absent from work.

Insubordination to division supervisor(s) or higher level of
supervisiaon.

Any employee who is found to be driving around the city or
"hanging out" in a location which results in the wasting of
time and/or gasoline shall be subject to immediate
disciplinary action, including suspension without pay.
Repeat offenses will be dealt with progressively utilizing
more serious levels of discipline.

If an employee completes their assigned work, they shall
contact their immediate supervisor by the best means.possible
to sacure a new assignment.

If the employee is unable to locate his immediate supervisor,
they shall contact the work division office for reassignment
or the General Services administrative office for assistance
in contacting their division supervisor. .

PICKING UP MATERIALS:.

A,

Employees shall make every effort to plan their work
assignments with regards to materials needed before starting
a job. They shall make every effort to secure needed work

materials before the work begins.

When an employee is required to pick up materials . from a
local store, they shall pick up the required materials with
minimum amount of delay and travel required, using the
established department petty cash system or advanced purchase
authorization to secure the needed materials. The employge
shall then proceed to his assigned work site to perform his
work. Should the employee need to leave the city boundary to
obtain necessary supplies, he must contact and advise his
supervisor of this need prior to leaving the city. No
exceptions!

10
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2.

A.

A.

SECTION V: EMPLOYEE CONDUCT

EMPIOYEE CONDUCT ON THE JOB:

Employees of the city of Torrance are direct representatives
of the City and should conduct themselves accordingly in

their dealings with the public.

Employees are to refrain from the use of obscene language
which might be overheard and be offensive to the public.

In dealing with other city personnel, or the public,
employees shall be as helpful and courteocus as possible.

No employee will accept gratuities from the public for any
City services rendered.

REPORTING OF CONSEQUENTIAL INCIDENTS AND TRAFFIC ACCIDENTS:

It is important that employees report to their supervisor any
accident or injury involving city property which occurs
between an employee of the Department of General Services and
a nember of the public or another employee of another
department, and report any traffic.accident involving a City
vehicle, no matter how small or inconsequential the accident.

In case of a traffic accident involving a city owned vehicle,
the operator of that vehicle will be required to comply with

the following rules:

1.

-

Employees are to contact the Police Department
immediately, regardless of how serious or how small the
accident ie, and wait for thelr arrival so that a
police raeport can be completed. If anyone involved in
the accident is injured, Torrance Fire Department
paramedics shall also be called.

Employees are not to leave the scene of the accident
until the police investigation is completed or until
the employee is told he can leave by the investigating
officer in charge.

In addition, the employee is to £ill out in detail the
City Accident Report Form in its entirety, listing time

of the accident, date, location, and who was involved,
along with other pertinent information.

23
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Tuesday, June 7, 2022
(Re: Monday, June 6% 2022 - Council Agenda Printing Night for the upcoming
Council Meeting schedule for June 14" 2022)

At about 4:30pm on Monday, June 6" Jaysen came over to the Bindery area to call me to come
Over to the Production area (Prisma/ Cannon Workstation — Repro Area)

To show me / point out that there were 3 items missing from the City Council Agenda (first 3
items received

The previous Thursday). |, immediately told Jaysen... Maybe the City Clerk’s extracted
Them already. So, | called the City Clerk’s Office — Samantha...& it was confirmed.
Samantha had already extracted the 3 items. At that point, | sensed that he wanted to
Put blame. Jaysen also mention to me that He was trying to put the council items directly

Into the City Clerk’s Folder. This is not an approved procedure and not one practiced by the
other operators.

The day went on with'no more concerns...until about past 7pm...when the 3. floor will
Bring more items...& quickly call back to retrieve for double checking of such item(s).
When telling Jaysen that they have called & wanted to take back certain item(s) Jaysen

got excited & said loudly “why don’t they have everything ready...why do they take items back
&

Continue making changes”. Again, | started sensing a little frustration...Jaysen was having an
outburst, saying...This is bullshit! a couple of times in a tone of frustration.

The night went on...busy, printing away...trying to complete the agenda printing process.
So, far...it's been a bigger agenda than usual, & taking a bit longer to receive items.

Finally, we received all the items, Jaysen scanned & printed them all...now, we are waiting for
the final piece of the agenda...the Agenda cover. It was at this time, when Samantha brought
the agenda cover & told Mr. Hernandez that she was missing a few items on their City Clerk’s
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Agenda folder ( items...6A, 9H, 10A, 11A, & 12B ) Now, this is when Jaysen, became more
frustrated, stating why is this only happens to him...directly blaming Gerry for all of this
occurrence’s/missing of files/items. Again, Jaysen calls me to come & see the printer side & to
show me that the items have been printed/saved...but, they don’t appear in the Work station
computer/Prisma side. Anyways, at this time Jaysen is very frustrated & continuously blaming

Gerry for All the missing items...saying that someone is intentionally deleting his work (agenda
items...because it only happens to him.) Jaysen kept saying | know its Gerry, | know it’s him.
Jaysen is repeatedly telling me to let Gerry know that He's no longer willing to stay for the
agenda unless they get rid of the equipment or fix the problem. Jaysen continues to have
another loud outburst and with no self control stating that he’s fucking tired of this bullshit. |
assured Jaysen that in no way anyone is doing any deletions intentionally, | just don’t see it. |
also told Jaysen, that it was okay...for him to leave...that | did not want him to continue to
aggravate himself over the agenda. | offered several times, but Jaysen continue to just
complaint & getting frustrated. Jaysen continue to say...this is Bullshit, it’s fucking ridiculous.

I walked away to give him space & for him to continue to re-scan & save the items missing for
the City Clerk’s office. Again, Jaysen calls me back to continue to show me & continue his
frustration. Jaysen appeared frustrated grabbing his head pushing his hands behind his head.

Again & again | kept telling Jaysen that it’s not worth his frustration & that | do care for his
wellbeing/health. Jaysen did not leave, he continue to work on the missing items. | walked back
to the Bindery area to continue collating the agenda. A few minutes later, Jaysen was on his
way out saying...I'll see you guys tomorrow. Immediately after opening the warehouse door

Jaysen lets out a very loud scream...unable to make out what exactly he was yelling but, was
very loud. Jaysen did not say anything else prior to leaving. Erick & | were a bit shocked that
Jaysen just walked out without saying anything regarding the agenda. Right after he left...|
asked Erick to called the Clerk’s office & find out if, they had received the missing items.
Unfortunately, there were 2 items still missing {items 6A & 12B)

Just to come to find out the machines were already turned-off & Jaysen had left without saying

Anything else’s except...I'll see you guys tomorrow. At this point...we, Erick & |, just wanted to
make sure everything was scanned & received by the clerk’s office. (Samantha) who was still
waiting for us to re-scan & put on the City Clerk’s agenda folder.

Finally, the agenda was all completed, delivered.

Wm
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TO:

FROM:
SUBJECT:

Attachment D

CITY OF TORRANCE

INTEROFFICE COMMUNICATION

DATE: March 16,2000

Jaysen Surber, Reprographic Equipment Operator
William Urquilla, Central Services Coordinator

Written Reprimand

This memo is to serve as a written reprimand for your recent conduct which resulted in
your failure to comply with the following Department of General Services Employce
Rulcs and Regulations under Section V: Employee Conduct, Item 1, Employee conduct

on the job:

B. Employees are to refrain from the use of obscenc language which might be overheard
and be offensive to the public.

C. In dealing with other City personnel, or the public, employees shall be as helpful and
courteous as possible. :

On Thursday afternoon, March 2, 2000, we had a discussion regarding the work schedule
for Thursday, March 9, 2000. I asked if you would be able to work late to help process
the Council Agenda. You confirmed that it would not be a problem unless you were out

sick.

On Thursday evening, March 9, 2000, we were working late processing the Council
Agenda as scheduled when an employee of the City Managers office came in with the
final information for the agenda. When you saw the volume of information, you broke
into an angry outburst and began yclling. 1 apologized to thc emplayee for your hostile
behavior and after the employee left, you continued yelling and used profanity.

On prior occasions, you were verbally advised that such conduct by an employee is
unacceptable. Further, you were advised to ceasc such offensive acts, Failure to comply is

an act of insubordination.
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As a result of the above situation, this memo shall serve as a written reprimand; a copy of
which will be placed in your permanent personnel file.

Further actions of this naturc could result in further disciplinary action up to, and
including, dismissal. _

You have the right to respond to this reprimand in writing and submit your response to
me for inclusion in your personnel file.

Central Services Coordinator

Concur:

Sheryl leew

Facility Operations Manager

1 7vc received a copy of this memo:

Wﬁ%ﬁ( /é Dme5 2D
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Attachment E

CITY OF TORRANCE

INTEROFFICE COMMUNICATION
DATE: January 24, 2001

TO: Jaysen Surber, Reprographics Equipment Operator
FROM: Eugene K. Inouye, Central Services Supervisor
SUBJECT: Written Reprimand

As you recall on August 10, 2000, ] met with you to discuss arcas of your performance
that needed improvemerit. During the conference you were instructed to refrain from
inappropriate and non-work related discussions during work hours. You were advised that
this type of behavior was negatively impacting your performance and was distracting to
your co-workers,

Over the last several weeks on numerous occasions you have been actively discussing
your religious beliefs during working hours with your co-workers. The discussions were
very disturbing to some employees. Advocating your religious beliefs to change the
beliefs of others by placing your views above theirs was upsetting, distracting, and
inappropriate in the working environment. These discussions can be done on your break
time, lunchtime, or after working hours.

As a result of the above situations, this memo shall scrve as a written reprimand: a copy
of which will be placed in your personnel file.

Further actions of this nature could result in further disciplinary actions up to, and
including, dismissal.

As per our meeting on August 10, 2000, and the subsequent memo you received

regarding our conversation you are again advised to:

¢ Refrain for inappropriate and non-work related discussions during working hours

o If there are issues or conflicts that arisc discuss them with your immediate coordinator
that they can be resolved early.

» Keep focused on the work at hand

* Keep negative conversations out of the work environment.

You have the right to respond to this reprimand in writing, within 10 days of rcceipt of
this memo, and submit your response to me for inclusion in your personnel file.

‘K‘. .lh. . %-‘;; ——/)
Services Supervisor

COT000020



Concur:

§ . ,:' ned 1~
Sdheai € Y 3al los/
Sheryl Balléw
Facility Operations Manager

I have received a copy of this memo:

'//%&

Sign Date

I PoNeT Reass wirl THS RePLimanDd
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CITY OF TORRANCE

INTEROFFICE COMMUNICATION
DATE: February 13,2007
Attachment F

TO: Jaysen Surber, Reprographics Equipment Operator
FROM: Shant Megerdichian, Facility Operations Manager

SUBJECT: Written Reprimand

As you recall, on January 23, 2007, I spoke to you regarding a concern about your blood
being found on one of the copy machines as a result of your performing your blood sugar
test. This matter was first discussed with you by Eugene Inouye on Oclober 24, 2006,
where you were instructed to discontinue wiping your blood under your desk after
performing your blood sugar tests.

This issue is an ongoing problem as it causes an unsanitary condition and poses a
potential workplace hazard. It is disruptive to other employees who feel uncomfortable
when office equipment is exposed to blood. The use of a bandage has been prescnted to

you, in which you have refused.

As a result of the above situations, this memo shall serve as a written reprimand; a copy
of.which-will be placed in your personnc] file.

Repeated actions of this naturc could result in further disciplinary action.

You are hiereby directed to:
1. Perform your blood sugar test in private
2. Do not leave any used or bloody test materials at your workstation or any

common areas. The materials must be properly discarded in a trash can.
3. You must take necessary steps to ensure that following your test, bodily fluids
are contained on your person. An example of this would be to wear a bandage

on the affected area.

You may submit a written response to mc, within 10 days of receipt of this memo, for
inclusion in your personnel file.

“~~———SFanrMcgerdichian

Facilities Operations Manager

Re;:eivcd by: __~\= IQL 7/“’//7

(/B/n[ﬁloyce’s Signature Date

Cc:  Human Resources Department
Dcpartment File
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Attachment G

CITY OF TORRANCE

INTER-OFFICE COMMUNICATION
Date: June 17, 2021

To: Jaysen Surber, Reprographic Specialist
From: Carlos Romero, Central Services Supervisor
Subject: Written Reprimand

This memo shall serve as a written reprimand to you for engaging in behavior that violated
Department of General Services Employee Rules and Regulations. On Thursday, May
20, 2021, you came into my office and exhibited a loud, angry outburst. You yelled about
how your files for the agenda keep on being deleted on the computer when you are on
machines.

Prior to entering my office, you were working on processing the City Council Agenda when
an employee from the City Clerk’s office called to notify you that item 6A was not on the
flash drive given to them earlier for review. That is when you became really angry, and
.entered my office and yelled that we don’t do anything about how someone keeps deleting
your files. With an angry voice, you kept saying that you were tired of it and you do not
know how much you can take anymore, You stated that no other reprographic specialist
gets files deleted when they are on machines but as soon as it is your turn files are

deleted.

While you walked away from my office door, you slammed a stack of papers that you
were holding on the bindery table, very hard. You then kept walking to the printing
machines and continued yelling about how Carlos, Gerry and Shant have not done
anything to fix this issue of files being deleted. You said it only happens to you and you
want management to fix it. ‘

| asked you to calm down, and told you this behavior was not acceptable. There was no
reason to be angry, and no reason to be slamming papers on the table the way you did.
| also toid you that yelling on the floor is not necessary. You looked at me and denied that
you had slammed anything on the bindery table and that you were very frustrated about
the files being deleted. One employee witnessed you slam the stack of papers on the
bindery table and at least two others overheard it.

I asked you to calm down a few times because you were getting more upset as you talked
more about the files being deleted. When you became a little more calm, | told you | was
going to ask CIT to check the computer to find out if someone had been logged in while
you were scanning the agenda item. You calmed down when | explained to you that |
would have CIT look into it. You said you had a list of the times and files names that have
been deleted since September 2020. You handed me the list as you kept repeating,
“Management has not done anything to fix it". | responded to you that we have called the
Canon technician multiple times to check on the software and computers. The technician
has not found any issues with the software or computer. In addition, | shared that we
have created a new procedure using a shared folder with the City Clerk’s Office that we
can save files to. You did not want to hear it.
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Your actions are a violation of the Department of General Services Employee Rules and
Regulations, Section V.C., which states “In dealing with other City personnel, or the
public, employees shall be as helpful and courteous as possible.”

Based on the above record you must take comective measures to behave professionally
with your supervisor and your co-workers. The appropriate response is to notify your
supervisor of the problem in a calm, professional manner.

You must take immediate action to comply with General Services department rules and
regulations. You are advised that future conduct of this nature may result in further
disciplinary action, up to and including termination.

written response to this reprimand to me, within 10 calendar days of
receipt of thj mg/for inclusion in your personnel file.

*p
s

Carlos Rémefd,
Central Services Supervisor

My signature acknowledges t have received this memo.

(<< W”"% *ZAS J&Lﬁp'}vq

T Dy M+ F5
o N 7"/7//) i) € Aen Pef"'““\o//

OL PoNTIE S Defuribed
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Attachment H

REPROGRAPHIC
SPECIALIST Class Code:

1112
Bargaining Unit: Torrance Cily
Employees Association
CITY OF TORRANCE
_Revision Date: Oct 1, 2014
SALARY RANGE

$19.88 - $25.42 Hourly
$3,445.87 - $4,406.13 Monthly
$41,350.40 - $52,873.60 Annually

DEFINITION:

Under general supervision, operates high speed digital reprographic, inkjet, and duplicating
equipment. Operates a variety of equipment used to bind, hole-punch, staple, cut, or laminate
reproduced/printed materials per request in the centralized reprographic section/unit of the
City. Performs routine cleaning and/or maintenance on all equipment used and performs
related work as required.

DISTINGUISHING CHARACTERISTICS / SUPERVISION
EXERCISED/RECEIVED:

Distinguished from the Delivery Driver/Clerk in that collecting and transporting materials and
goods is not the primary work assignment. An incumbent's primary work assignment consists
of operating high speed digital reprographic equipment, ink jet, duplicator and related bindery
equipment. Distinguished from Central Service Coordinator in that the Coordinator oversees

and coordinates the work of the Reprographic Specialist.

Receives supervision from the Central Services Coordinator and the Central Services
Supervisor.

EXAMPLES OF ESSENTIAL DUTIES:
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The following duties represent the principal job duties; however, they are not all inclusive.

e e ¢ 8 o

Operates spaed raprographic equipment to reproduce various documents according to
specific requirements which may include: paper size, color, or reduction of oversize
originals to specified dimension;

Operates a variety of equipment used to bind, punch,staple or cut reproduced materlals
accordance written requests;

Performs bindery work such as paper collating, folding, letter inserting and stamping
equipment to prepare such items as newslefters, licenses, public notices or a variety of
other documents for mailing;

Reproduces documents from original hardcopy, electronic files, or other media;
Operates large format equipment to print and finish material to create posters, displays,
banners, photo enlargements, plans and other related media as requested;

Performs document scanning and digital file backup/archiving;

Restock paper in warehouse and reprographic area shelves according to color, weight
and size;

Operates pallet jack/truck and powered forklift;

. Verifies the amounts indicated on invoices received, and assists City employees in

filling their office material supply requests;

Sets up, monitors, cleans and provides basic maintenance to equipment;
Orders parts needed to make minor repalrs; contacts service representatives regarding
major repairs and service;

Changes and adds chemicals/solutions to equipment, as needed;

Keeps work areas orderly, clean, and safe; ensures proper care in the use of
equipment and supplies;

Updates electronic job ticket information;

Logs recalving of shipments for notification, and distributes them to customers;
Maintains proper records and digital files on computer systems;

Uses digital media applications to perform assigned duties;

Work overlime as requested.

Examples of Other Duties
The following duties represent duties that are generally performed by this position, but are not
considered to be principal job duties:

Provides customer service dutles requiring knowledge of the printing industry,
Answers telephones and greets customers at the front counter, as needed.

QUALIFICATION GUIDELINES:

Education and Experience
Any combination of education and experience that would have provided the required
knowiedge and skills is qualifying. A typical way to oblain the knowledge end skilis wauld be:

One year of experience with digital printing equipment and commercial bindery equipment.
Knowledge of stockroom and inventory procedures preferred.

License or Certtificate
Possess and maintain a valid Class C Califomia Driver license. Obtain and maintain forklift
certification within 6 months of hire.

Knowledge of

Operation of high speed digital reprographic equipment;
Operating features of computer aquipment;
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« Paper stock, inks, and toners used in reproduction work;
« City codes and ordinances, and administrative rules and regulations affecling
. departmental operations;
« City and Department Mission including goals and objectives; and General City
operations.

Ability to
+ Operate high speed digital printing equipment;
» Perform simple routine maintenance on a variety of mechanical equipment used in
conjunction with reprographic and bindery related duties;
» Understand and carry out oral and written instructions of average complexity;
« Make simple mathematical calculations involving addition, subtraction, multiplication
and division;
» Measure and weigh;
+ Leam and follow stockroom procedures;
« Exercise good judgment and confidantiality in maintaining critical and sensitive
information;
« Shift priorities and work under prassure to meet multiple and simultaneous deadlines;
« Meet schedules and timelines;
« Perform work in accordance with specifications on work requests;
« Leam and ulilize general and specialized computer applications,
L 4

Leam to operate and utilize a powered forklift and pallet jack/truck;
Establish and maintain effective work relationships with the general public, co-
workers, and those contacted during the course of work;

« Leam and utilize new skills and information to improve job performance and efficiency.

SPECIAL REQUIREMENTS:

Performance of the essential dutles of this position include the following physical demands
and/or working conditions:

Work is regularly performed indoors in a print shop, mail room environment. Work is
performed among large printing machinas. Constant exposure to hoise, vibrations, odors,
chemicals, and ink. Physical demands include lifting, carrying and standing for long pericds of
time. Lifting of stationary boxes and printed materials weighing up to 55 Ibs is required.

Positions in this classification may be required to work overtime to ensure that deadlines are
met to produce documents such as City Councii Agenda, City Budget or other documents for
special events.

CAREER LADDER INFORMATION:

Experience gained in this classification in addition to training and course work may serve to
meet the minimum qualification guidelines for Central Services Coordinator.

Revised Date: October 2014
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'ESTABLISHED/REVISED DATE:

Revised Date: October 2014
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City of Torrance Employee Appraisal Review

Employee Name:

Javsen Surber

|.D.# 14219 Review Period:  12/31/21

to:  12/31/22

Position: Reprographic Specialist Department: General Services
EXCEEDS EXCEEDS
Work Performance Standards| MEETS Work Performance Standards| MEETS
BELOW BELOW
Quantity of Work: Personal Relations:
Amount of work performed [ X [[]  Getting Along with fellow employees X O
Completion of work on schedule [J X [ Meeting and handling the public [] ]
Personal appearance [1X
Quality of Work:
Accuracy XI [] [ Adaptability:
Neatness of work product [] X [] Performance in new situations O X O
Thoroughness 1 [[] Performance in emergencies 11X O
Oral expression 50 [] []  Performance with minimum instructions [} [<] []
Written expression 0 X [
Supervisory Ability:  Not Applicable
Work Habits: Planning and delegating [] ]
Observance of working hours [] X1 [J  Training and instructing L] ]
Attendance [] IX] [0 Disciplinary control 1 ]
Observance of rules and regulations [1 X [0 Evaluating performances ] ]
Observance of safety rules R [[] Leadership ] ]
Compliance with work instructions ] [  Decision making ] L]
Orderliness in Work (] X [  Fairness and impartiality 1 ]
Application to duties [1 X ] Approachability ] ]
Overall Rating
Overall Rating Should be Consistent with Job Factor Ratings
See comments on next page
<]
Unsatisfactory Below Standard Standard Above Standard Outstfanding
Carlos Romero 21813
Rater N or print) Rater ID# This been discussed with me.
31 b-7-85
Rater Date Employee Signature Date
Sr6-273
Reviewer Signature Date Department Head Signature Date

DISTRIBUTION: Original to Human Resources Department - Copy to Employee Department - Copy to Employee
(Form: cvs-ape — 01/10
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City of Torrance Employee Appraisal Review
Page 2

I.LD.# 14219

Employee Name: Javsen Surber

Comments to su rt overall

As a Reprographic Specialist, Jaysen contributes fo meeting division deadlines on reprographic and bindery
projects. Jaysen also assists with the Mail/Driver Delivery position when needed and performs additional related

work as required.

he n su
also an
the area of appro
n on the following

ile completing his

in handling large
behavior in the workplace.
over the past 12-months:

- OnMay 2, 2022, you, along with your co-workers

matter as it was in direct violation of General Se
subsection (D) Insubordination.

- OnJune 6, 2022, you were assigned to scan and
City Council Mee . During of com
call from Deputy Clerk I, Cerda,
were missing from the City Clerk's file. [n respon

in
ly,

Central Services Coordinator, William Urquilla, a
commented to William that you were no longer w

g xes the
e o n of the
s e also left

without approval from your supervisor.

Based on the incidents outlines above, Jaysen was issued a Notice of Intent to Suspend for five (5) days on
August 9, 2022. ugust 25, 2022, the administrative hearing took place, and 9,

issued a finding r with the determination that he would serve a four (4) day .J

suspension on the following dates: October 19, 2022 through October 25, 2022.

his

e has routinely expressed and experienced trouble
ssing or have been for reasons
ow to save files and e the agenda, yet

very frustr  d and behaves propriately in the
workplace. This includes the aforementioned angry out accompan  with foul langu
As a long term emplo sen has the knowledge to his job at a co level. He d con
to reach out to his Co r or Supervisor when he is of atask oren problems at we
wark together towards a resolution.
(Form: cvs-ape) DISTRIBUTION: Original to Human Resources Department - Copy to Employee Department - Copy to Employee
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N\
Accomplishments of p¢  /mance goals/objectives established d Y1 last evaluation period

1. Provide good cust service to all interna rs — Goal not met as outlined in this evaluation and
N will be addressed gh a performance im
/ 2. P befor g the e run, get he coordinato going
3. P e-trip on of iftatb ning Performed as ed
4, Loggedp ges ac for
5. Organize back u ext d drives at the end of his rotation — Will be addressed
in PIP.
6. Kept paper off reprographic equipment daily.
nce for the next evaluation should be concrete and
1 Continue to proof jobs before printing the entire run, and get approval from the
2 Continue to perform pre-trip inspection of forklift at beginning of shift daily
3 Continue to log packages accurately and inspect for damage
4 Organize and Back up City documents to extemnal hard drives at the end of his rotation V)
In addition to the goals and objectives listed, a separate performance improvement plan with specific goals and
objectives is attached.
Rater Initial: E Initial: < \V>>
ipto filea Head
orit en (1 r
ratin shall
I it 1 and if the employee still s it to be t, he/ file within ten (10)
bu s i ation of the overall ratin the Com Per 14.22.6 only
ey n 1 to the Civil Service Commission.
MP APP REVIEW
Thisr nts a judgment tola rkp thee g period. Indicate the rating by placing an “X” in the
ce. Jus on must be pro inth  mm substantiate the rating.
ING: Total work is-defi sup and well ve the standards of performance required for the position.
NDARD: Total w nce is tely ethesta rdsof perforn required position.
STANDARD: Total work performance meets the standards of performance required for the jon. Imp nt may be needed in some aspects of
:Total wo  erfo is e stan of pe ired for the on. ¢ improvement is needed.
Total wor  rfor si ¢ and itely i andards of man ired for the position.

DISTRIBUTION: Original to Human Resources Department - Copy to Employee Department - Copy to Employee
(Form: cvs-ape — 01/10
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City of Torrance Employee Appraisal Review

Employee Name: ID.# 14219 Review Period: 12/31i21  to: 12/31/22
Position: Department: General Services
EXCEEDS EXCEEDS
Work Performance Standards | MEETS Work Performance Standards | MEETS
BELOW BELOW
Quantity of Work: Personal Relations:
Amount of work performed <] [1 [  Getting Along with fellow employees X
Completion of work on schedule ] [X [J  Meeting and handling the public ]
Personal appearance 1 X
Quality of Work:
Accuracy 1 X Adaptability:
Neatness of work product X Performance in new situations X ] ]
Thoroughness [] X [] Performancein emergencies X 1 U
Oral expression ] []  Performance with minimum instructions X O U]
Written expression 1 X O
Supervisory Ability:  Not Applicable
Work Habits: Planning and delegating HREEE
Observance of working hours [] X [J  Training and instructing ] Od
Attendance ] X4 []  Disciplinary control OOdu
Observance of rules and regulations X Evaluating performances HEEEN
Observance of safety rules ] X [  Leadership g U
Compliance with work instructions X Decision making 04
Orderliness in Work Fairness and impartiality 1 d O
Application to duties ] []  Approachability HREEE
Overall Rating
Overall Rating Should be Consistent with Job Factor Ratings
See comments on next page
Unsatisfactory Below Standard Standard Above Standard Outstanding
Carlos Rom 21813
Rater Name Rater |D# Th review has been discussed with me.
/=2/-2.3
Rater Date Employee Signature Date
s fm 723
Date Signature Date

DISTRIBUTION: Original to Human Resources Department -

(Form: cvs-ape — 0110

Copy to Employee Department - Copy to Employee
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City of Torrance Employee Appraisal Review

Page 2
Employee Name: Jaysen Surber I.D.# 14219
Comments to overall
Re ic ist, Jaysen contrib to meet
cts al ts with the Mail/Dr Delivery position when needed.

co-workers.

returned to the Bindery area to continue collating the ag
t

Jaysen was issued a of intent to suspend for 5 days on August 9, 2022. An administrative conference was

then held virtually on t 25, 2022.
Furthe , your d ous and insubo uct towards your sup ded with ker
assign which r use of the print violated the General ent Work

Assignment of Work, Section 2.1.

\) When your conduct was addressed during the Administrative Conference you acknowledged your behavior and
expressed remorse
ee Department - Copy to Employee

(Form: cvs-ape) DISTRIBUTION: Original to Human Resources Department - Copy to Employ
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City of Torrance E yee Appraisal Review

ge 3
prov at the Admin ence, the
e Wo story, the det made to e

r (4) work day suspension.

0, 24 and 25, 2022. Jaysen has also appealed the suspension to

Jaysen served his suspension on October 19, 2
the Civil Service Commission.

established du last evaluation period

Accom of rmance

1 Jaysen Surber logged packages accurately and inspected them for damage.
should be concrete and

for the next evaluation
il be presented

provement plan with specific goals and objectives is being developed. This w

A performance im
and discussed separately

NES

Rater Initial: Em Initial:
0 il filea Head
it i ten (1 r
n o shall
oc in (1 and if the emp e still sitto bein , he/ file within ten {10)
ine sa on ation of the ov ratin the Comm Per 14.22.6 only
lua ns ca 1o the Civil Service Commission.
MP APP REVIEW
ing: Thisrt gment to rkp thee g period. Indicate the rating by placing an “X” in the
space. Jus be pro in mm substantiate the rating.
fi the  ition.
s
s nee  in some aspects of
1 wo is stan of pe for the on. improvement is needed.
wor si and itely i ards of man ed for the position.
DISTRIBUTION: Original to Human Resources Department - Copy to Employee Department - Copy to Employee
COT000034
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INTEROFFICE COMMUNICATION

DATE: June 22, 2023

TO: Jaysen Surber, Reprographics Specialist
FROM: Carlos Romero, Central Services Supervisor

SUBJECT: Performance Improvement Plan Monthly Follow Up

As you recall, on March 07, 2023 you were placed on a Performance Improvement Plan
which resulted from your below standard evaluation. The evaluation covered the period
from 12/31/21-12/31/22. The following summary is a result of our meeting on April 10,
2023 regarding progress from the first month of observation.

PERFORMANCE IMPROVEMENT PLAN FOR: JAYSEN SURBER
March 07, 2023
1.

Problem: Jaysen does not review his work for accuracy and thoroughness
before completing and/or submitting.

Goal: 1. Improve accuracy and thoroughness of work product:
Critically review all your reprographic jobs for any errors or
omissions of information. This includes all City Council Agenda
items and any work performed for City Departments.

Ensure to transfer the files to the proper digital folder.

Double check your work and confirm that the files have
transferred successfully and received by the City Clerk’s Office for
City Council Agenda jobs.

Problem: Jaysen has inappropriate outbursts in the workplace, gets visibly upset,
raises his voice, and uses foul language.

Goal: Eliminate outbursts in the workplace by speaking in a normal tone of voice
and not using foul language. Attend customer service training course or
similar course in order to gain the necessary tools on how to behave
appropriately in the workplace.

> During the two weeks Jaysen worked on the reprographic equipment, there were
no agendas assigned for his 2 weeks on this rotation, therefore City Council
Agenda jobs were not evaluated for Jaysen. Jaysen has not had any outbursts
during this time.
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> It is still recommended for Jaysen to take customer service training courses.
> Jaysen has performed accurately and thoroughly regarding work for the city
departments.

2"d Month Update:

> During May 1%t and 2", Jaysen was scheduled on his rotation for the
Reprographics equipment area covering the processing and printing of the City
Council Agenda. Jaysen requested vacation for May 15t and 2™ therefore, there is
no evaluation regarding his rotation of the City Council Agenda. Vacation was
granted.

» Customer service training opportunity was presented to Jaysen on April 13,
2023. The class is scheduled for May 17, 2023 at the Human Resources building. |
followed up with Jaysen on April 18, 2023 and again May 3", 2023 to find out if he
had registered for the customer service training class. To this date, | have not
received confirmation that Jaysen has signed up for the class.

37 Month Update:
> During normal working hours, Jaysen assisted on city council material available
and supplemental materials .
» Jaysen has not had any outbursts during this time.
> Jaysen is scheduled to work the City Council Agenda June 13, 2023.
> Jaysen completed the requested City customer service class on May 17, 2023.

Problem: Jaysen refused to comply with work instructions provided by his
supervisor.

Goal Improve communication with his Coordinator and Supervisor
regarding work output with new projects.
If unsure, ask questions about the work order.
If given specific direction, complete tasks as assigned.
Be courteous and professional.

> Jaysen is asking more questions about projects and orders, improving his
communication with the coordinator and supervisor.

> Jaysen is completing tasks as assigned.

> Jaysen is being courteous and professional with customers and staff.

2nd Month Update:
» Jaysen continues communication with the coordinator regarding jobs.
> Jaysen is completing printing assignments on time that are assigned to him by
the coordinator. Job tickets are being completed and finished on time.
» Jaysen is being courteous and professional with customers and staff.

3 Month Update:
> Jaysen was tasked with last minute oversize orders for the week of June 5 to
June 9. Jaysen completed all orders on time and finished them to the
customer’s expectations.
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eds to continue to improve his communication by asking for
of/instructions before the project is started.

. -21- 23.
Carlos | Ro[ﬁ@ro Date
Central Services Supervisor

| have read and understand the contents of this Performance Improvement Plan.

qu\gl/— 6-+1-23

Jaysen Surber Date
Reprographics Specialist

Cc:  Department File
Human Resources Department
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INTEROFFICE COMMUNICATION

DATE: May 12, 2023

TO: Jaysen Surber, Reprographics Specialist
FROM: Carlos Romero, Central Services Supervisor

SUBJECT: Performance Improvement Plan Monthly Follow Up

As you recall, on March 07, 2023 you were placed on a Performance Improvement Plan
which resulted from your below standard evaluation. The evaluation covered the period
from 12/31/21-12/31/22. The following summary is a result of our meeting on April 10,
2023 regarding progress from the first month of observation.

PERFORMANCE IMPROVEMENT PLAN FOR: JAYSEN SURBER
March 07, 2023

1.

Problem: Jaysen does not review his work for accuracy and thoroughness
before completing and/or submitting.

Goal: 1. Improve accuracy and thoroughness of work product:
Critically review all your reprographic jobs for any errors or
omissions of information. This includes all City Council Agenda
items and any work performed for City Departments.

Ensure to transfer the files to the proper digital folder

Double check your work and confirm that the files have
transferred successfully and received by the City Clerk’s Office for
City Council Agenda jobs.

Problem: Jaysen has inappropriate outbursts in the workplace, gets visibly upset,
raises his voice, and uses foul language.

Goal: Eliminate outbursts in the workplace by speaking in a normal tone of voice
and not using foul language. Attend customer service training course or
similar course in order to gain the necessary tools on how to behave
appropriately in the workplace.

» During the two weeks Jaysen worked on the reprographic equipment, there were
no agendas assigned for his 2 weeks on this rotation, therefore City Council

Agenda jobs were not evaluated for Jaysen. Jaysen has not had any outbursts
during this time.
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> It is still recommended for Jaysen to take customer service training courses
» Jaysen has performed accurately and thoroughly regarding work for the city
departments.

2"d Month Update:

> During May 15t and 2", Jaysen was scheduled on his rotation for the
Reprographics equipment area covering the processing and printing of the City
Council Agenda. Jaysen requested vacation for May 15t and 2" therefore, there is
no evaluation regarding his rotation of the City Council Agenda. Vacation was
granted.

» Customer service training opportunity was presented to Jaysen on April 13™,
2023. The class is scheduled for May 17, 2023 at the Human Resources building. |
followed up with Jaysen on April 18, 2023 and again May 3, 2023 to find out if he
had registered for the customer service training class. To this date, | have not
received a confirmation that Jaysen has signed up for the class.

Problem: Jaysen refused to comply with work instructions provided by his
supervisor.

Goal Improve communication with his Coordinator and Supervisor
regarding work output with new projects.
s |f unsure, ask questions about the work order.
If given specific direction, complete tasks as assigned
Be courteous and professional.

> Jaysen is asking more questions about projects and orders, improving his
communication with the coordinator and supervisor.

> Jaysen is completing tasks as assigned.

> Jaysen is being courteous and professional with customers and staff.

24 Month Update:
» Jaysen continues communication with the coordinator regarding jobs.
> Jaysen is completing printing assignments on time that are assigned to him by
the coordinator. Job tickets are being completed and finished on time.

> Jaysen is courteous and professional with customers and staff
S-R2-23
Carlos Date

Central Services Supervisor

I have read and understand the contents of this Performance Improvement Plan.

\ AU 5-11-15%

JayseNSurber Date
Reprographics Specialist

Cc: Department File
Human Resources Department
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INTEROFFICE COMMUNICATION

DATE: April 10, 2023

TO: Jaysen Surber, Reprographics Specialist
FROM: Carlos Romero, Central Services Supervisor

SUBJECT: Performance Improvement Plan Monthly Follow Up

As you rec ch 07, 2023 you were placed on a P ment Plan
which resu our below standard evaluation. The the period
from 12/31/21-12/31/22. The following summary is a result of our meeting on March 07,
2023 regarding progress from the first month of observation.

PERFORMANCE IMPROVEMENT PLAN FOR: JAYSEN SURBER

April 10, 2023

1.

Problem: Jaysen does not review his work for accuracy and thoroughness
before completing and/or submitting.

Goal: 1. Improve accuracy and thoroughness of work product:
Critically revi r raph  bs for any errors or
omissions of i inclu all City Council Agenda

items and any work performed for City Departments.
Ensure to transfer the files to the proper digital folder.

Double check your work and confirm that the files have
transferred successfully and received by the City Clerk’s Office for
City Council Agenda jobs.

Problem: Jaysen has inappropriate outbursts in the workplace, gets visibly upset,
raises his voice, and uses foul language.

Goal: Eliminate outbursts in the workplace by speaking in a normal tone of voice
and not using foul language. Attend customer service training course or
similar course in order to gain the necessary tools on how to behave
appropriately in the workplace.

> During the two weeks Jaysen worked on the reprographic equipment, there were
no agendas assigned for his 2 weeks on this rotation, therefore City Council
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Agenda jobs were not evaluated for Jaysen. Jaysen has not had any outbursts

during t
> ltis still end for Jaysen to take cu rse training S.
> Jaysen has performed accurately and tho yre ing work city
departments.

Problem: Jaysen refused to comply with work instructions provided by his
supervisor

Goal: Improve communication with his Coordinator and Supervisor
regarding work output with new projects.
If unsure, ask questions about the work order.
e Ifgiven rection, plete tasks as assigned.

¢ Becou profess I

» Jaysen is asking more questions about projects and orders improving his
communication with the coordinator and supervisor.

> Jaysen is completing as
» Jaysen is being court and nal with customers and staff.
-2
Ca Date
Central Supervisor

| have read and understand the contents of this Performance Improvement Plan.

\ oy -10:23

Jaysen Surber Date
Reprographics Specialist

Cc: Department File
Human Resources Department
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INTEROFFICE COMMUNICATION

DATE: March 7, 2023

TO: Jaysen Surber, Reprographic Specialist
FROM: Carlos Romero, Central Services Supervisor

SUBJECT: Performance Improvement Plan

t pe nce fion  the per 2/31/21 to

eral of Sta rd". Yo ilure to meet the

acceptable and a concerted effort on your part is
necessary to improve your performance.

To help you improve your performance, a Performance | Plan has been
developed specifically for you. The following areas have ied as needing
special attention:

1. Accuracy/Thoroughness/Oral Expression

2. Compliance with work instructions

P hin t as and vable goals ar lined in the

P Imp t Plan. e will be discu thoroughly and you

will be provided an opportunity to ask questions regarding the plan.

Your performance will be closely monitored over the next three months and reviewed
with you on a regular basis. You are advised that failure to show improvement may
result in ry action, up to and including termination

3-01-23
Carlos Date
Central Services Supervisor

| have read and understand the contents of this Performance Improvement Plan.
2 1%

Jaysen Surber Date
Reprographic Specialist

Cc  Department File
Human Resources Department
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PERFORMANCE IMPROVEMENT PLAN FOR: JAYSEN SURBER

February 27, 2023

Problem: Jaysen does not review his work for accuracy and thoroughness
before completing and/or submitting.

Goal: Impro p ct:
. ic for any errors or
S ity Council

Agenda items and any work performed for City Departments.

Ensure to transfer the files to the proper digital folder.

check rk and m that the files have
red su ly and ed by the City Clerk’s Office
for City Council Agenda jobs.
Problem nhasinap riate outbursts in the workplace, gets visibly
u raises his e, and uses foul language.
Goal: Eli
VO
co

to behave appropriately in the workplace.

Problem: Jaysen refused to comply with work instructions provided by his
supervisor.

Goal: Improve communication with his Coordinator and Supervisor
regarding work output with new projects.
If unsure, ask questions about the work order.
If given specific direction, complete tasks as assigned
Be courteous and professional.
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Attachment |

City of Torrance Employee Appraisal Review

Employee,Name: Jaysen Surber I1.D.# 44219 Review Period: _ 6/14/18 _ to: 6/14/19
Position: Reprographic Specialist Depariment. General Services L
EXCEEDS EXCEEDS
Work Performance Standards | | MEETS Work Performance Standards | | MEETS
BELOW BELOW
Quantity of Work: Personal Relations:
Amount of work performed [0 X [O] Getting Along with fellow employees O ]
Completion of work on schedule (0 B3 ]| Meeting and handling the public OX O3
Personal appearance 0O X

Quality of Work:

Accuracy O X [| Adaptabiiity:

Neatness of work product [O X | Performance in new siluations O X O

Thoroughness ] &K ]| Performance in emergencies OX O3

Oral expression O & [O] Performance with minimum instructions ] X []
OXO

X

Written expression

Supervisory Ability:

Work Habits: Planning and delegating EENEEN
Observance of working hours (O X ] Training and instructing O 0Qg
Attendance O [CJ| Disciplinary control Oo0ng
Observance of rules and regulations O [CJ| Evaluating performances acO
Observance of safety rules [0 X O] \leadership Oodaagd
Compliance with work instructions [0 X [O| Decision making O0ag
Ordertiness in Work (] X [[J| Faimess and impartiality aan
Application to duties O XK [Q] Approachability O0og

Overall Rating -
Overall Rating Should be Consistent with Job Factor Ratings
See comments on next page

. L] X L [

Unsatisfactory Below Standard Standard Above Standard ' Qutstanding
Gerry Pinela 18612
Rater Name (type y Rater lD# Thii review has been discussed with me.
i
M/ﬁf /% Vi) &9\%@4 b-28- (S
Rater S Employee Signature Date

Wﬁz S (07
Réviewer Sinal Date —Départment-fi€ad Signature Date

DISTRIBUTION: Original to Human Resources Depariment - Copy to Employee Department - Copy to Employee
(Form: cvs-ape - 01/10
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City of Torrance Emplioyee Appraisal Review
Page 2

Employee Name: Jaysen Surber __ |.D.#_14219 _

Comments to support overall rating

Under supervision, to operate and perform routine cleaning or maintenance on high speed reprographic equipment
and related bindery equipment used in the production and binding of forms, correspondence, reports and other
materials in the central reprographic section/division of the City; and to perform related work as required

As a Reprographic Specialist, Jaysen contributes to meeting division deadlines on reprographic and bindery
projects. Jaysen also assists with the Mail/Driver Delivery position when needed.

Accomplishments of performance goals/objectives established during last evaluation period

1. Jaysen has been trained and is rotating from Reprographics area to the bindery and the large format /Xante
envelope printer.

Employes perfonnanca goals/objectives for the next evaluation period (cbjectives should be concrete and specific)

Continue to track time spent on jobs for each job ticket in EDU/PrintshopPro.

Organize and Back up City documents to external hard drives at the end of his rotation.
Become proficient in the operation of the new Xante envelope and letterhead printer.
Continue to maintain paper shelving during downtime and when switching to bindery.
Clear the top of reprographics equipment of paper daily.

Complete forkiift training.

| Rater Initial: 5% Employee Initial: \\"\$

APPEAL PROCEDURE
Witlifn: ten (10) business days afier receipt or meiling of s copy of the perfonnance report, the employee may file a written request with the Depactment Head
for reconsideration of any specific item or items, including the overall rating. The Depariment Head, within ten (10) business days from the request for
review is filed, shall either approve the rating as originally preparcd or direct a new rating to be prepared and shall notify the employce of the decision.

SOhLNA

If no change in the rating has becn made by the end of the den (10) day period, and if the employee still feels it to be incorrect, he/she may file within ten (10)
business days a written request to the Civil Service Commission for reconsideration of the overall rating by the Commission. Per Seclion 14.22.6 only
evaluations in which the overall rating is below the mid-point can be appealed to the Civil Service Commission.

COMPLETING THE APPRAISAL REVIEW
Overall Rating: This represents a judgment of the total work perfonmance for the entirs rating period. Indicate the rating by placing an “X" in the
appropriate space, Justification must be pravided in thc comments section to substantints the rating,

OUTSTANDING: Total work performance is definitely superior and well above the standards of performance required for the position.
ABOVE STANDARD: Total work performancs is definitely above the standards of performance required for the position.
STANDARD: Total work performance meets the standards of perfonmance required for the position. Improvement may be needed in some aspects of

performnace.
BELOW.STANDARD: Tolal work performance is below the standards of performance required for the position. Definite improvement is needed.

UNSATISFACTORY: Tota! work performance is inadequate and definitely inferior to the standards of performance required for the position.

(Form: cve-ape) DISTRIBUTION: Original to Human Resources Department - Copy to Employee Daparment - Copy to Employee
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City of Torrance Employee Appraisal Review

Employee Name: Jaysen Surber ~ 1.D.# 14219  Review Period: _ 12/28/15__ to: _ 12/28/16
Position: Reprographic Specialist Department. General Services
EXCEEDS EXCEEDS
Work Performance Standards | | MEETS Work Performance Standards | | MEETS
BELOW BELOW
Quantity of Work: | Personal Relations:
Amount of work performed (0 X [O] Getting Along with fellow employees O X 0O
Completion of work on schedule (0 &J O] Meeting and handiing the public OX O
Personal appearance ORX
Quality of Work:
Accuracy O (| Adaptabitity:
Neatness of work product (0 & | Performance in new situations OX O
Thoroughness OX O Performance in emergencies OX 0O
Oral expression ] [J| Performance with minimum instructions  [_] X} []
Written expression OX O
' Supervisory Ability:  Not Applicable
Work Habits: Planning and delegating O 4a g
Observance of working hours O X OO| Training and instructing OoOog
Attendance [0 X [J| Disciplinary control OQ0g
Observance of rules and regulations 0 X [J] Evaluating performances O00
Observance of safety rules O X | vLeadership O0cn0g
Compliance with work instructions [0 X [[J]| Decision making O0Og
Orderliness in Work [0 & [OJ| Faimess and impartiality O0Og
Application to duties O [J| Approachability OO0 Qg

Overall Rating

Ovarall Rating Should be Consistent with Job Factor Ratings
See comments on next page

L] [] X [] ]
Unsatisfactory Below Standard Standard Above Standard Outstanding
Gerardo Pinela 18612
. Rater Name (type or print) P Rater ID# is review has bepn discussed with me.
e 7 A .
- /-"'—-‘-tfﬁ-c/ /V?I//-( l 3"\ \’L/'Lg/]b
{ Réler Signature Date @dloyee} Signature Date
. [2-27 /¢ 12-271L
Reviewer-Signaturé Date Depariment He#d Signature Date

DISTRIBUTION: Original to Human Resources Department - Copy to Employee Depariment - Copy (o Employee
(Form: cvs-ape -- Rev. 01/08)
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City of Torrance Employee Appraisal Review
Page 2

Employee Name: Jaysen Surber _ L.D.#_14219

Comments to support overall rating
As a Reprographic Specialist, Jaysen contributes to meeting division deadiines on reprographic and bindery
projects. Jaysen also assists with the Mail/Driver Delivery position when needed. A verbal reprimand was issued to
Jaysen on February 10, 2016 regarding an incident confronting a citizen at the City Yard. A rebuttal to the
reprimand was received. No further incidents have occurred.

Accomplishments of performance goals/objectives established during last evaluation period
1. Jaysen has been trained and is rotating from Reprographics area to the bindery and the large format and
inkjet printing area..

Employee performance goals/objectives for the next evaluation period {objectives should be concrete and specific)
Continue to track time spent on jobs for each job ticket in EDU/PrintshopPro.

Needs to organize and Back up City documents to external hard drives.

Continue to maintain paper shelving during downlime and when switching to bindery.

Jaysen will continue to undergo training to rotate from the Reprographics area to the Bindery area and
the large format and inkjet printing area,

Rater Initial: M Employee [nitial: t)“}

APPEAL PROCEDURE
Within ten (10) business days alier receipt or nailing of b copy of the performiance report, the employee may file u written request with the Department Head
for reconsideration of any specific item or items, including the overall rating. The Department Head, within ten (10) business days from the request for
review is filed, shall cither approve the rating as ariginally prepared or direct a new raling 10 be prepared and shall notify the employee of the decision.

hbwh =

1f no change in the rating has been made by the end of the ten (10) day period, and if the employee still feels it to be incorrect, he/she may file within wa (10)
business days, on a f:orm provided by the Civil Service Commission, a request for reconsideration of the overall rating by the Commission. Per Secticn
14.22.6 anly cvaluations in which the overall rating is below the mid-point can be appealed to the Civil Service Commission.

. . COMPLETING THE APPRAISAL REVIEW
Overall Rating: This represents a judgment of the 1otal work performance for the entire rating period. Indicate the rating by placing an “X" in the
appropriate space. Justification must be provided in the comments section to substantiate the rating.

0U'IS7:ANDING: Total work performance is definitely superior and well above the standards of performance required for the position.

ABOVE STANDARD: Total work performance is definitely above the standards of performance required for the position.

SD:.NDARD: Total work performance meels the standards of performance required for the position. Improvement may be needed in some aspects of
performance.

BELPW S TANQARD: Total work performance is below the stundards of performance required far the position. Definite iinprovement is needed.
UNSATISFACIORY: Total work performance is inadequate and definitely inlerior to the standards of performance required for the position.

(Form: cvs-ape) DISTRIBUTION: Original to Human Resources Depariment - Copy to Employee Depaitment - Copy to Employee
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City of Torrance Employee Appraisal Review

Employee Name: Jaysen Surber I.D.# 14219 Review Period: ~ 6/10/14  to: 6/10/15
Position: Reprographic Specialist Department; General Services .
| EXCEEDS EXCEEDS
Work Performance Standards | | MEETS Work Performance Standards | | MEETS
BELOW BELOW

Quantity of Work: Personal Relations:
Amount of work performed [ X [J| Getting Along with fellow employees OX O
Completion of work on schedule ] B4 1| Meeting and handling the public OX O

Personal appearance O

Quality of Work:
Accuracy [ X ]| Adaptability:
Neatness of work product [0 63 [1] Performance in new situations OX 0O
Thoroughness [0 Bd O] Performance in emergencies OX O
Oral expression J 0| Performance with minimum instructions [] [ [
Written expression O X O ‘

Supervisory Ability:  Not Applicable

Work Habits: - Planning and delegating HEAEN
Observance of working hours 0 X [J| Training and instructing .00
Attendance [0 X | Disciplinary control O0ag
Observance of rules and regulations [0 X ]| Evaluating performances Oo0go
Observance of safety rules [0 X [O| Leadership 00
Compliance with work instructions ) XA 3| Decision making aogg
Orderliness in Work . X 3| Faimess and imipartiality ERNEE
Application to duties [0 X | Aeproachability =20g

Overall Rating

Overall Rating Should be Consistent with Job Factor Ratings

See comments on next page

O ] X ] 1
Unsatisfactory Below Standard Standard Above Standard Outstanding
Gerardo Pinela 18612
Rater Name (type or print) Rater ID#

g/

Thi)r;:ieyw;isgbyscussed with me.

%M{ Zx ¢
.| Rater Signature .

b-16-15"
Date

Date E{ﬁyﬁe iighalure
%;—: gAY _M%Z@M gotds
re Dale Depariment He#d Signature Date

DISTRIBUTION: Original to Human Resources Depariment - Copy to Employee Department - Copy to Employee

{Form: cvs-ape — Rev. 01/08)
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City of Torrance Employee Appraisal Review
Page 2

Employee Name: ~ JaysenSurber ~ LD.#_ 14219

Comments to supgort overall rating
As a Reprographic Specialist, Jaysen contributes to meeting division deadlines on reprographic and bindery
projects. Jaysen also assists with the Mail/Driver Delivery position when needed.

Accomplishiments of performance goals/objectives established during last evaluation period
1. Jaysen has contributed in evaluating reprographic equipment and software.

Employee performance goals/objectives for the next ovaluation pericd (objectives should be concréte and specific)
1. Continue to track time spent on jobs in Reprographics and Bindery for each job ticket in

EDU/PrintshopPro.

Continue to organize and Back up of City documents to external hard drives.

Contiriue to maintain paper shelving during downtime and when switching to bindery.

Jaysen will continue to undergo training to rotate from the Reprographics area to the Bindery area and

the large format and inkjet printing area.

PON

Rater Initial: j/ Employee Initial: L\_)QS

APPEAL PROCEDURE
Within ten (10) business days afier receipt or mailing of a copy of the performance report, the employee may file 2 written request with the Department Head
for reconsideration of any specific item or items, including the overall rating. The Department Head, within ten (10) business days from the request for
review is filed, shall cither approve the rating as originally prepared ordirect a new rating to be prepared and shall notify the employce of the decision,

If no change in the rating bas been made by the end of the ten (10) day period, and if the employee still feels it to be incorrect, he/she may file within ten (10)
business days, on a form provided by the Civil Service Commission, a request for reconsideration of the overall rating by the Commission. Per Section
14.22.6 only cvaluations in which the overall rating is below the mid-point can be appealed 1o the Civil Service Commission.

COMPLETING THE APPRAISAL REVIEW
Overall Reting: This represents a judgment of the total work performance for the entire rating period. Indicate the rating by placing an “X™ in the
appropriate space. Justification must be provided in the comments section to substantiate the rating.

OQUTSTANDING: Total work perfonnance is definitely superior and well above the standards, of performance required for the position.
ABOVE STANDARD: Total work performance is definitely above the standards of performance required for the position.
STANDARD: Total work-performance mects the standards of performance required for the position. Improvement may be needed in some aspects of

petformance.
BELOW STANDARD: Total work performance is below the standards of performance required for the position. Definite improvement is needed.

UNSATISFACTORY: Total work performance is inadequate and definitely inferior to the siandards of pecformance required for the position.

(Form: cvs-ape) DISTRIBUTION: Original to Human Resources Depantment - Copy to Employee Department - Copy to Employee
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City of Torrance Employee Appraisal Review

Employee Name: Jaysen Surber 1.D.# 14219 Review Period: _ 7TM7/12  to: __7M7113
Position: Reprographic Operator Department: General Services o
' EXCEEDS EXCEEDS
Work Performance Standards | | MEETS | Work Parformance Standards | | MEETS
BELOW . BELOW

Quantity of Work: .| Personal Relations:
Amount of work performed [:] O g Getting Along with fellow employees OX O
Completion of work on schedule [0 O .B9| Meeting and handiing the public OX O

' . "1 Personal appearance O X

Quality of Work: ‘ B
Accuracy E] ) [}| Adaptability:
Neatness of work product ) LJ| Performance in new situations X O
Thoroughness [:] [ ‘ Performance in emergencies X O
Oral expression [ O K| Perdormance with minimum instructions OX O
Written expression E[ X

¥ %) supervisory Abllity:  Not Applicable

Work Habits: , 3| Planning and delegating 000
Observance of working hours [J X [E| Training and instructing 000
Attendance O Disciplinary control 000
Observance of rules and regulations [0 X E}{ Evalating performances Oo0g
Observance of safety rules £] X [{ Leadership 00ag
Compliance with work instructions [0 XR [EJ{ Decision making aoad
Orderliness in Work [3 X [Fl| Faimess and impartiality EBENEN
Application to duties E{l 3 [2{ Approachability C0 O

' ' .*0‘@{&1&5"3‘1!38! R I ST ,

Overall Rating Should be Consistent with Job Factor Ralings
See comments on next page

U Ll O] X ]

Unsatisfactory Below Standard Standard Abovo Standard Outstanding

Gerardo Pinela 18612

Rater Name (type or print) Rater ID# This review has been djscussed with me,
~ ~->
M 7/// 2 7-18-(5
ater Signature Date oyeé Signature Date

] /‘:‘-"“:,'”'?_\T‘* .. 7 7S Z&J 7-17-13%
“I'Reviewer S ore Date Departmenpiiead Signature Date

DISTRIBUTION: Original to Human Resources Depariment - Copy to Employee Department - Copy to Employee
(Form: cvs-ape — Rev. 01/08)
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City of Torrance Employee Appraisal Review
Page 2

Employee Name: Jaysen Surber ILD.# 14219

_Comments to suppottoverall.rating _
As a Reprographic Equipment Operator, Jaysen contributes to meeting division deadlines on reprographic and
bindery projects consistently.

Jaysen has made suggestions to help customers be more accurate with their project submissions via the online
ordering system to meet their deadlines. He also assists with the Mail/Driver Delivery position when needed.
Jaysen is very helpful with deliveries of large items to administrative staff that are limited to lifting and carrying
large items. He also participated in the CPR Training program and is now certified. He also completed NPDES

training.

- Agcomplishments of pétfdﬁﬁ’aﬂd'é;‘goalslbb]ecibio‘é?nitfbﬂaﬁdd?cluﬂhg.l’a’st evaluation period
Jaysen has been continuously tracked time on Jobs in the Reprographics and Bindery for each job ticket in
EDU/Printshop Pro. Continues to maintain his 15 minute breaks twice a day.

Emplovedperformance goals/objectivas. for the next evaluatioh. period (objectives stiolld be:concrete and spacific)
Continue to track time spent on jobs in Reprographics and Bindery for each job ticket in EDU/PrintshopPro.
2. Continue to organize and Back up of City documents to external Hard drive.

3. Continue to maintain paper shelving during downtime and when switching to bindery.

4. Continue Login of packages into the package tracking system as soon as they arrive.

5. Evaluate repragraphic and bindery equipment being researched.

Rater Initial: ﬁ Employee lnitial:C— ,3 &

APPEAL PROCEDURE
Within ten (10) business days after receipt or mailing of a copy of the perfarmance report, the employce may file a wrilten request with the Department Head
for fecansideration of any specific item or items. including the oversll ruting. The Department Head, within ten (10) business days from the request for
review is filed, shall cither approve the rating as originally prepared or direct u new rating 1o be prepared and shatl notify the cmployee of the decision.

If no change in the rating has been made by the end of the ten (10) day period, and if the employce still feels it to be incorrect, he/she may file within ten ({0)
business days, on a form provided by the Civil Service Commission, a request for reconsideration of the avernil rating by the Commission. Per Scciion
14.22.6 only evaluations in which the overall rating is below the mid-point can be appealed to the Civil Service Commission.

. . COMPLETING THE APPRAISAL REVIEW
Overall Rating: This represents a judgment of the total work performance for the eatire rating period. Indicate the rating by placing an X" in the
appropriate space. Justification must be provided in the comments section to substantiate the rating.

OUTSTANDING: Towl wark performance is definitely superior and well ahove the standards of performance required for the position.

ABOVE STANDARD: Total work performance is definitely above the standards of performance required for the position.

ST::.NDARD: Total work performance meets the standards of performance required for the position. Improvement may be needed in some aspects of
performance.

BELOW STANDARD: Tots] work performance is below the standards of performance required for the position. Definite improvement is needed.
UNSATISFACTORY: Total work performance is inadequate and definitely inferior to the standards of performance required for the position,

(Form: cvs-ape) DISTRIBUTION: Original 10 Human Resources Department - Copy o Employee Department - Copy to Employee
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City of Torrance Employee Appraisal Notification

Employee Name: Jaysen Surber 104 14219 Period: 12/27/12007 to: _12/27/2008
Reprographic Equipment
Position: Operator Depariment ______ General Services

This is to notify you that your performance evalualtion record is being updated. Be
advised that for the period noted above your performance record will reflect that you
have met the standards of performance required of the position. This notlification will be
included in your personnel file.

28, 2009
Date

CC: Personnel File

oy M.
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City of Torrance Employee Appraisal Review

Employee Name: Jaysen Surber LD.# 14219 ReviewPeriod:  4/11/06  to: _4/11/07
.. . Reprographics Equipment . General Services
Position: Operator Department:
. TERGEEDS.
Work Performance Standards | Work Performance Standards | MEETS» ‘

Quantity of Work:
Amount of work performed
Completion of work on schedule

Quality of Work:
Accuracy
Neatness of work product
Thoroughness
Oral expression
Written expression

Work Habits: |

. Observance of working hours
Attendance
Observance of rules and regulations
Observance of safety rules
Compliance with work instructions
Ordedliness in Work
Application to dutles

Personal Relations:
Gelting Along with fellow employees
Meeting and handling the public
Personal appearance

Adaptability:
Performance in new situations
Performance in emergencies

gg‘;‘g‘
[ I e

Supervisory Ability:  Not Applicable
Planning and delegating
Training and instructing
Disciplinary control
Evaluating performances
Leadership

Decision making
Faimess and impartiality
Approachability

00ooooo0
000oO0000:.

X O
¥ }

[

Unsatisfactory

O

Below Standard

ke
L & (Al "p“
Overall Rating

P N\ \\)- &Y T
Should be Consistent with Job Fact
See comments on next page
X
Standard

]

Above Standard

O

Outstanding

William Urquilla

12430

Rater Name (lype oppfint)
C >

%&*7

Rater ID# Thisfeview ha; been discussed with me. ¢

JLH-97

Raler Signatuge=" )~ Date pldyée Signature " Date
Flp-07 ~Uf-O
gnalure Date Department d Signature Date

DISTRIBUTION: Original to Human Rescurces Departmeit - Copy to Employee Department - Copy to Employee

{Form: cvs-ape — Rev. 07/04)
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City of Torrance Employee Appraisal Review
Page 2 .

Employee Name: Jaysen Surber _ LD:# 14219

Comments to support overall rating
During his 12 year as a Reprographic Equipment Operator, Jaysen has produced a standard amount of work
within the normat scope of supervision. While completing his work in a timely manner to meet most deadlines,
Jaysen has also demonstrated an improvement in handling large jobs, which routinely require overtime to

complete.

While maintaining a standard level of productivily and job knowledge, Jaysen still needs improvemnent in the area
of appropriate behavior in the work environment. Examples include:

was reminded that Union business should be handled

o During the course of this evaluation period, Jaysen
after work, or lunch periods, and should be conducted

during non-work hours, which include before work,
outside the work area.

« On October 24, 2006, Jaysen was counseled by his supervisor not to wipe or leave any blood drops on any
desk or machine surface after administering his blood sugar test. On February 20, 2007, Jaysen received a
written reprimand because blood drops were again noticed an the Heldelberg copy machine. Jaysen was
again instructed to take the necessary steps to ensuré that it did not happen again. Since that time there

have been no further incidents.

Accomplishments of performance galslob]ecﬂves established during last evaluation period
Goals and objectives that were established during the last evaluation period were partially completed as follows:

ager, Jaysen often displayed a defensive and

1. In receiving constructive feedback from his supervisor or man : .
ance or appropriate behavior in the

negalive altitude during discussions relating to his job perform

workplace.
2. Jaysen did make an attempt to minimize non work related issues, however there conlinued to be several

reminders of items that needed to be handled during non work hours, examples include Union business,
and personal conversations thal caused distractions and delays ta his normal dutles.

3. In his effort to improve communication with co-workers, Jaysen received an Employee Spot Award from the
City Manager's Office in accomplishing a large complicated printing project with a "posiiive attitude.”

4. Jaysen initially refused direction to attend Certification for the Heldelberg copler. Th9 delay in arranging for
the training resulted in Jaysen not being trained as the class was eventually discontinued.

Employee performance goals/objectives for the next evaluation period (objectives should be concrete and specific)

1. Must participate and attend service courses, or demonstrations, as required for new reprographic or

bindery equipment. )
2. Altend at least one training course related to work place communication skills.
3. Maintain sanitary conditions in the workplace. ,
Rator Initial: __ 2272/ Employee Initial: lﬁ

APPEAL PROCEDURE
Within ten (10) business days after reccipt or mailing of a capy of the performance report, the emplo
for reconsideration of any specific item or items, including the overall rating. ‘The Depariment Head
revicw is filed, shall either approve the rating as originalty prepared ar direct a new 1ating to be prep

yee may filc a written request with the Department Head
- within ten (10) business days (rom the request for
ared and shall notify the employee of the decision.

Copy to Employea Deparimenl - Copy {0 Employee
COT000056

(Form: cvs-ape) DISTRIBUTION: Original to Human Resotirces Department -



City of Torrance Employee Appraisal Review
Page 3 . . -

If no change in the rating has been made by the end of the ten (10) day period, and if the cmployee still fecls it to be incorrect, he/she may file within ten (10)
business days, on a form pravided by the Civil Service Commisslon, a request for reconsidesation of the overall rating py the Commission. Per Scction
14.22.6 only cvaluations in which the overall rating is below the mid-point can be 2ppesled to the Civi) Service Commission.

COMPLETING THE APPRAISAL REVIEW ) . ]
Overall Rating: This represents a judgment of the total work performance for the entice rating period. Indicate the rating by plecing an X" in the
appraprinte space. Justification must be provided in the comments section to substantiate the rating.

gbove the standards of performance required for the position.

dards of performance required for the pasition.
be needed in some aspects of

OUTSTANDING: Total work perfornance is definitely superior and well
ABOVE STANDARD: Total work performance is definitely sbove tlic stan
STANDARD: ‘Total work perforniance meets the siandards of performance required for the position. Improvement may

pleomncc. e . . .
BELOW STANDARD: Total work performance is below the standards of performance required for the position. Definite improvement 1s needed.
UNSATISFACTORY: Total work performancc is inadequate and definitely inferior to the standards of performance required for the position.

Copy to Employee Department - Copy to Employee

(Earm: cve-aoe) DISTRIBUTION: Original to Human Resources Department -
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City of Torrance Employee Appraisal Review
Page 3

Employee Name: Jaysen Surber LD.# 14219

Comments to support overall rating

Under supervision, to operate and perform routine or maintenance on high speed programmable photocopying
and related equipment used in the reproduction and binding of forms, correspondence, reports and other
materials in the centralized reprographic Section/Division of the City; and to do related work as required. Jaysen
continues to produce the required amount of work and has proven to be an important asset to the daily operation
of Central Services. Jaysen has made progress, but is strongly recommended to maintain his level of performance
& follow thru on all assignments. Jaysen has the capability 1o continue & maintain his overall performance &
understand the demands of in-house print shop. Jaysen has improved in handling last minute Rush/Emergency
job requests. Jaysen has also shown extra effort in helping to distribute flyers to various neighborhoods for the
Community Development Department, which was conducted primarily after hours.

Accomplishments 'of’performancegoaislob]ectlvos established durlrig jast evaluation period
Jaysen has improved upon receiving instruction and feedback from his supervisors, and has attempted to
minimize the amount of non work related conversations. He continues to improve his communication skills with his
supervisors and understands the necessity of prioritizing certain jobs. Jaysen should complete the Heidelberg
certification training for minor repairs and troubleshooting.
Employee performance goaisiobjectives for the noxt evaluation period (objectives should be concrete and specific)

1. Continue the receptiveness of both posifive & constructive feedback from Coordinator/Supervisor,

2. Continue to improve on minimizing non work related issues.

3. Continue to improve on communication with supervisors and co-workers.

4. Complete the Certification training for the Heidelberg copier regarding minor repairs and troubleshooting.

Rater Initial: ___4/.¢/, Employee Initial: S

APPEAL PROCEDURE
Within 1ea (10) business days afler receipt ar mailing of 8 copy af the performance repoit, the employee may file a wrilten request with the Department Head
for reconsideration of any specific item or itens. including the averalt rating. e Departinent Head, within ten {10) business days from the request for
review is filed, shall either approve the rating as originally prepared or direct a new rating to be prepared and shalf notify the employee of the decision,

1T no change in the rating has been made by the end of the ten (10) day period, and it the employee still feels it 10 be incorrect, he/she may file within ten (10)
business days, on a form provided by the Civil Service Commission, a request for reconsideration af the overall rating by the Commmission. Per Section
14.22.6 only evaiuvations in which the overall rating is below the mid-point can be appealed ta the Civil Service Commission.

COMPLETING THE APPRAISAL REVIEW
Ovenill Rating: This represcnts a judgment of the total work performance for the entire rating pericd. Indicate the rating by placing an “X™ in the
appropriate space. Justification must be provided in the comments section to substantiate the rating.

OUTSTANDING: Total work performance is delinitely superior and well above the standards of perfarmance required for the position.
ABOVE STANDARD: Tatal work performance is definitely above the standards of perfonnance required for the position.
STANDARD:. Towl work performance meets the standards of performance required for the position, [mprovement may be needed in sone aspects off

performance.
BELOW STANDARD: Volat work performance is below the standards of performance required for the position, Definite improvement is needed.

UNSATISFACTORY: Total wark performance is inadequate and detinitely inferior to the standards of perforinance required for the pasition.

fwtu Susm,T E-mart g CLowe€ans of # 4 GonfoBsecrive,

(Form: cvs-ape) OISTRIBUTION: Original to Human Resources Department - Copy lo Employee Department - Copy to Employee
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City of Torrance
EMPLOYEE APPRAISAL REVIEW

Employee Name: Jaysen Surber Review Period:  07/01/00  to: 06/30/01
Position: Repro. Equip. Oper. Depariment. General Services .D.# 14218
N\Iork Performance Standards: Work Performance Standards:
[ EXCEEDSy REXGEEDS "~ il
MEETS S MEETS T
LBEOW .S L R CGEELOW, . T W
Quantity of Work: : h’v?“ Personal Relations: s e,
Amount of work performed <) iH| Getting Along with fellow employees O,
Completion of work on schedule ] X ‘A Meeting and handling the public LI i‘
C ‘*‘ Personal appearance T DA E)
Quality of Work: o L
Accuracy . ] X iPA| Adaptability: i I
Neatness of work product O X Performance in new situations TI *@«
Thoroughness O X Performance in emergencies X é@
Oral Expression B[] Performance with minimum instructions 5[] [X =
Written expression R EE ) o
. S 7 7% supervisory Ability:  Not Applicable " Ex
Work Habits: S Planning and delegating 0.0
Observance of working hours O X: Training and instructing =0
Altendance 0O Xil Disciplinary control 0
Observance of rules and regulations ? 1 Evaluating performances ‘ (]
Observance of safety rules C1 v Leadership 0
Compliance with work instructions .14 Decision making ad
Orderliness in Work X Fairness and impartiality oog
Application to duties R : Approachability HER
T L L. . OveralRabhgE 1o dide i GENE

“—Sverall Rating Should be Consistent with Job Factor Rafings -

DDDDEDDDDDDDDDD

Unsatisfactory | Below Standard l Standard I Above Standard I Outstanding

. "GOMMENTSHEXamples of workidone well T SUBGesTaRS Tor IMPrOVeIBNtEIN WOTK periormancent

As a Reprographic Equipment Operator, Jaysen continues to produce a standard amount of work
within the normal scope of supervision. Due to vacancies within the Central Services Section,
Jaysen's work assignments have primarily been in the reprographics area during this review period.
This has allowed his skills and knowledge of our new Digital Reprographic and Color Copying
Equipment to improve dramatically. Jaysen is learning to simplify components of the reprographic
process to help reduce paper usage. An example of this is his help in converting the City Council
Agenda on to CD's.

In his last evaluation Jaysen received an overall rating of “below standards”, with the primary
problem area being personal relations with coworkers. As a result, Jaysen was given specific goals
to assist him in improving his interactions with fellow employees. Since receiving his last evaluation
Jaysen has showed little improvement in this area. On August 9, 2000, | met with Jaysen to
discuss his performance to date and how his behavior continued to negatively impact his
performance, as well as his coworkers. Jaysen was again provided with specific instructions

(Form: cvs-ape) DISTRIBUTION: Original to Human Resources Depariment - Copy to Employee Depariment - Capy to Employee
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City of Torrance

EMPLOYEE APPRAISAL REVIEW
Page 2

related to his behavior, which included:

o Communicate with peers and supervisor in a courteous and respec
personal comments which are sarcastic, demeaning or hurtful.

« During staff meetings do not display body language that non-participatory or disrespectful.

o Refrain from inappropriate and non-work related discussions during working hours.

tiul manner, do not make

Since that time Jaysen has shown inconsistent improvement. Jaysen continues to be difficult to
work with because of his negative statements and behavior that creates a disruptive work
environment. There have been a number of occasions when he vocalizes negative statements,
excessively focusing on past issues, and upsetting coworkers. Examples of this include:

o Jaysen has not been receptive to feedback from his coordinators and supervisor, whether the
feedback has been positive or negative. When approached for discussion he often walks away.
He tends to over react to constructive criticism and has stated he has a distrust for
management. Jaysen refuses to meet individually with me to discuss operational or job
performance Issues, unless he has a witness. This behavior is especially disruptive when | am
attempting to provide Jaysen with instructions for a particular work order. Although Jaysen does
not have a right to have a witness present in these situations, | have allowed this to occur in the
hope that he would see that it is not necessary and only serves to disrupt and delay the

meeting.

 Jaysen has been advised that his unwillingness to communicate (he needs to focus on the
direction being address) with his coordinator and/or his supervisor is inappropriate in the
working environment. Difficulties arise when instructions need to be passed on to him and are
not sure he is listening (he turns and walks away and does other things to distract the overall
conversation) to directions because of his unwillingness to communicate (doesn't talk to his

coordinator). This has been discussed many past staff meetings.

« Throughout this period Jaysen has continued to focus on the past issues and incidents that led
to the below standards evaluation he received last year. Because some of these incidents
involve current coworkers it is particularly upsetting to them as they hear Jaysen continually
explain his perception of the events that led to the rating. He needs to move on and forget
about the past experiences. | would like to eliminate negative comments, past incidents and
focus ontoday and future to make our working environment healther and happier.

o On January 24, 2001, Jaysen received a written reprimand for inappropriate discussions during
working hours, On several occaslons | observed Jaysen discussing his religious beliefs during
working hours with co-workers. Jaysen was advocating his beliefs over the beliefs of others and
referred to members of a particular religion as sinners. This was upsetting to some coworkers,
distractive and inappropriate in the working environment. This has also been discussed in staff

meetings.

o Jaysen continues to express his unhappiness with rush/emergency job requests. He continues
to ask his coordinator to talk to the requestors to get an extension of the due dates. He says
that he is unhappy with rush jobs. He doesn't like to work under these pressures. He does not

try to process improve on his job but rather do it the same old way. This has always bothered
(Form: cvs-ape) DISTRIBUTION:; Original lo Human Resources Department - Copy to Employee Department - Copy to Employee
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pim and has been a continuing problem for him. Rush/emergency jobs are just the nature of the
job. This has been an on going subject in one-on-one meetings and discussed with

coordinators.

« Jaysen tends to be very argumentative with co-workers. Whether he's doing this as a joke it
disrupts his working relationship with his co-workers. They just walk away and say "l don't want
to talk about this anymore with you.” He keeps bring back past experiences to employees.

 He is unwilling to participate in group meetings or demonstration of equipment. Some essential
training was missed on the new bindery equipment that was purchased for the department. He
would claim that he was tqo busy to participate. He will now have to be trained by his
coordinator to catch up. He is not a team player. He was unwilling participate in the photo
sessions for the Department/Division display presentation for City Council Meeting to the
general public. He got angry with Graphics Coordinator for using his photo.

e Spends a lot of time on the phone, not work related. He gets many personal outside calls and
the way he talks and the way the conversations is carried on. He has been told during staff
meetings and one-on-one meetings. This has been addressed many times in staff meetings.

owledge, he still needs improvement

While Jaysen has improved in areas of productivity and job kn
During the next review period, the

in the area of appropriate behavior in the work environment.
goals and objectives identified for Jaysen are:

d attend in-house service courses, or demonstrations, as required for new

e Must participate an
g is necessary in order for Jaysen to be up to

reprographic or bindery equipment. This trainin
date on the latest equipment. ‘
« Be more receptive to positive and negative feedbac

from positive and negative feedback.
e Keep focused on the work at hand. When issues or conflicts arise with work assignments or co-

workers, discuss them with your coordinator, so the problem may be resolved as soon as

possible..
« Communicate with co-workers, coordinators, and supervisor in a courteous and respectful

manner, do not make personal comments which are sarcastic, demeaning, or hurtful.

k from coordinators and supervisor. Learn

07/;.?/_/ Z

Date )
This seview has been discussed with me.
27, =, yrl5fer - T
', SRR Dale . .
___Ad'ékﬁvqunﬁﬁuﬁf 2031 lol el Z 37~/
Department Head's Signature Date - )!Imf:loyee's ‘Signature D?te
APPEAL PROCEDURE
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Within ten (10) business days after receipt or mailing of a copy of the performance report, the cmployee may file a written request with the Departinent Head
for reeo.nsldemlion of any specific item or items, including the overall rating. The Depaniment Head, within ton {10) business days from the request for
revlew is filed, shall cither approve the rating as originally prepared or direct a new rating to be prepered and shall notify the employee of the decision.

If no change in the mting hes been made by the end of the ten (10) day period, and if the employce still fecls it to be incorrect, he/she may file within ten
(10) buslness days, on a form provided by the Civil Service Commission, a request for reconsideration of the overatl rating by the Commission. Per Section
14.22.6 only evaluations in which the overall rating is below the mid-point can be appealed to the Civil Service Commission.

. . COMPLETING THE APPRAISAL REVIEW
Overal} Rating: This represents a judgment of the total work performance for the entire rating period. Indicate the rating by placing an “X™ in the
eppropriete space. Justification must be provided in the comments section (o substantiate the rating.

OUTSTANDING: Total work performance is definitcly superior and well above the standards of performance required for the position.
ABOVE STANDARD: Total work performance is definitely nbove the standards of performance required for the position.
STANDARD: Total work performance meets the, standards of performance required for the position. Improvement may be needed in some aspects of

performance.
BELOW STANDARD: Total work performance is below the slandards of perfonnance required for the position. Definite improvement is needed.

UNSATISFACTORY: Total work perforimance is inadequate and definitely inferior to the standards of performance required for the position.

(Form: cvs-ape) DISTRIBUTION: Orlginal to Human Resources Depariment - Copy to Empioyee Department « Copy to Employee
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Jayson I3 an experienced employee, and has the potentiat to be an tmportant asset to Central Services. During this next review period,

the following goals ond objectives have boen identifiod for Jaysen:

To develop positive working relations, mutual support & respand favorably to suggosted actions for improvement.
Avoid becoming defensive or argumentative when discussing a problem of situation.

Exercise self-control in difficult situations.
Eliminate uso of offensive or inappropriate language in the workplace, behaving in a professional mannor at all times.

SWN

L5 2/ o2
Date
Y- 75 -0C This review has been discussed with me.
Date 2’/
g2/t 42’/ S -2 o0
"Date {EmployGe's Signature Date
APPEAL PROCEDURE

Within ten (10) business days ofter recaipt or mailing of o copy of the performnnee seport, the employes moy filea writlen request with the Depariment
cn (10) business days from the yeque

11ead for reconsideration of any specific item or items, including ths overall rating. The Department Tend, within U
for review is (ited, sholl either approve the rating as ariginally prepared of dircet a new rating to be prepared and stall notify thie cmployee of the decisio

I na change in the raling has been made by the end of the ten (10) day period, and if the employec still feels il to be incorrect, hefshe mny file within ler
(10) business days, on @ form provided by tic Civil Servies Commission, & request for reconsiderntion of the overall rating by the Commission. Per
Section 14.22.6 only evaluations in which the overall rating {s below the roid-paint cen be appeated to the Civil Servicc Commission.

COMPLETING THE APPRAISAL REVIEW

Overall Rating: This r'epuscms n judgment of the total work perfanmance for the entire raling period. Indicais the rating by placing an *X" in the

sppropriate space. Jubtification nst be provided in the comments section to substantiute the rating.
OUTSTANDING: Tolal wark performance is definitely superior and well above (e standards of performatice required for the position.

ABOVE STANDARD: Total work perfonmance is definitely above the standards of perforniance required for the position.
STANDARD: Total work performance mecta {ha gtandards of perfonnance required for the position. Improvement moy be necded in some aspects of

performance. :
BALOW STANDARD: Tolal work performance is below the standards of performance required for the position. Dafinito improvement is needed.
UNSATISFACTORY: Tol) wask perfurmance i3 inndoquate and definitely inferior to the sandards of porformancs required for the posilion.

T 0 o7 Asree Wzt Willums D1t jp TN ok sy Bvewss 1V TH
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MONTHLY REPORT ON PROBATIONER

nane_ (AYSEN Segpeo pepr._(EniBol SEQVEES
POSITION £/ /e O 7/ ON COMPLETION OF
MONTHS OF PROBATIONARY PERIOD, ENDING July 31,7995
vVery ]
l. QUANTITY: Good Goed Fair Poor
Amount of work performed W .
Completion of work on schedule [
2, QUALITY:
Accuracy l//,
Neatness of work product
Thoroughness v,
Oral Expression [V pa
Written Expression v
3. WORK HABITS: .
Observance of working hours \//;
Attendance -
Observance of safety rules e
Compliance with work instructions v Eﬁﬁ:g
Orderliness in work vV .
Application to duties [V
4. PERSONAL RELATIONS : ' /
Getting along with fellow employeeé P
Meeting and handling the public v s
Personal Appearance v
5. ADAPTABILITY:
Performance in new situations y//
Performance in emergencies ANB
Performance with minimum instruc- ‘
tions v//
6.
ng and instructing
Making decisio
Fairness and impaXrtjality
Approachability
REMARKS : J0 5 7 8 T/Z
/../ < ﬂ A I’ -s oy ’ ,/ & LA ) "_/ ) ’1A—’ ; - . ' 4 ‘ﬁ od e y i
EFFICIERTLY [-£ Bearnwsod JoBS IoH/LE BlmrioZ & A VoSS
I find this employee sat‘ , /
.l.:/ ,!AZA?_’J:* At
ignatare ), [ S7_Depdrtment Head
CILL >
Distribution: White - Personnel:; Yellow’- E Hqloywe; Pink — Department
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MONTHLY REPORT ON PROBATIONER

NAME Surber, Jaysen N- DEPT.__ Central Services

12-94 - 4495

posITION Repro. Equipment Operator ON COMPLETION OF

MONTHS OF PROBATIONARY PERIOD, ENDING

Very

_Good Fair Poor

®
Q
0
Q,

l. QUANTITY:
Amount of work performed
Completion of work on schedule

2. QUALITY:
Accuracy
Neatness of work product v

Thoroughness
Oral Expression
Written Expression

3. WORK HABITS:
Observance of working hours P
Attendance .
Observance of safety rules
Compliance with work instructions

N

N
\

\

Orderliness in work
Application to duties

4. PERSONAL RELATIONS : : -

Getting along with fellow employeesg
Meeting and handling the public

Personal Appearance

S. ADAPTABILITY:

Performance in new situations
Performance in emergencies

Performance with minimum instruc-

N

tions

SHNPERVISORY ABILITY:

anning and assigning

REMARKS : $»_¢—_A:&n2£é,i_damm9w@$
I lzn find this employee satisfactory;\fgggz;:;;;>
I&v\ A Z

P @ Signature Departmerft—Head

Distiyibution: White - Personnel; Yellow - Employee; Pink - Department
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PERFORMANCE REPORT
12/94 through 4/95

In the xerox area of operations, Jaysen follows instructions well and
executes them guickly. He has the ability to recognize priorities and meet
important deadlines on the various jobs he has worked on. He has an
excellent general understanding of the sophisticated equipment (both
Docutech and 5775) that is used in the xerox operation of the Central

Services Division.

Jaysen also works well in the warehouse area of the Division. He
understands and follows the proper procedures for verifying and checking in
stationary supplies for the Division’s stockroom. Additionally, he is
efficient filling user departments stock supply requests and subsequent
electronic notification.

During this reporting period, Jaysen has proven to be a reliable employee.
His attendance and attitude regarding work assignmente has been excellent.
However, there are two areas that need to show some improvement. One area
is the participation in excessive conversations with other employees in the
office that can be disruptive to other staff in the Division completing
their work. At this point, no significant problems have been created, but
the tendency to participate in these conversations is noticeable and he
should be aware and take steps to improve this behavior. The other area
that needs some attention is his application to duties in the bindery area.
Jaysen needs to develope a better understanding of the priorities and the
timeframes for work to be completed in this area.

Overall Jaysen is a good, reliable employee. It is anticipated that if his
performance continues to be consistent, and improvements are made in the
noted areas,- he will be an asset to the Division and the City.

Michael Grabowski
Coordinator, Central Services
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MONTHLY REPORT ON PROBATIONER

NAME

LTI IRy, Pase sy N

s Buipdlent e atonc

POSITION *

DEPT.

ENDING

[RETIYE T TR 1ol ol SR W A .

ON COMPLETION op '<:%1 - 4{95

MONTHS OF PROBATIONARY PERIOD,

1. QUANTITY:

Good

Very

Fair Poor

Amount of work performed
Completion of work on schedule

2. QUALITY:

Accuracy
Neatness of work product

o

Thoroughness

Oral Expression
Written Expression

WORK_HABITS :

of working hours

Observance
Attendance

Observance of safety rules

Compliance with work instructions

Orderliness in work

Application to duties

4. PERSONAL RELATIONS :

Getting along with 'fellow employeesq
Meeting and handling the public

Personal Appearance

5. ADAPTABILITY:

Performance in new situations

Performance in emergencies

Performance with minimum instruc-—

tions

SUPERVISORY ABILITY:
Planning and assigning

Traxnlng and instructing
Dlsclpllnary control

Evaluating performance

Leadership

Making decisions
Fairness and impartiality

Approachability

1

REMARKS : PRV Y. AJ

—---—-——-—-————_—--——--q———— ——— -

t
{ t INEWLE .i.c,&.:i =

X |
- - ‘

find this employee satisfactory. -

-
x
l .

l“ —" 200

B L P

'EMP1oyee Signature
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Deﬁartment Head
Pink - Department
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PERFORMANCE REPORT
12/94 through 4/95

In the xerox area of operations, Jaysen follows instructions well and
executes them quickly. He has the ability to recognize priorities and meet
important deadlines on the various jobs he has worked on. He has an
excellent general understanding of the sophisticated equipment (both
Docutech and 5775) that is used in the xerox operation of the Central

Servicee Division.

Jaysen also works well in the warehouse area of the Divigion. He
understands and follows the proper procedures for verifying and checking in
stationary supplies for the Division’s stockroom. Additionally, he is
efficient filling user departments stock supply requests and subsequent
electronic notification.

During this reporting period, Jaysen has proven to be a reliable employee.
His attendance and attitude regarding work assignments has been excellent.
However, there are two areas that need to show some improvement. One area
is the participation in excessive conversations with other employees in the
office that can be disruptive to other staff in the Division completing
their work. At this point, no significant problems have been created, but
the tendency to participate in these conversations is noticeable and he
should be aware and take steps to improve this behavior. The other area
that needs some attention is his application to duties in the bindery area.
Jaysen needs to develope a better understanding of the priorities and the
timeframes for work to be completed in this area.

Overall Jaysen is a good, reliable employee. It is anticipated that if his

performance continues to be consistent, and improvements are made in the
noted areas, he will be an asset to the Division and the City.

Michael Grabowski
Coordinator, Central Services
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Committee of the Civil Service Commission Meeting
January 27, 2025

Honorable Members

of the Committee of the Civil Service Commission
City Hall
Torrance, California

Honorable Members:

SUBJECT: COMMITTEE OF THE CIVIL SERVICE COMMISSION CLOSED SESSION

The Committee of the Civil Service Commission will meet in Closed Session for the following
purpose:

a. CONFERENCE WITH LEGAL COUNSEL — EXISTING DISCIPLINE (California Government
Code §54957(b) (1)):

1) Appeal of Discipline of a Reprographic Specialist.

Respectfully submitted,

Pianss. Cobon

Brianne Cohen
Civil Service Manager
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