REPORT BY THE
AUDITOR GENERAL
OF CALIFORNIA

THE STATE’S HAZARDOUS WASTE
MANAGEMENT PROGRAM NEEDS TO
IMPROVE ITS PERSONNEL PRACTICES

AND COMMUNITY RELATIONS

P-582.4 AUGUST 1986



REPORT BY THE
OFFICE OF THE AUDITOR GENERAL

P-582.4
THE STATE'S HAZARDOUS WASTE MANAGEMENT PROGRAM

NEEDS TO IMPROVE ITS PERSONNEL
PRACTICES AND COMMUNITY RELATIONS

AUGUST 1986



Telephone: STATE OF CALIFORNIA Thomas W. Hayes
(916) 445-0255 Auditor General

Office of the Auditor General
660 | STREET, SUITE 300
SACRAMENTO, CA 95814

August 21, 1986 P-582.4

Honorable Art Agnos, Chairman

Members, Joint Legislative
Audit Committee

State Capitol, Room 3151

Sacramento, California 95814

Dear Mr. Chairman and Members:

The O0ffice of the Auditor General presents its report concerning the
Department of Health Services' personnel practices, community
relations, and public information system for its Hazardous Waste
Management Program.

Respectfully submitted

THOMAS W. HAYES
Auditor General



TABLE OF CONTENTS

SUMMARY
INTRODUCTION
AUDIT RESULTS

I THE DEPARTMENT IS SLOW IN
FILLING VACANT POSITIONS

CONCLUSION
RECOMMENDATIONS
IT  THE DEPARTMENT DOES NOT ALWAYS DEVELOP
COMMUNITY RELATIONS PLANS AND IMPROPERLY
RESTRICTS ACCESS TO PUBLIC RECORDS
CONCLUSION
RECOMMENDATIONS
APPENDICES
A DEPARTMENT OF HEALTH SERVICES
TOXIC SUBSTANCES CONTROL DIVISION
ORGANIZATION CHART

B EDUCATIONAL BACKGROUND AND EMPLOYMENT HISTORY OF
SELECTED DEPARTMENT OF HEALTH SERVICES EMPLOYEES

RESPONSE TO THE AUDITOR GENERAL'S REPORT

HEALTH AND WELFARE AGENCY
Department of Health Services

11
28
29

31

45
45

49

51

65



SUMMARY

RESULTS IN BRIEF

Five of the Auditor General's nine previous
audits of the Department of Health Services'
(department) administration of the State's
hazardous waste management program attributed
program deficiencies to a lack of staff or to
inexperienced staff. During this review, we
found that the department not only needs to
develop more efficient personnel practices but
also needs to improve the community relations
program and the public information systems
within its hazardous waste management program.

BACKGROUND

The purpose of California's hazardous waste
management program is to protect the public
health and the environment from the harmful
effects of toxic waste. The department is
responsible for administering the program by
regulating the generation, treatment, storage,
transportation, and disposal of hazardous
waste. In addition, the department manages the
State's program to clean up hazardous waste
sites and to clean up releases or spills of
hazardous material that may pose a threat to
the public health or the environment.

PRINCIPAL FINDINGS

Inefficient Personnel Practices

Personnel practices for the State's hazardous
waste management program are inefficient.
Positions are allowed to remain vacant for an
average of 2.8 months because the department
has a Tlengthy hiring process, has problems
attracting job candidates, and is not
adequately analyzing program needs and
determining the type of personnel
classifications required. As a result, on
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September 30, 1985, the program had a vacancy
rate of approximately 22 percent; at the same
time, the statewide vacancy rate was only
5.8 percent. Additionally, from July 1, 1984,
through March 30, 1986, the program's average
vacancy rate was 19.5 percent. Because of the
high vacancy rate, during this 21-month period
the department lost approximately 73 personnel
years that could have been used to accomplish
program goals. The lack of staffing was one of
the causes of program deficiencies identified
in previous Auditor General reports.

Inconsistent Community Relations Programs
and Inadequate Public Information Systems

The department does not ensure that community
relations plans are developed for all hazardous
waste cleanup sites. The  Environmental
Protection Agency requires the development of
community relations plans for all federal
cleanup sites. However, for cleanup actions
that are funded by the State or responsible
parties, the department did not require the
development of community relation plans for all
the sites in our review. Additionally, the
department does not always comply with state
laws concerning access to information or with
department policies concerning justification of
trade secrets, and the department does not
always respond adequately to requests for
access to information or to public inquiries.
As a result of these conditions, hazardous
waste cleanup actions may be delayed and
cleanup costs increased, the public's right of
access to public records is improperly
restricted, and the department does not
increase public understanding and support of
the department and its role in administering
the State's hazardous waste management program.

The Department Has Taken
Corrective Actions

The department has made several changes to
improve personnel practices and community
relations. The department has recently
delegated authority to the Toxic Substances
Control Division for testing and maintaining
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certified lists for technical positions, the

division 1is augmenting its personnel services

staff, and the department is combining several
of the steps required to hire personnel.
According to the department, as of
June 30, 1986, the vacancy rate in the toxics
division was approximately 13 percent. Also,
during our review, the Los Angeles and
Emeryville regional offices changed their
policies to allow access to public records
during all business hours. On July 1, 1986,
the department's chief deputy director advised
all section chiefs to make records available
upon request.

RECOMMENDATIONS

The Department of Health Services should take
the following actions:

- Improve personnel practices by formalizing
personnel procedures and providing training
for personnel staff, by adequately
determining program personnel needs, by
streamlining the hiring process, and by
increasing recruiting efforts;

- Establish uniform methods for developing and
reviewing community relations plans;

- Ensure that dts divisions comply with state
law concerning access to public records and
with department policies concerning
justification of trade secrets; and

- Establish uniform methods for responding to
public inquiries.

AGENCY COMMENTS

The Department of Health Services concurs with
our recommendations and says it will
incorporate them into the department's
continuing efforts to improve the recruitment
and hiring of staff for the Toxics Substances
Control Division. The department also states
that it has either filled or made commitments
to fill 95.2 percent of all positions allocated
to the division for fiscal year 1985-86. 1In

S-3



addition, the department intends to fully
implement our recommendations concerning the
division's community relations program and its
public information system.
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INTRODUCTION

The objective of California's hazardous waste management
program is to protect the public health and the environment from the
harmful effects of toxic waste. The Department of Health Services
(department) is responsible for carrying out this objective. The
department regulates the generation, treatment, storage,
transportation, and disposal of hazardous waste. In addition, the
department manages the State's program to clean up hazardous waste
sites and to clean up releases or spills of hazardous material that may

pose a threat to the public health or the environment.

Legislation

In 1972, the Legislature passed hazardous waste control
legislation to establish a program to ensure the safe generation,
storage, treatment, and disposal of hazardous waste. The act

authorized the department to administer the program.

In 1976, the federal government enacted the Resource
Conservation and Recovery Act, which required the federal Environmental
Protection Agency (EPA) toc develop comprehensive standards for
controlling hazardous waste and to implement a national hazardous waste
management program. This legislation also allows a state to operate
its own hazardous waste management program if the EPA considers the

state program to be substantially eauivalent to the federal program.



On April 22, 1986, the EPA announced its tentative decision to
grant final authorization to California's hazardous waste management
program. Final authorization is subject to public review and comment
from April 22, 1986, through June 4, 1986. The EPA will announce its

final decision in August 1986.

In 1980, the federal government enacted the Comprehensive
Environmental Response, Compensation, and Liability Act to provide,
among other things, funds for state governments and the federal
government to use to clean up hazardous waste sites and releases of
hazardous material. This act requires that states pay 10 percent, or,
in certain circumstances, at least 50 percent, of the cost of cleaning

up hazardous waste sites when the cleanup is funded by federal monies.

In 1981, 1in response to this legislation, California
established the Superfund program. The Superfund program provides
$10 million annually to pay for the State's share of cost to clean up
hazardous waste sites and to clean up sites for which funds from the
federal program or the responsible parties are not available. Further,
in 1984, the Hazardous Substance Cleanup Bond Act was passed,
authorizing the sale of $100 million in bonds to provide funds for the

cleanup of hazardous waste.



Program Administration

In 1981, the department created the Toxic Substances Control
Division (toxics division) to continue to implement and enforce the
California hazardous waste management program. The toxics division,
which has its headquarters in Sacramento, has regional offices in
Emeryville, Los Angeles, and Sacramento and a branch office in Fresno.
The headquarters office provides centralized coordination in developing
policy and regulation, providing technical review and support, managing
Superfund account and bond funds, and implementing statewide programs.
The toxics division conducts 1its field inspection and enforcement
activities out of the regional and branch offices. Figure 1 shows the
growth in staff of the toxics division since 1983-84. (An organization

chart for the toxics division is presented in Appendix A.)



FIGURE 1

GROWTH OF THE TOXIC SUBSTANCES CONTROL DIVISION

FISCAL YEARS 1983-84 THROUGH 1986-87
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As Figure 1 shows, the toxics division's staff increased from
approximately 148 budgeted positions in 1983-84 to approximately
596 approved positions in fiscal year 1986-87, an increase of over
300 percent. Staff size increased approximately 80 percent from fiscal

year 1985-86 to fiscal year 1986-87.

Most of the funding for the department's hazardous waste
management program comes from fees collected from operators of
hazardous waste disposal facilities, from haulers of hazardous waste,
and from taxes collected from facilities that generate hazardous waste.
In addition, the federal government provides monies to support the
program, and bond monies are also available to clean up sites. The
1986-87 Governor's Budget proposed a budget of $40.4 million for the

toxics division.

Previous Auditor General Reports
on California's Hazardous
Waste Management Program

Since 1981, the Auditor General has issued nine reports on the
State's hazardous waste management program. Five of these reports
attributed program-related problems to a Tlack of staff or to

inexperienced staff. A summary of these five reports follows.

In  October 1981, the Auditor General vreported on the
department's efforts to issue permits to hazardous waste sites, to

enforce hazardous waste control laws, and to control the transportation



of hazardous waste. The report concluded that, as a result of
weaknesses identified in each of these activities, neither the public
nor the environment was sufficiently protected from the harmful effects
of hazardous waste. The department cited insufficient staffing as one
of the principal causes of these weaknesses. Inadequate assessment of
staffing needs and problems 1in obtaining approval to hire personnel
were also cited. (This report is entitled "California's Hazardous
Waste Management Program Does Not Fully Protect the Public From the

Harmful Effects of Hazardous Waste," Report P-053.)

In November 1983, the Auditor General issued a follow-up
report to the 1981 report. This report concluded that the department
had been slow to issue permits to facilities that handle hazardous
waste, to enforce hazardous waste laws, and to monitor the
transportation of hazardous waste. Insufficient staffing and delays in
hiring staff caused by the state hiring freeze were cited by the
department as the primary causes for these weaknesses. However, the
department also lacked workload standards for determining staffing
needs. (This report is entitled "The State's Hazardous Waste
Management Program: Some Improvement But More Needs To Be Done,"

Report P-343.)

In January 1984, the Auditor General issued a follow-up
informational report to the 1983 report. This report concluded that
there were unwarranted delays in the Superfund program's contracting

process. (One of the reasons for the delays was the staff's lack of



knowledge of the contracting process. (This report dis entitled
"Department of Health Services' Superfund Program: Follow-up

Information," Report P-343.1.)

In March 1986, the Auditor General reported on the
department's contracts for toxic-related services and for the cleanup
of hazardous waste sites. The report concluded that the department is
not procuring these contracts in accordance with all state and federal
requirements and is not complying with all of the provisions of its
agreements with the EPA. Additionally, the report concluded that the
department has poorly managed the State's contracts for the cleanup of
hazardous waste sites. According to this report, procurement
deficiencies were the result of the staff's inexperience in
administering contracts. Also, department officials attributed
jnadequate contract monitoring to a lack of staff. (This report is
entitled "The Department of Health Services Needs Better Control of

Hazardous Waste Contracts," Report P-582.1.)

In May 1986, the Auditor General issued a follow-up report to
the 1981 and 1983 reports on the State's hazardous waste program. This
report concluded that the department has improved its efforts 1in some
areas but needs continued improvement in regulating facilities in
California that handle hazardous waste. Department officials cited
insufficient staff and difficulties in recruiting and hiring capable

staff as major reasons for not fully administering the program. (This



report is entitled "The State's Hazardous Waste Management Program Has
Improved In Some Areas; Other Areas Continue To Need Improvement,"

Report P-582.2.)

Corrective Action Taken
by the Department
In Response to Previous Audits

The department has developed a corrective action plan and
proposed augmentations to the fiscal year 1986-87 budget for an
additional 148.6 staff positions and for approximately $13.3 million to
improve the State's administration of its hazardous waste management
program.  The department's corrective action plan addresses the issues
jdentified in Report P-582.2, such as the need for reliable management
information, for tracking systems, and for enforcement of hazardous
waste laws. The plan also established schedules for implementing the

corrective actions.

SCOPE_AND METHODOLOGY

The purpose of this audit was to assess the department's
personnel practices, its public information systems, and its community
relations program for the State's hazardous waste management program.
We reviewed the department's personnel records for the toxics division
for July 1, 1984, through March 31, 1986. We also reviewed the
department's performance in complying with state and federal 1laws and

with department policies for providing access to public records,



responding to public inquiries for information, and implementing

community relations plans for hazardous waste site cleanups.

In  conducting this audit, we interviewed personnel in
the department and in the toxics division. We also reviewed records at
the department, at the toxics division's headquarters, and at each of
the regional and branch offices. Additionally, we interviewed staff in
the EPA and in the State Department of Personnel, former employees of
the toxics division, and individuals who had requested information or
access to public records. We also obtained information on the
educational background and employment history of certain managers in

the toxics division. This information is presented in Appendix B.



AUDIT RESULTS

I

THE DEPARTMENT IS SLOW IN
FILLING VACANT POSITIONS

The Department of Health Services (department) 1is not
efficiently planning and administering the personnel functions for the
State's hazardous waste management program. According to the
department's director of personnel services, it should take only 30
days to fill positions if the personnel documents are promptly
prepared; however, we found that positions in the toxics division
remain vacant for an average of 2.8 months. Some positions have
remained vacant for up to 10 months because the department has not
formalized hiring procedures, has a Tlengthy hiring process, has
problems 1in attracting job candidates, and is not adequately analyzing
program needs and determining the position classifications required to
fulfill program responsibilities. Because the department has not
filled positions, the hazardous waste management program's vacancy rate
was approximately 22 percent on September 30, 1985, while the statewide
vacancy rate was 5.8 percent on the same date. As a result of the high
vacancy rate, during the 21-month period that we reviewed, the
department lost approximately 73 personnel years that could have been
used to accomplish program goals. As we have already noted, the lack
of staff was one of the causes of program deficiencies identified in

previous Auditor General reports.
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According to the department's director of personnel services,
the department should take from 15 to 30 workdays to process all the
personnel documents required to hire a new employee if the documents
are properly prepared when submitted to the Personnel Services Section.
According to the department's personnel staff and a department
flowchart, 5 workdays are needed to review and analyze classification
and pay issues, and 10 workdays are needed to send notification letters
to candidates and prepare department documents for the transaction. An
additional 5 to 10 workdays are needed if approvals are required from
the Department of Finance, the State Personnel Board, and the
department's Budget Office. However, the deputy director for the
hazardous waste management program believes that the entire hiring
process can be performed within 10 workdays and requested additional
staffing through a budget change proposal for the 1986-87 fiscal year
to help reduce the processing time. The budget change proposal states
that shortages of staff in the division's personnel unit have resulted
in lengthy delays in classifying positions and in processing personnel
transactions. The request also states that, with additional staff,
most personnel hiring actions should be processed within 5 to 10

workdays.

We found that the department took an average of approximately
2.8 months to fill positions in the toxics division during the 21-month
period that we reviewed. Between July 1, 1984, and March 31, 1986,
there were 434 position changes 1in the toxics division. Position

changes occur when the budget process establishes new positions or when
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a position 1is left vacant because an employee retires, resigns, is
promoted, is demoted, or is transferred. Of the 434 position changes,
304 (approximately 70 percent) invelved a vacancy of at least one
month. Figure 2 illustrates the length of vacancies among the 304

position changes.
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FIGURE 2
LENGTH OF VACANCIES
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Figure 2 shows that for the 304 position changes that involved
a period of vacancy, 179 positions (approximately 59 percent) were
vacant for one to three months, 62 positions (approximately 20 percent)
were vacant for four to six months, 50 positions (approximately
17 percent) were vacant for seven to nine months, and 13 positions

(4 percent) were vacant for ten or more months.

Between July 1, 1984, and March 31, 1986, vacancies occurred
in 70 percent of the position changes. During this 21-month period,
the 151 positions established through the budget process took an
average of approximately 3.4 months to fill, while the 283 vacancies
due to retirements, resignations, promotions, or transfers took an

average of 2.4 months to fill.

Causes of the Delays
In Filling Vacancies

The department is taking a Tong time to fill toxics division
positions because the department's hiring process is not formalized and
its personnel review process is unnecessarily long. In addition, the
department has problems attracting job candidates and keeping staff,

and it does not request the appropriate positions.

Hiring Procedures Not Formalized

The department has not formalized its policies and procedures

for preparing and processing personnel documents. The department's
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director of personnel services stated that, although these procedures
are not in written form, they are explained in conversations with
toxics division staff. He also stated that the staff in the toxics
division's personnel unit are experienced in personnel work and should

know the procedures used by the department.

According to the toxics division's personnel manager,
personnel transactions are often delayed because staff in the
department's Personnel Services Section continually ask for additional
information before processing transactions. The director of personnel
services for the department says these delays occur because toxics
division staff do not provide enough information on documents they
submit to the department's Personnel Services Section. He stated that
the toxics division does not provide adequate duty statements,
organization charts, medical statements, and other required documents.
Also, staff 1in the department's Personnel Services Section spend
additional time verifying the accuracy of documents that the toxics
division prepares. Often the Personnel Services Section staff cannot
make informed decisions because documents do not have enough detail.
The toxics division's personnel manager stated that many delays could
be eliminated if all staff knew what information is needed and when it

is needed.

Because the department has not provided the toxics division

with clear, written procedures for preparing personnel documents, the

toxics division's personnel unit cannot adequately dirform the
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appropriate staff of the required procedures. Section chiefs and
administrative employees in the Northern California Section, Southern
California Section, and the Site Cleanup and Emergency Response Section
stated that, because they had not received formalized, written
personnel procedures, their personnel paperwork is often rejected, and
delays occur while the employees in their sections try to rectify

problems.

Lengthy Reviews

The department's personnel process involves multiple reviews.
Initially, section chiefs and administrative employees send personnel
documents to the toxics division's personnel unit for review. The
personnel unit approves the documents and submits them to the
department's Personnel Services Section. There, department personnel
assistants review the forms for accuracy and completeness and forward
them to personnel analysts, who review the forms for appropriateness of
classification and salary 1levels. Transactions dinvolving eijther
reclassifications or positions above a designated salary level may
require approval by the State Personnel Board, the department's Budget
Office, or the Department of Finance. After the reviewers approve the
forms, the Position and Certification Unit sends a certified 1list of
candidates to the toxics division. Candidates on the certified list
are contacted and interviewed. Once a candidate is selected, his or
her appointment application is reviewed by the department's Personnel

Services Section for completeness. In certain cases, the appointment
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must also be reviewed by the department's Office of Civil Rights and
its Budget Office. Once these reviews are completed, payroll
information is provided to the State Controller's office, and the

candidate is officially hired.

In addition to the process described above, the toxics
division must advertise the position in the department's Opportunities
Bulletin for ten workdays, the interview panel must be selected, and
the interview questions and scoring criteria must be developed. Until
July 1985, the department's Civil Rights Office reviewed all paperwork
for toxics division personnel before candidates were officially hired.
According to several of the section chiefs, often the Civil Rights
0ffice delayed in approving the duty statement, interview questions,
and scoring criteria even though this office had previously approved

the same documents for the same type of classifications.

Each transaction document is reviewed by many individuals, and
delay at one or more steps of the process can affect the toxics
division's ability to fill position vacancies promptly. According to
the department's director of personnel services, even though there are
numerous steps in the staffing process, some of the steps can and
should be carried out simultaneously. For example, the toxics division
can select the interview panel while the department's personnel analyst
reviews the paperwork to ensure that classifications are appropriate.
Also, the toxics division can obtain the certified Tists at the same

time the position is being advertised in the Opportunities Bulletin.
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The department's director of personnel services stated that the toxics
division's management is not completing these personnel steps at the
same time as the steps are being completed by the department's
Personnel Services Section. Instead, the steps are being processed one

after another.

Additional delays in filling positions have occurred because
the toxics division has had to sometimes wait several months for a
certified 1ist of candidates. Appointments from certified lists must
be made within 60 days after the 1ist has been developed. One section
chief dindicated that he had to wait four months for the department to
provide a certified Tlist because none existed for the desired
classification. Another section chief indicated that his section had
received several certified lists that were valid for only two weeks,
and this was not enough time to contact and interview candidates and to
make appointments. The department has recently delegated authority to
the toxics division for testing and maintaining certified 1ists for

technical positions.

Finally, because the department takes so long to process the
paperwork required to appoint successful candidates to positions, the
department has lost prospective employees. If the candidates choose
not to wait, the department may have to go through the staffing process
again. One toxics division section chief gave an example regarding the
attempt to fill a Waste Management Specialist II position. The

candidate was identified, and the toxics division provided the
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department with the appropriate paperwork and a request to hire the
individual at a salary step above the wusual starting rate. Three
months later, when the paperwork still had not been approved by the
department's Personnel Services Section, the individual decided not to
wait any Tlonger for an official appointment. The Personnel Services
Section then identified another person to fill the same position. As
of July 24, 1986, the candidate has waited three months for the
approval of his appointment. Meanwhile, the position remains vacant.
In another case, a prospective employee waited two months for official
appointment to a position and then accepted a position with the

Legislature.

Difficulties of Attracting Job
Candidates and Keeping Staff

Another major reason why the department is taking an average
of approximately 2.8 months to fill vacant positions 1in the toxics
division 1is that job candidates are difficult to attract and employees
are hard to keep because private industry and other public agencies pay
higher salaries for similar positions. Also, the department's
recruiting efforts are not effective or timely; thus, the best

available job candidates may not be recruited.

According to career placement officers at several California
universities, positions in the private hazardous waste management
industry command higher salaries than comparable state positions.

Graduating seniors in engineering, for example, are offered higher
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salaries by private industry than by the State. In fact, a career
placement officer at the University of California, Davis, stated that
private companies usually offer entry level technicians salaries that

are 10 percent to 20 percent higher than salaries offered by the State.

Furthermore, other state agencies use personnel
classifications that require equivalent or similar duties and education
levels but pay more than the positions used by the toxics division.
For example, the State Water Resources Control Board and the Regional
Water Quality Control boards employ Environmental Specialists to
perform work that the department hires Waste Management Specialists to
perform. However, the Environmental Specialist position pays
approximately 5 percent to 9 percent more than the Waste Management
Specialist position; therefore, candidates who qualify for both these
positions are more T1likely to choose employment with the State Water

Resources Control Board or the Regional Water Quality Control boards.

Several section chiefs stated that they have lost personnel to
other state agencies, and the State Water Resources Control Board and
the Regional Water Quality Control boards plan to increase their
technical staff by 100 positions in fiscal year 1986-87. Twenty-six cof
these positions are classifications used in the toxics division. The
deputy director and section chiefs in the toxics division expressed
concern that they will lose even more technical personnel to other

state agencies.
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The department's difficulties in attracting employees are
further aggravated because the department does not effectively recruit
employees for the toxics division. According to the manager of the
special task force at the toxics division, recruiters from the
department visit college campuses approximately one month after most
other recruiters do. Therefore, the department may be offering
information about job positions 1in the toxics division too late for

graduates to consider the department equally with other employers.

In addition, until November 1985, the department relied on one
recruitment analyst to do all of the recruiting for the department. In
November 1985, a second recruitment analyst was hired. The toxics
division's new recruitment analyst stated that she was added in
November 1985 because one analyst could not conduct a comprehensive

recruitment program for the division.

Finally, 1in the past, the department did not establish
recruitment goals. However, the department's current Hazardous Waste
Management Program Workplan sets recruitment objectives for fiscal year
1986-87. One objective 1is to participate in at least twelve
recruitment or job fairs for engineers and scientists; another
objective is to place recruitment ads in at least six trade magazines.
A third objective is to obtain a recruitment specialist contractor to
establish an aggressive plan to recruit engineers and scientists for
the toxics division. However, the manager of the special task force at

the toxics division indicated that, since publication of the workplan,
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the division has determined that a recruitment specialist will be hired
only if the division's new recruiting program, which will be tested in

the fall of 1986, does not succeed.

The Department Does Not Always
Request the Appropriate Positions

The department does not always request the appropriate
positions through the budget process. In addition, the department has
not developed workload standards for adequately determining the number

and type of positions required to accomplish specific goals.

Fourteen (19 percent) of the 72 positions approved for the
toxics division through the 1984-85 Budget Act, and 18 (21 percent) of
the 85 positions approved through the 1985-86 Budget Act were changed
by the toxics division to other classifications before they were
filled. The director of personnel services stated that there were
several vreasons for the changes in the classifications requested. One
reason is that the department may not be accurately determining the

appropriate positions required for the work to be performed.

The deputy director of the hazardous waste management program
stated that new positions might be reclassified because personnel staff
from the department do not participate in the preparation of budget
requests. Therefore, some positions approved through the budget
process are later disapproved by the department's personnel analysts

because the classification requested is not appreopriate for the Job
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duties. For example, the toxics division may request and receive
several Waste Management Engineer positions. When the toxics division
attempts to fill the positions through the department's Personnel
Services Section, the Personnel Services Section may decide that the
job duties would be more appropriately performed by Waste Management
Specialists. Consequently, the staffing process can be delayed while

the toxics division is required to submit new paperwork.

Additionally, the department has not developed workload
standards for adequately determining the number and type of positions
required to accomplish the program goals for all of the toxics
division's activities. For example, some section chiefs stated that
standards have been developed for issuing permits to hazardous waste
facilities, inspecting facilities, and enforcing regulations. Also,
the chief of the Site Cleanup and Emergency Response Section stated
that estimated workload standards for cleaning up hazardous waste sites
have not yet been compared to the actual time required to perform the
activities and, therefore, will require refinement before they become

reliable.

As a vresult of the Tengthy hiring process, the difficulty in
attracting candidates, and the inadequate analysis of program needs, as
of September 30, 1985, the department's hazardous waste management
program had a vacancy rate of 22 percent; at the same time, the
statewide vacancy rate was only 5.8 percent. Additionally, from

July 1, 1984, through March 31, 1986, the division had an average
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monthly vacancy rate of 19.5 percent. According to information
provided by the State Controller's office, on September 30, 1985, there
were high vacancy rates for two of the major technical positions for
the toxics division. For example, the vacancy rate for the Associate
Engineering Geologist classification was 45 percent, and the vacancy
rate for the Waste Management Engineer position series was 27 to
29 percent.

Some positions are left vacant for so long that the department
has to change the position numbers in order to keep the positions.
Section 12439 of the Government Code states that positions that are
continuously vacant between October 1 and June 30 of the same fiscal
year are to be abolished by the State Controller's office. As of
April 18, 1986, 26 positions in the toxics division had been vacant
since October 1, 1985. To keep these positions, the department had to
fi11 or reclassify them. For example, in the toxics division's Office
of Public Information and Participation, an Information Officer
position was vacant from May 1985 through April 1986. To keep the
position, the department transferred another Information Officer into
the vacant position. Therefore, the formerly filled position has been
vacant only since May 1986, and the formerly vacant position is now

filled, even though no new staff were hired.

As stated before, from July 1, 1984, through March 31, 1986,

the toxics division had 304 position vacancies that lasted one month or
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more. If the toxics division had been able to reduce those vacancy
periods to one month, it would have added to its staff approximately 73

personnel years.

As the Auditor General has reported in previous reports and as
we noted in the Introduction of this report, the department is not
carrying out permitting, inspection, and enforcement activities because
of insufficient staffing. For example, in a May 1986 report entitled
"The State's Hazardous Waste Management Program Has Improved in Some
Areas; Other Areas Continue to Need Improvement" (P-582.2), the Auditor
General reported that the department does not always follow up on
violations that are reported or discovered. According to some of the
section chiefs, since the department gives priority to inspecting major
cleanup facilities, the regional offices do not have sufficient staff

to ensure that all violators take corrective action.

The deputy director of the hazardous waste management program
stated that he is aware of the problems caused by allowing positions to
remain vacant for an extended period of time and that the department is
taking corrective action to decrease the amount of time it takes to

fill vacant positions.

Corrective Action Taken

The department has made several recent changes that may

decrease the amount of time it takes to fill vacant positions. For

-26-



example, instead of relying on the department to provide test scores
and 1lists of candidates, the toxics division 1is now able to test
candidates for its vacant positions. Since June 1986, the toxics
division has been able to continuously test candidates for technical
positions, and it is alsc able to merge the candidates' scores into
existing certified 1lists. Additionally, the toxics division has
cbtained the assistance of the State Personnel Board to formulate a
testing program that complies with the State Personnel Board's

standards.

In addition, according to the toxics division's personnel unit
manager, the toxics division has combined the testing and interviewing
steps for staffing technical positions. As vacancies occur, the toxics
division may hire the first person on its certified Tists without
having to do additional interviews. Additionally, the Civil Rights
Office now reviews technical positions and some supervisory positions

after appointments are made.

Furthermore, according to the toxics division's personnel unit
manager, the toxics division will augment its personnel services staff
with a personnel analyst. The personnel analyst will spend half the
time at the toxics division and the other half at the department's
Personnel Services Section. The toxics division will supervise the
personnel analyst and determine the issues that need work; however, the
department's Personnel Services Section will supervise the personnel

analyst on the appropriate methodology for accomplishing the tasks.
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The intent of this arrangement is to have personnel paperwork from the
toxics division arrive at the department's Personnel Services Section

ready to be approved.

To increase the department's attractiveness to prospective
employees and to maintain current staff, the department has created a
task force to review and develop a new classification series of
positions. This new classification series will more accurately
describe the duties performed by hazardous waste management personnel,
and the salaries for these positions will be more closely aligned with
salaries for similar positions in other state agencies. Finally, the
department provided information indicating that, as of June 30, 1986,

the vacancy rate for the toxics division was 13 percent.

CONCLUSION

The Department of Health Services dis not filling vacant
positions in the toxics division promptly. Because the
department does not efficiently plan and administer personnel
activities, positions in the toxics division remain vacant an
average of 2.8 months. Some positions have remained vacant
for up to 10 months because the department has a lengthy
hiring process, has problems in attracting job candidates, and
is not adequately determining the type of classifications
required to fulfill program needs. Because vacant positions

are not being filled promptly, the toxics division's vacancy
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rate as of September 30, 1985, was 22 percent; the statewide
rate at this time was 5.8 percent. As a result of the toxics
division's high vacancy rate, the hazardous waste management
program lost approximately 73 personnel years from
July 1, 1984, through March 31, 1986. Previous  Auditor
General reports identified a Tlack of staff as one of the

causes of program deficiencies.

RECOMMENDATIONS

To improve the administration of personnel activities in the
hazardous waste management program, the department should
ensure that certified Tlists for the most commonly used
classifications are kept current and that the toxics division
implement its plans to recruit more candidates for vacant
positions. The department should also ensure that recruiting
on college campuses is done at the appropriate time 1in the

academic year.

To simplify and speed up the processing of personnel
transactions, the department should use standard duty
statements, interview questions, and scoring criteria for each
classification. The department should eliminate unnecessary

reviews and the unnecessary processing of documents.
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The department should provide written directions for preparing
personnel documents. Additionally, the department should
ensure that section employees acting as personnel 1liaisons
within the division receive proper training for their

responsibilities.

The department should improve its decisions regarding staff
needs in the toxics division by refining existing workload
standards and developing workload standards for activities

that do not have any.

Finally, the department's Personnel Services Section staff
should assist the toxics division in determining the
appropriate personnel classifications to request through the

budget process.
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THE DEPARTMENT DOES NOT ALWAYS DEVELOP
COMMUNITY RELATIONS PLANS AND IMPROPERLY
RESTRICTS ACCESS TO PUBLIC RECORDS

The department does not ensure that a community relations plan
(CRP) is developed for each hazardous waste cleanup site. Also, the
department does not always comply with state laws concerning access to
information or with its own policies concerning justification of trade
secrets. Finally, the department does not always respond adequately to
public inquiries. As a result of these conditions, the department does
not ensure that adequate informatiorn is provided to the public and may,
as a result, incur higher cleanup costs; the department restricts the
public's right of access to public records; and the department does not
increase public understanding and support of its role in administering

the State's hazardous waste management program.

The Department Does Not

Ensure That Community Relations
Plans Are Developed for All
Hazardous Waste Cleanup Sites

The department does not ensure that a CRP is prepared for each
hazardous waste cleanup site in California. Although the federal
government requires the development of CRPs for all federal Superfund
cleanup sites, the department does not always require CRPs for all

state cleanup sites. When the department does not require CRPs for all
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cleanup sites, the department is not ensuring that adequate information
is provided to the public, and the department may, as a result, incur

higher cleanup costs.

Hazardous waste cleanup sites have the potential to evoke
strong public concern. The health and environmental problems stemming
from releases of hazardous substances are sensitive public issues.
When citizens believe that their mental and physical health is

jeopardized, strong community action can be expected.

A potential obstacle to the success of California's hazardous
waste cleanup program 1is that the results of the State's cleanup and
enforcement efforts may differ from the expectations of citizens
concerned about the hazardous waste cleanup sites. Although a cleanup
method may meet all the Tegal and technical criteria established by the
department for the cleanup, the method may still be perceived as
inadequate by citizens 1living and working near the site. A community
relations program not only enables the department to take community
concerns into account and keep the public informed during the cleanup
of a hazardous waste <ite, but it also enables the public to
participate in the department's decisions concerning the <cite. The
result can be a cleanup action that satisfies state and federal
criteria and, at the same time, keeps citizens accurately informed of
the cleanup action. A community relations program, therefore, can be a
very effective mechanism to avoid or resolve conflicts between citizens
and the department through  communication ard cooperative

decision-making.
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The purpose of a CRP is to specify how a community relations
program at a specific hazardous waste cleanup site will be implemented.
The CRP details how citizens' concerns will be identified and assessed,
how information about the site will be distributed and explained to the
community, how the cleanup alternatives will be explained to the
community, and how citizens will be granted opportunities to
participate in decisions concerning ongoing and proposed work on the

site.

California's Health and Safety Code Section 25356.1 requires
the department to either prepare or approve remedial action plans for
all hazardous waste sites on the State's cleanup Tists. A remedial
action plan describes a cleanup site's history, identifies the
hazardous wastes Tlocated at the site, and presents the alternative
methods the department proposes to clean up the site. Section 25356.1
further states that all remedial action plans are to be based on the
National 0i1 and Hazardous Substances Pollution Contingency Plan, which
consists of federal regulations that describe the phases of a hazardous
waste site cleanup. According to the Environmental Protection Agency
(EPA), these regulations require cleanup personnel to be sensitive to
local community concerns when planning cleanup actions. Based on this
interpretation, the EPA has developed guidelines that state that it is
important to initiate community relations measures when a hazardous
waste cleanup site is first identified. Furthermore, the guidelines
require CRPs for all federal Superfund cleanup sites. Since state law

requires remedial action plans to be based on the National Cil and
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Hazardous Substances Pollution Contingency Plan, we believe CRPs should

also be developed for state hazardous waste cleanup sites.

As of May 1986, the department was responsible for conducting
or overseeing the cleanup of 17 of the 53 hazardous waste sites in
California that are on the federal National Priorities List. Sixteen
of these 17 federal sites have CRPs. According to department staff,
community relations for the remaining site is conducted in conjunction

with other cleanup sites.

Since September 1, 1985, the department has contracted to
begin state-financed cleanup of 24 hazardous waste sites. However, the
department required its contractors to develop CRPs for only 7 of these
sites, although we believe that, as of May 31, 1986, community

relations measures should have been implemented for 14 of the 24 sites.

The department has also entered into 25 enforceable agreements
with  "responsible parties" to clean up hazardous waste sites.
Enforceable agreements, which are agreements between the department and
the individuals responsible for cleaning up specific hazardous waste
sites, describe the actions the department requires the responsible
party to take to clean up the site. As of May 31, 1986, community
relations measures should have been implemented for 23 of these sites.
However, the department specifically required CRPs for only 3 sites.
As stated previously, we believe CRPs should be prepared for all

hazardous waste cleanup sites.
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In addition, the department is not consistent in determining
which sites require CRPs. For example, the department required its
contractor to develop a CRP for the Verticare Helicopters cleanup site.
At this site, pesticides were illegally stored and disposed of.
Unrinsed pesticide containers were deposited in a municipal trash bin,
and pesticides from other containers flowed into a nearby gully as the
containers were being rinsed out. The project officer for this site
stated that there was potential public interest because the site was
near an irrigation source and because there had been both television

and radio coverage of the cleanup of this site.

However, for a similar hazardous waste site, the B.O.R.
Industries site in West Sacramento, the department did not require its
contractor to develop a CRP. At this site, the owners stored used oil
and other hazardous wastes, and concentrations of heavy metals were
found in the ground near equipment at the site. The department
determined that there was a potential for groundwater contamination,
which the department has stated is a major concern. The cities of
Bryte, Broderick, and West Sacramento, which are in the immediate
vicinity of the B.0.R. Industries, depend on groundwater for home use.
The project officer stated that she has not yet required the
development of a CRP for the site because che believes that the cleanup
is not yet at a stage at which community relations measures are
necessary. However, according to the Director of Public Health for
Yolo County, there is already community interest 1in this site.

Furthermore, we could find no evidence that the department or the state
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contractor contacted people Tiving or working near the site to

determine the level of community concern.

In explaining why the department has not required the
development of CRPs for all hazardous waste cleanup sites under its
jurisdiction, a regional section chief, who 1is responsible for
community relations in his region, stated that there has been a lack of
commitment by the toxics division management to developing CRPs for all
sites. He further stated that the toxics division has not established
guidelines for developing and implementing CRPs. Without these
guidelines, the toxics division's staff develop their own methods and
criteria. For example, one waste management engineer we interviewed
could not provide us with specific criteria for determining that a CRP
was necessary; he stated that he determined whether he would require a

CRP by a "gut-level feeling."

Additionally, the toxics division staff that is responsible
for reviewing work orders for CRPs and the proposed CRPs themselves are
not trained or experienced in community relations. For example, the
toxics division uses an associate governmental program analyst to
review proposed CRPs submitted by contractors. This analyst stated
that she does not have any training or experience 1in community
relations. Although the department has a community relations staff,
the staff stated that they do not review all proposed CRPs; they review
only those proposed CRPs that they specifically request from the Site

Mitigation Management Unit.
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The chief of the Site Mitigation Management Unit stated that
at the time the toxics division developed the review process for
contractor responses to work orders, the toxics division did not
consider including the community relations staff in the review process.
The review of the CRPs by the department's Office of Legal Services and
jts Office of Procurements and Contracts and by the toxics division's
Site Mitigation Management Unit was therefore considered to be
sufficient. When we asked the toxics division's community relations
staff to review two CRPs that had already been reviewed by these
offices, the community vrelations staff described the CRPs as
inadequate. For example, one of the CRPs did not include the
establishment of a community information repository, which the staff
believe is important for supplying information to communities near
hazardous waste cleanup sites. The staff also noted that one of the
CRPs did not include a community assessment, which is necessary to
determine the level of community concern about the cleanup site and to

develop a community mailing list.

Because the department does not require CRPs for all hazardous
waste sites under its jurisdiction, the department is not ensuring that
adequate information is provided to the public during the cleanup of
all hazardous waste sites. As a result of its lack of information, the
public may reject proposed cleanup solutions. The EPA reviewed the
cleanup activities for 21 hazardous waste sites across the United
States and found that a community relations program can ensure that the

concerns and questions of the public are incorporated into the cleanup
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agencies' decision-making process. If a CRP is not implemented for a
cleanup site, concerned community members may call their elected
officials and delay the cleanup until public officials clarify and
explain what actions are taking place. Prompt cleanup of hazardous
waste sites is important because, as contamination continues, the cost
to clean up these sites increases and the 1ikelihood of a complete

cleanup decreases.

The Department Does Not Always
Adequately Respond to the Public

The department does not always comply with state law
concerning public access to information or with its own policies
concerning its justification of trade secret claims. Also, the
department does not always respond adequately and promptly to public
inquiries. Consequently, the department is restricting the public's
right of access to public records, and the department does not increase
the public's understanding and support of the department and iJts

regulation of the State's hazardous waste management program.

Access to Records

Public access to state records is allowed by the California
Public Records Act. Section 6256 of the Government Code states that
agencies receiving requests for access to information must determine
whether they will grant access to requested records within ten days

after they receive the request and must immediately notify the
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requester. Section 6253 states that every person has a right to
inspect any public record and that public records are open to

inspection at all times during the office hours of the state agency.

The department does not always comply with the requirements of
the Government Codes vregarding access to department records. For
example, the toxics division's Los Angeles and Emeryville regional
offices T1imit access to department records to specific days: the
Los Angeles office allows access on Wednesdays only, while the
Emeryville office allows access to records on Tuesdays through
Thursdays. We contacted 11 individuals who requested access to
department records and found that 6 of them experienced some
inconvenience and frustration because they were required to review
files only on specific days. For example, 3 people stated that their
work schedules conflicted with the toxics division's schedule for
public review of files. We discussed this issue with the section
chiefs of these offices, and they changed their policies to allow

access to department records during all business hours.

Furthermore, we reviewed 33 requests for access to the toxics
division's records, and we could determine in only 4 cases that the
toxics division notified the requestor within the 10-day time limit.
In 3 other cases, the toxics division notified the requestor more than
37 days after the request was made. However, the toxics division did
not maintain adequate records to allow us to determine whether it

notified the remaining 26 individuals within the required 10 days after
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the department received their requests. In one instance, a consultant
with an environmental consulting firm who was attempting to update a
report stated that she requested access to the toxics division records
in December 1985 and, as of July 25, 1986, the toxics divisiorn had not
provided access to some of the requested information. The consultant
further stated that the toxics division denied her access to department
records after it had already approved her request. When the department
does not properly respond to requests for access to its records, the
department improperly restricts the public's right of access to public

records.

Trade Secret Claims

According to state Taw, the department cannot release certain
types of information to individuals who request access to department
records. One type of exempt information 1is a trade secret.
Section 25173 of the Health and Safety Codes defines trade secrets as
tools or information that are not patented, that are known only to
certain individuals within an industry, and that give their wusers an
advantage over their competitors. State laws prohibit the department

from releasing trade secrets without the consent of their owners.

The department has established policies to ensure that trade
secret claims are legitimate and that legitimate trade secrets are not
released to individuals who request access to agency records.

According to a department director's policy memo dated August 18, 1982,
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the department requires the owners of trade secrets to Jjustify their
trade secret claims when the department receives a reaquest for access
to department records. If the department does not receive a
justification of the claim from the owner, the department will release

that information to the individual who requested the information.

However, the toxics division does not always follow department
policies concerning justification of trade secret claims. For example,
the staff of the Los Angeles regional office stated that they do not
always notify hazardous waste facility operators that the toxics
division has received a request for access to department records
concerning their facilities, nor do they always require hazardous waste
facility operators to justify all trade secret claims. The Los Angeles
regional office has adopted an informal policy of reviewing information
for which a request has been received to determine which information
may be considered a trade secret. However, as stated above, department
policies require the facility operators to Jjustify all trade secret

claims.

Because it does not require facility operators to justify
trade secret claims, the Los Angeles regional office may be withholding
from the public information that facility operators de not consider to
be a trade secret. According to Section 6259 of the Government Code,
if a court determines that an agency's decision to withhold requested
information is not justified, the agency may be 1iable for court costs

and reasonable attorney fees. Additionally, the agency may incur staff
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costs for defending itself. For example, in 1985, a public dnterest
group took the Department of Food and Agriculture (DFA) to court for
not allowing access to information. The court determined that the DFA
was not Jjustified 1in denying the group access to its records and
required the DFA to allow the group the requested access. According to
the group's staff counsel, the group will file for reimbursement of

court costs and attorney fees in the near future.

This same public interest group took the Department of Health
Services to court in 1981. In this case, the department provided the
requested information before the court's ruling and thus did not have
to pay court costs or the group's attorney fees. The State did,
however, incur costs for preparing the department's defense. We could

not determine the extent of these costs.

Responses to Public Inquiries

To increase the public's understanding and support of the
department and its role and to promote good relations with the general
public, the press, public officials, and the Legislature, the
department needs to respond adequately and promptly to public
inquiries. In our review of the methods used by the toxics division to
respond to public inquiries, we found that the regional offices use a
system that enables them to respond promptly and adequately to public
inquiries. However, we found that the toxics division's Sacramento
headquarters office does not always respond to public dinquiries

promptly or adequately.
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Each of the three regional offices of the toxics division
designates specific staff to respond to public inquiries.
Additionally, two of the regional offices use a reference manual to
assist them in responding to or referring inquiries. However, the
Sacramento headquarters office does not require its staff to forward
inquiries to the public information staff, nor does it have a reference
manual to assist staff in responding to or referring public inquiries.
On several occasions, we observed three of the headquarters' clerical
staff, who are not public information professionals, answering
technical questions from the public and referring callers' questions to
other staff. One caller was referred to several different staff but
finally gave up when the call was referred back to the clerical staff

and the clerical staff did not know where else to refer the call.

Also, on June 2, 1986, the Auditor General reported on the
department's response to a request to test the soil of a Riverside
County family, the Harmans, for toxic substances (Report P-582.3).
This report concluded that the department failed to communicate
promptly and decisively with the family, and, therefore, caused the
family wunnecessary confusion, frustration, and anxiety. First, the
department did not determine if it was appropriate for the toxics
division to take the lead role in responding to the Harmans' request.
Secondly, after the toxics division started its investigation, it did
not designate one person to explain to the Harmans exactly what the
toxics division would do and to keep the Harmans informed throughout

the investigation. Nor did the department provide the Harmans with

-43-



accurate information, which might have Tlessened their confusion and
frustration. Because the department failed to communicate properly and
directly, the Harmans became increasingly frustrated, confused, and
suspicious of the department. This report recommended that the
department make an initial investigation quickly, decide what actions
it will and will not take, and communicate those decisions to the
requestor. The report further recommended that one person be assigned
the responsibility for coordinating an investigation and keeping the

requestor informed.

State laws concerning access to agency records and department
policies concerning justification of trade secret claims are not being
followed because the department is not ensuring that these laws and
policies are implemented. Furthermore, the department has not
established uniform procedures for responding to public inquiries or,
if necessary, referring these inquiries to appropriate staff for
response. The department also does not ensure that its response to
inquiries 1is adequate and prompt. Because the department is not
adequately or promptly responding to public inquiries, the department

is not presenting the best possible image to the public.

Corrective Action Taken

As stated previously, during our review, the Los Angeles and
Emeryville regional offices changed their policies to allow access to

public  records during all business hours. In addition, on
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July 1, 1986, the chief deputy director sent a memo to all section

chiefs directing them to make records available upon request.

CONCLUSION

The Department of Health Services does not always ensure that
community relations plans are developed for all hazardous
waste cleanup sites. As a result, the department may incur
higher cleanup costs and project delays, and the public is not
kept informed of hazardous waste cleanup actions.
Additionally, the department does not always comply with state
laws concerning access to department records. Consequently,
the department is improperly restricting the public's access
to department records. Furthermore, the department does not
always comply with its own policies to justify trade secret
claims and, as a vresult, may be improperly withholding
information from the public. Finally, the department does not
always adequately respond to public inquiries and, therefore,
does not increase public understanding and support of the
department's role in the State's hazardous waste management

program.

RECOMMENDATIONS

To improve its community relations program for hazardous waste

cleanup sites, the department should ensure that the toxics
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division establish uniform methods for developing and
reviewing community relations plans. Additionally, the
department should ensure that individuals skilled in community
relations develop or review all proposed community relations

plans.

The department should ensure that all toxics division sections
comply with state law concerning access to public records and
with department policies concerning justification of trade

secret claims.

Finally, the department should establish uniform procedures
for responding to public inquiries and for referring these
inquiries to the appropriate staff. These procedures should
include a monitoring mechanism to ensure that the response to
inquiries is adequate and prompt. The department should also
consider centralizing the handling of public inquiries and
developing a reference manual to assist its staff in
responding to public inquiries or in referring these inquiries

to other staff.
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We conducted this review under the authority vested in the
Auditor General by Section 10500 et seqg. of the California Government
Code and according to generally accepted governmental auditing
standards. We Timited our review to those areas specified in the audit

scope section of this report.

Respectfully submitted,

sl

THOMAS W. HAYES
Auditor General

Date: August 18, 1986

Staff: William S. Aldrich, Audit Manager
Gary Colbert
Dale A. Carlson
Kay Overman
Bahman Chubak

-47-



DEPARTMENT OF HEALTH SERVICES
TOXIC SUBSTANCES CONTROL DIVISION
ORGANIZATION CHART
FEBRUARY 1986

TOXIC SUBSTANCES
CONTROL DIVISION

Alex Cunninghan
Chief Deputy

Director
|}

OFFICE OF
ENFORCEMENT
Richard Ross

Enforcement
Coordinator

TOXIC SUBSTANCES
CONTROL PROGRAMS

Dave KWillis

Deputy Director

Force

TOXIC SUBSTANCES
CONTROL DIVISION

Vacant

Division Chief

OFFICE OF PUBLIC
INFORMATION ~ AND

SPECIAL TASK
FORCE

Charles Nunn

Manager of
Special Task

PARTICIPATION
Vacant
Section Chief

APPENDIX A

-49-

-
e | __ ————————— ] —— | ~ ]

ALTERNATIVE HAZARDOUS NORTHERN NORTH COAST SOUTHERN SITE CLEANUP
TECHNOLOGY & HASTE CALIFORNIA CALIFORNIA CALIFORNIA & EMERGENCY
POLICY MANAGEMENT SECTION SECTION SECTION RESPONSE

DEVELOPNENT SECTION SECTION
SECTION .
) Caroline ) . fingelo Stan
David Leu Cabias James Allen Dwight Hoenig Bellomo Phillippe
Section Chief Section Chief Section Chief Section Chief Section Chief fActing
Section Chief




APPENDIX B

eludojiie) 40 93els
90404 jse]
Aouabuawy 3ybnoug €u03o9uaLq A3ndag

p4eny [BUOL3IBN RLUAO4L|R)
Juswiaedaq AuedtL|Li
‘4901440 SoL3stboT

BLUJO4L[B) JO 91B]1S
uorjejaodsued] 40 jusawiaedsq
403eULp400) buruue|d Aousabusu]

eLUAOJL|R) JO 33e3S
S90LAURS Adusbusawi JO 901140
4030841q A3ndaqg 49LY)

eLuaojtjey Jo 93els

S9OLAUSS Adudbuswy 40 991440
suoLjedaadg pLotL4

€403094L(Q Jue3SLSSY

BLU4OSL[®]) JO B3B3S
Aousby auey|aM pue yjesH
SUOLIRILUNWWOY) €AURJDUIDS JURISLSSY

eLudojtiey 40 93els
Aousby uotrjzejuodsueda] pue ssaulsng
SUOL3RILUNWWOY) €AUR}BUI9S FURISLSSY

BLud0jL|e) JO 33e}S
‘sAemybLH 40 UOLSLALQ
Jd99uLbuz

*8L6T-LL61

“LL61-9/61

*9L6T-G46T

‘G/61-vL61

‘v/l61-¢L61

+¢l61-1L61

‘T1/61-0L61

‘0L61-6961

A403SLH 3uswAo|dw]

9691109
44B3S |RPJUBUSYH puR puRwWWO)
Away *S°n 40 93enpeuay

butussuLbuz
UL 9dUaLIS 40 J4O|3Ydeg

uoL3eoNnp3 | eulo

S33A07TdWI SIIIAYIS HLTVIH 40 INIWldVd3Ia 43LI3T3S
40 AYOLSIH INIWAOTdW3 ANV ONNOYUIAIVE TYNOILVYING3

¥ X9y ‘weyburuun)

awey

-51-



eludojtie)y Jo o93els

S9OLAUDS Y3 |eaH JO Judwidedaq
UOLSLALQ [043U0) SB2URISGNS ILXO0]
40323u4Lq A3ndag Joaty)

eLuaddjL ey 40 93els
S924N0SVY 433eM JO Juswiuedag
40323u41q Andaqg 49Ly)

eLud0jL|®]) 40 3jels
S9ILAUIS Adusbuawi JO 3dL440
403294 1(Q

11U9S3ud
03 9861

9861-€861

£€861-8L61

A403SLH JuawAo|dw3

uoL3ednp3 [ewaoy

(panutL3uoy)
‘¥ X91y ‘weyburuun)

aueN

-52-



BLUAOSL[R) JO O}B]S

S9OLAJSS Y3 [eaH 40 Jusauwiaedaq
UOLSLALQ |043U0) S3dueIsSqng ILX0]
403294Lq A3ndaq

BLu404L|B) JO 93e]S
aoueuL4 JO juduwiuedaq
‘uadbeuey 39b6png weuboud

elLuJojLie) JO 93e}S
9duRUL4 }JO judwiuedag
‘aabeuey 396png weuboud JuelsLssy

eLud0jte)y 40 93e3s
9oueULl{ JO Judwiuaedag
‘3sKeuy 39bpng weubouyd [edLoulud

RLUAOSLLR) 4O 8303S
pAROg SUOLIR|3Y 40QeT] [eun3 | ndLaby
‘UoL}RUISLULWPY JO JBLYD

eLuloj L) JO 93e3S
S924N0SvY 4d3}eM 4O Judwideda(q
‘4901440 19bpng

eLulojLe)y 40 3jels

S92uN0SY Ud3eM JO Judwidedsq
¢3sAeuy

19bpng 93eLO0SSY pu® JURISLSSY

eLuJdojLiey 40 93e3s
uoLjeonpj o juauwidedag
¢3sAeuy 39bpng juelstLssy

31euUas 9je3lg
RLUAOSLLR) BUF 404 Nud|) AU0FSLY

13U9S3ud
031 9861

*9861-2861

+¢861-6.61

‘6L61-LL61

“LL61-S.61

‘G/61-T.L61

‘1L61-£961

+£961-G961

<6961

A403SLH 3uswAo|du3

JUSWUJABAOY UL SIJAY JO J40[dYydeg

pLtARQ “Q “SLLLLM

44VLS S¥ILYYNOAYIH

uoL3eonp3 [ew.o4

awey

-53-



BLUAOSL[B) 4O 8303S

S9OLAUAS Y3 [edH 4O 3udwidedsq

UOLSLALQ |O42UO0) S32URISQNS OLXO]
403RULPA00)

JUSWI2404UT 93SeM ShopJaezey

eLuaojLle)y jO ajels
901440 S, |e4dudy A3U4033y
Leadudy Aaua033y A3ndag

BLU4O4L]®) 4O 91el§
SOOLAJDS Y3} |e3H 40 Judwiuedsq
¢19suno) |ebaT

A3}LSUSALUN 93BLS OpeUO|0)
f43yourasay |ebaq

13U9S3Uq
03 9861

‘9861-LL61

SLL6T-EL61

2L61

AA03SLH 3uswAo|dw]

Jeg 9101S PLUAOLL|R) 4O 4dqua)
40320Q Stanp

SOLWOUODT UL SJAY 40 Jo|dyodeg

buLuuey paeyoLy €ssoy

UoL3eoNp3y | R0

auey

-54-



RLU4OSLLR) 4O 93e3S
S9ILAJUBS Y3 [edH 40 2uduwiuedag

UOLSLALQ |O43U0) S22URISGNG OJLXO0)

A9qUB| Wed] 30404 Jse]

eLudojLie)y jo 93els
S9JLAU3S Y3 |9y JO JusawiJedaq
uol329g BuL3unoddy €iaLy)

RLUJOSL[RD 4O 9303S
SOOLAUDS Y3 [R3H 40 udwidedsq
SMILAQY |R)-LP3Y pue [edslL4
39LY) 901440 PLOLS

eLud0jLe) 40 931els

S9OLAUIS Y3 | B3H JO Fudwiuedaq
SiLpny plot4 [BJ-LpSNW
JobeuR) SBILAUDS }}e1S

BLUJOJL[RD 4O 9303S
43]1043U0) 33B3S
4A03Lpny

13UBSdU(
03 9861

+9861-1861

<1861-t/61

‘vL61-1L61

1/61-€961

A403SLH 3JuswAo|du3

BuLjunoooy ut
S34y 40 93eLI0SSY

"y Ssal4ey)y ‘uuny

UOL3RONPI [RWAO04

auey

-55-



BLU4O4LB] 40 91BlS

S9ILAUDS Y3 |eOH 40 Juswidaedsq

UOLSLALQ |O43UO0) S82URISQNS ILXO0]
‘uo1309S juawdo|aAasg AoL|Od

pue ABojouyda] SALIRUUIILY “43LY)

Kasuap M3N 40 93e3§
u01329304d
[eJUBWUOUALAUT JO Fuswiuaedsg
1S9} LUR) pue SuoLjedL}LSSe|)
€9]1SeM snopJezey JO neadng
€Jalygy neaung

KasJuap mayN 40 3j3e3s
U0L32930ud

[RJUSWUOLLAUT 4O Juswiuedsg

9]1SeM snopdezey JO neaung

€}aLy) nesung juelsiLssy

Kasaap Map JO 931e3s§
u01399304d

LRIUSWUOALAUT 4O Judwiaedag

€1SLJUdLIS | PIUSWUOULAUT

K9s4ap M) JO 93e3S
UoL329304(
[eJUBWUOALAUT JO Fudwiuaeda(q

‘3si|eLoadg [ejuswuUOJLAUT [edLOULdd

aJ4eMe|3(Qq 40 A3LSUdALUN
SoLpniS auluep Jo aba||0)
‘QURISLSSY Youerasay

uebLyoLp 40
93N} LISU] YO4e3SaY |PIUBWUOULLAUT
‘3uelSLSSY yodeasay

JUSaUd
03} $861

‘¥861-2861

-¢861-1861

-1861-0861

-0861-LL61

<LL61-G/61

‘G/61-vl61

A403SLH 3uswAho|du3

butudauLbuz uesd(Q uL 83e40300(

Kydeuaboueadq
[eoLb0o| 08 uL 92UdLIG JO Ud}SEY

Aydeabouesdy pue A60| 040930}
UL 92UaLd§ JO u0|3Yydeg

‘P plAeQ ‘na

uoL3eONpP3 [CWAO04

awey

-56-



RLUAOSL[B) 4O B3RS

S9OLA4DS Y3 |e3H 40 juswiuedsq
uoLsitALg AoL|0d [e)-Lp3a|
youeuag A3L[LqLbL|3 “49Ly)

BLUAOJLLR) JO 9303S
a4n3noLuby pue poo4 o juswidedsg
SOOLAASS DALIRUISLULWPY JO UOLSLALQ

4030941 JuURYSLSSY

eLudojLje)y 40 9jels

Y3 Le9H 10 Juswjuedag

UOLSLALQ SALIRUFSLULWPY

youeuayg juswabeuep |SUUOSAId €43LY)

BLU4O4LB) JO 93Bl1S

Y3 LesaH 40 juswiuaedsg
UOLSLALQ

UoL3eIL4L3ud) pue buLsuaoL

€40309utq A3ndag juelsLssy

eLUL04L[B) JO 93B]S
Y3 lesH 40 Juswiuedag
UoLSLALQ
UoL3edL)L3ua) pue buLsuaolL
U0L3123S aur) AjLunwuoy *4aLy)

eLu40jLe) 40 93elS

Y3 LeoH 40 juswiuedaq

901440 SIYDLY [LALD

UOL309G SBILAUDS Juawho|dwg €4aLy)

eLu4d0jLie) 40 93els
p4ROg [SUUOSUI4 93PS
‘3sA|euy |BuUOSAd(

‘7861-€861

-€861-0861

+0861-8L61

‘8L61-LL61

<LL61

<LL61-GL61

‘G/61-2L61

Aa03sLH uswhodw]

90UaL0g
LedL3L10d UL SIAY 4O 40[8Yydeg

uoL3eonp3y [ew4o-

"4 8uL[odr) °seLqe)

ETTY

-57-



BLUAOJL|R) JO 8303S

SOILAUDS Y3 |3H 40 3udwiJedsq

UOLSLALQ [O43U0) S3dURYSGNG JLXO]
uoL399s

Juswabeuey 91SeM Shopuaezey ©4aLy)

eLUJO}L[B) 40O 93B1S

SOOLAJUDS Y3 [eSH 40 jJuduwiuedag

S9OLAUDG SALJPUISLULWPY 40 UOLSLALQ
312e43U0)

pue SJUWRANI0Ad JO 3ILJ40 “43LYD

11U3SaUd
01 63861

:G861-1861

AA03SLH 3uswAo|dw]

u0L3eonp3 [ew.04

(ponutiuo))
*4 duL|ode) ‘seiqe)

awey

-58-



BLUAOSL[B) JO 3303S
S9OLAUBS Y3 [ROH 40 Judwidedag
UOLSLALQ [O43U0) SdJURFSANS JLXO]
UOL303S BLUAOL[B) UABYFAON ©43LY)

BLU4Oj LB J0O 33elS
p4ROg [043U0) SB24N0SIY 431BM 93}e]S
UOLSLALQ S9ILAUBS |edoLuyda]l

uoL329S buLuaojLUOl § ddUuR[|L3AUNG
93SeM shopdhezey “JaLy)n

BLULO4L]R) O 33035
pAROg [04JUO) SDI4NOSIY J3IBM 9303S
A1L1eNY 493BM 1O UOLSLALQ

uoL393s
stsAleuy |RIUBWUOJALAUT €JBLY)

RLUJOSL|®) JO B3RS
p4AR0g |043UO0) SBI4N0S3Y Ad}BM 93e1S
A3Len) J4o3eM 40 uOLSLALQ

3Lun saLpnmis [eLdads €aLy)

RLUJOJL[B) JO B3E]S
p4ae0g [043U0) SBI4N0SIY J43eM B}eLS
A3LLend 433eM 4O UOLSLALQ

“III 2SLLeLORdS [RJUSBWUOLLAUT

SLARQ ‘RLUAOJLLR) JO AJLSUSALU(
buLuasauLbu]

pue 3DUdLIS 4d3eM 40 Judwiaedsq

€3URISLSSY Yyoueasay

Auedwoy |eOLWAY) UOSSIYOW
‘9ALIRJUISOUdRY SRS eIy

*ou] ‘s4aboy pue sJaaiep uep
‘9ALIeIUDSDAdRY SI|RS edUY

Aueduoy Bulrsog
‘opLy butrussuLbuj

131U3SaUg
03} €861

+€861-0861

:0861-9/61

‘9/61-9/61

‘Gl61-vi61

‘vL6T-TL61

‘1L61-7961

‘7961-0961

:0961-8961

A601023 ul *@-ud

S92UdLIS
LeoLbojoLg uL S3Ay JO ud}Sey

S90U3 LIS
LeOLSAYd uL S3ay 40 4O|3ydeyg

K403 SLH JudwAo|dul

uoL3eONp3 [eWwA04

*] sawep ‘ually

awey

-59-



BLUJOSLLR) 4O 9303S
S8OLAUIS Y3 [3H 40 JudwiJedag

UOLSLALQ |O432U0) SddUR}SQNS OLXO]

uoL309g
RLUAOLLLR) 3SRO) YIAON “43LYD

I\ uoLbay
Aousby u01329304d
[@2UBWUOALAUT S9303S pajLufn
uoL329g
suoLjedadg punjaadng €4aLy)

IA uoLbay
Kouaby u01329304d
[PJUBWUOALAUT S93RIS PaLuf
uoL323s
U0L309304d 433EMPUNOUY € 4aLlYy)

I\ uoLboy

Kousby u01312930ud
[RFUBWUOALAUT SB3RLS pajLufn
‘351601099 jjels

sexa] ‘sepleq
uoLjedoduo) LLO F4NH
‘3stbo|09y jjels

13Udsadd
03} €861

<€861-1861

-1861-8.61

+8L61-9.61

‘9/61-G/61

A4A03SLH JuswAo|dw]

90U3LOG | RIUBWUOULAUT
UL 92UdLIS JO UdISBY

£b60| 099 ulL 92uUaL2S JO J0|3ydeyg

"4 3bLmg “bLusoy

uoL3eonp3 [ewJoq

auey

-60-



BLUAOSLIR]) JO 93e3S

S9OLAUSS Y3} |e3H 40 Judwidedag
UOLSLALQ |043U0) S32URYSQNS OLXO|
UOL3O9S BLUAOL|BY Y3NOS *33Ly)

A3uno) saabuy SO wWou}

30BU3U0D UO “BLUAOSLLEB) 40 33R3S
€S9OLAUIS Y3 |B3H 40 3uawiuedsg
UOLSLALQ LO43UO0) S22URISQNS ILXO0]

UOL3I9S JUSWRIU0LUT
pue 3JUR||LBAUNS €SILWudd
€403RULPA00) suoLjedad(Q pLaL4

S9ILAUS Y3 |esH
40 3juawjuaedag A3uno) sa|abuy so7
weuaboud saoueisqng oLx0] ‘uabeuey

S9ILAUIS Y3 | RoH
40 juswiJedsag A3uno) sa|abuy so7

€430L440
Y} P9 |[PJUSWUOULAUT AOLUDS

S9ILAUSS Y3 | BoH
40 juawjuedaq Ajuno) soa|abuy so7
‘4801440 YILPOH |[PIUSWUOLLAUT

Auedwo) adueansu] Au3uag
‘a9auLbul [04a3u0) SSO7

13UBSaUq
03 €861

‘€861-¢861

+2861-6/61

+6461-9.61

‘9/61-vL61

‘vL61-EL61

A403SLH JuswAo|dw]

Ul LesH
[RJUBWUOALAUT puR |euoliednddg

uL 9aubag 90UaLdS JO UIISRY

90UDLOS YJ[BSH [RIUBWUOALAUY
UL 90U3LOS JO JdO|dYdeg

‘0 o|8buy ‘owoy|3g

uoL3eoNp3 | ewio4

aley

-61-



eLu40jL|e) 4O 93el1S

S9OLAUSS Y3} |eaH 40 Fudwiuedag
UOLSLALQ |043U0) S82URISqNS ILX0]
jLun buruasautbul dnuesa|)y 931§
‘aoouLbuy juswsbeuel s3SeM 40LUDS

BLua04te) 40 91el1S

p4eog [043u0) A3L|en) uajem 93els
uoL329s

Aua0le|nbay e1|ag 9ay3z 40 JaLy)

‘uo9uLbuy uoLuasg

eLuaojLe) 40 93els

p4e0g [O043U0) SIJJUNOSIY J33BM 3303S
uoL329S butuueld

‘udauLbuy 93eL00S5SYy

eludojL[e) 40 93e3S

pJ4ROg |[043UO) SDJUNOSIY Ud}BM 93e3S
uoL309s buLuue|d uLseg

‘avouLbul juezsissy

BLU404L|R) JO 93elS

p4e0g |043U0) SI4N0SIY 4d}BM 93e3S
UOLSLAL(Q 2UBWad404uj pue [ebaq
‘adauLbugy juelsissy

*OU] Yyoueasay J04 49JUI)
Kaozeaoqe ] bulsusg

90wy “AaAung [eoLbo|0o9y sesuey
Kbo 0oy

[RJUBWUOALAUT “JURISLSSY Ydurasay

‘¥861-¢861

+¢861-6461

*6L61-9/61

‘GL61-vL61

‘vl61-EL61

+2L61-0L61

A4103SLH 3uswAo|du3

423uLbuz
LLALD paud}sLbay eLudoyl|e)

BurudauiLbug [rIUSWUOALAUT
UL 9JUBLIS 4O J4d}SEY

butdasutbul
LLAL) UL 3JUaLdS 40 40|3YdeRY

uoL3ednpy |ew4o4

ue3s ‘addi||Llyd

awey

-62-



BlLuJd0jLie) 40 93e3s

S9ILAUSS Y3 |eoH 40 Juawidaedsq

UOLSLALQ [043U0) SBIURISQNS ILXO]
uoL323S asuodsay

Aousbaawy pue dnueajy 3a3Ls

‘491y) bBuljoy

eLudo4L ey 40 93elg
S9ILAUIS Y3 |eSH 40 3Juswiuedaq
UOLSLALQ |OA3UO) Sd2URFSGNS ILXO0]
uoL329S juswabeuel weuaboud
1Lun Ledtuyds] uoLyebLyLp 93LS
pue 3Lun uoL3ebLIL LS “343LY)
fa9aulLbul
Juawobeuel ajseM burstauaadng

.
.

11U8S3Ud
03 9861

9861-7861

AA03SLH JuswAo|dw]

(panuLjuod)
ueys ‘addi||Lyd

uoL3ednpy |ewdo,

auey

-63-



STATE OF CALIFORNIA—HEALTH AND WELFARE AGENCY GEORGE DEUKMEJIAN, Governor

DEPARTMENT OF HEALTH SERVICES

714/744 P STREET

(8T Fa 8- 15

August 13, 1986

Thomas W. Hayes
Auditor General

660 J Street, Suite 300
Sacramento, CA 95814

Dear Mr. Hayes:

I would 1like to thank you for preparing this report which
highlights the concerns regarding the Toxic Substances Control
Division's personnel practices, our community relations
programs, and public information systems.

We share the view that it 1is vital to the success of this
program that the Divison be able to attract and promptly hire
qualified individuals. To this end, the Division has, in
addition to other steps:

1) Undertaken an intensified and successful recruitment
effort (95.2% of all positions allocated to the Division
for 1985-86 are currently filled or commitments have been
made to applicants),

2) Achieved parity with other state organizations in the
classification of the Division's specialist series, and

3) Developed duty statements which will effectively reduce
the classification review time required by Personnel.

Other specific responses to your recommendations clearly
indicate the positive steps which are now underway to further
improve our program.

We intend to fully implement the recommendations concerning the
Division's community relations programs and public information
systems, thereby bringing them in 1line with policies and
procedures currently in effect within the rest of the
Department. These, as well as other changes, should demonstrate
the improvements in the Division's efforts and provide needed
access to the public records for which the Division is
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Thomas W. Hayes
Auditor General

responsible. As
adopted policies
hours during the

Again, thank you

Enclosures

an example, on July 1, 1986, the Division
to ensure public access to records at all
business day.
for your recommendations.

Sin;;rely,

Kenneth W. Kizer, M.D., M.P.H.
Director
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Department of Health Services Response to
Auditor General's Report P-582.4

"The State Hazardous Waste Management Program
Needs to Improve Their Personnel
Practices and Community Relations."

RECOMMENDATIONS REGARDING PERSONNEL PRACTICES

"To improve the administration of personnel activities in
the hazardous waste management program, the department
should ensure that certified lists for the most commonly
used classifications are kept current and that the toxics
division implement its plans to recruit more candidates for
vacant positions. The department should also ensure that
recruiting on college campuses is done at the appropriate
time in the academic year.

"To simplify and speed up the processing of personnel
transactions, the department should use standard duty
statements, interview questions, and scoring criteria for
each classification. The department should eliminate
unnecessary reviews and the unnecessary handling of
documents.

"The department should ‘provide written directions for
preparing personnel documents. Additionally, the department
should ensure that section employees acting as personnel
liaisons within the division receive proper training for
their responsibilities.

"The department should improve its decisions regarding staff
needs in the toxics division by refining existing workload
standards and developing workload standards for activities
that do not have any.

"Finally, the department's Personnel Services Section staff
should assist the toxics division in determining the
appropriate personnel classifications requested through the
budget process."

RESPONSE

The Department has taken several steps to improve the recruitment
and hiring of staff. Additional steps, including some of those
contained in the report, will be taken as needed. Planned and
specific improvements include:

o

Through the intensified recruitment efforts and subdelegated
exam process, hiring commitments have been made on all
Hazardous Materials Specialist and engineering vacancies in
the Division. All of these positions should be filled by
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August 31, 1986. In addition, 95.2% of all positions
allocated to the Division for 1985-86 are currently filled
or commitments have been made to applicants. This 4.8%
vacancy rate compares to the 22% noted in the Auditor
General's report.*

As of July 29, 1986, the Waste Management Specialist series
was reclassified to Hazardous Materials Specialists. These
employees have received increases in salary levels to bring
them into parity with classes used by both the State and
Regional Water Resources Control Boards. This will make the
Division more competitive with private industry and reduce
the turnover of staff.

The Personnel Services Section (PSS) and the Toxic
Substances Control Division (TSCD) are developing "generic"
duty statements for both the Hazardous Materials Specialist
and Waste Management Engineer series. Once in place, the
duty statements will effectively reduce the classification
review time by Personnel and permit hiring to take place
more efficiently. The generic duty statements will be in
place by September 1, 1986.

A project will be established in PSS to request delegated
Hiring Above Minimum (HAM) authority for certain engineering
and technical classes used by the Division. HAM authority
will permit the Division to offer higher starting salaries
to prospective employees based on exceptional qualifications
and permit the Division to be more competitive in the job
market. The request for delegation will be sent to the
Department of Personnel Administration by September 30,
1986.

To direct the Department's recruitment efforts, both for
affirmative action purposes and for specialized skills, a
formal recruitment plan has been developed. The plan
contains specific goals and recruitment procedures. As
required by the plan, TSCD has designated a Recruitment
Coordinator who 1s to act as the 1liaison with the
Department's Recruitment Section and 1is responsible for
recruitment activities within the Division.

TSCD has also augmented its own recruitment staff by one.

The Division has developed a recruiting plan for the Fall of
1986, to be utilized both within and outside of the State.
There are plans underway for continuing this effort in the
Spring of 1987. The plan should assure more timely
recruiting at the various colleges and universities and be
beneficial in the creation of a comprehensive 1list of
qualified candidates.

* Auditor General Comment: The 4.8 percent figure is not comparable with
to 22 percent vacancy rate on September 30, 1985, noted in the report for
two reasons. The 4.8 percent vacancy rate includes vacant positions for
which offers have been made, and the department computes an end-of-year
vacancy rate for fiscal year 1985-86 using fiscal year 1986-87 hiring
information. As stated on page 28, the department provided information
indicating that the vacancy rate in the toxics division on June 30, 1986,
was approximately 13 percent.
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The Department's overall hiring process is being studied by
a task group. The study encompasses all phases of the
hiring process including document processing and
classification review, with the primary goal to reduce the
time required to hire an employee. It is anticipated the
project will be completed and recommendations implemented
within the next 60 days. Any changes to the process will
permit the TSCD to £fill its positions more expeditiously and
reduce the time a position is vacant.

The Office of Civil Rights has agf¥eed to 1limit their
involvement in the hiring process to a post-hiring review of
documents for all Hazardous Materials Specialists and
Engineers. The Division 1is obligated to follow all
Department Affirmative Action guidelines but does not need
to clear questions, panels, etc. prior to hiring staff.

The Division intends to ©pursue the possibility of
establishing an alternative hiring interview process. The
process would entail interviewing and placing applicants for
positions in a "pool" which should reduce the amount of time
devoted to interviews and result in a group of candidates
that are immediately available for employment. This should
reduce the process substantially, including the need to post
notices in the Job Opportunity Bulletin for every vacancy.

PSS has subdelegated to TSCD the examination responsibility
for the Hazardous Materials Specialist I and II and the
Waste Management Engineer and Associate Waste Management
Engineer classes. With this delegation TSCD can administer
its own examinations through continuous testing and can
close testing at any time; the Division can establish timely
and updated exam listings and determine which candidates can
be offered positions without having to request the
information from PSS. This has enabled the Division to
reduce the normal examination processing time and has
contributed to quicker hires to fill vacant positions.

The Division has committed to preparing a zero based budget
for 1987/88. This process will require the development of
workload standards for all classes used by the Division,
particularly in the major activities of site mitigation,
permitting, and enforcement.

In past years, when the Division's budget was being
developed the process did not always include Personnel. 1In
the future, TSCD will consult with Personnel regarding the
use of appropriate classifications prior to submission of
their Budget Change Proposals.
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The Division has completed a reorganization that was
approved by the Director's office on August 7, 1986. This
should be beneficial 1in providing information to the
Department's Personnel Services Section and the Department
of Personnel Administration to facilitate their review of
the Division's various requests as allocation ratios and
reporting relationships will now be clarified.

In recent months PSS and TSCD have been meeting regularly to
identify and resolve personnel problems and issues. Each
meeting addresses all personnel areas, i.e., testing,
classification, and transactions, and has proven effective
in reducing review and processing delays.

The review process has been modified within the Division to
assure that documents are properly prepared before these
forms are submitted to the Personnel Services Section.

PSS has recently hired an additional Associate Personnel
Analyst and a Personnel Assistant to specifically meet TSCD
personnel needs. The additional staff will permit TSCD
classification issues to be addressed quickly and ensure
that transaction documents continue to_be processed timely.

PSS will be providing training on an as needed basis to
Division staff on personnel procedures and processes.
Arrangements will be made to conduct training on a timely
basis. Written directions on personnel document preparation
will be reissued to the Division by PSS.



RECOMMENDATIONS FOR COMMUNITY RELATIONS

",..the department should ensure that the Toxics division
establish uniform methods for developing and reviewing
community relations plans. Additionally, the department
should ensure that individuals skilled in community
relations develop or review all proposed community relations
plans."

RESPONSE

TSCD recognizes the need for a uniform method for developing
and reviewing community relations plans. Community
relations staff in the Office of Public Information and
Participation (OPIP) are currently developing procedures for
use by Community Relations Coordinators and technical staff
to assess community relations needs. These procedures will
outline criteria by which Division staff will define the
affected community and the nature and scope of potential
affect. After consulting with Division Community Relations
Coordinators, Project Officers will then draft task orders
to state contractors which will clearly define the
contractor's responsibility to assess the need for and to

ultimately implement a community relations plan. Task
orders will be reviewed by a Community Relations Coordinator
before being forwarded to a contractor. All contractor

deliverables such as workplans, draft community relations
plans, etc., will be reviewed by the Community Relations
Coordinator prior to final acceptance by the division.

Additionally, OPIP is reviewing its resources to determine
its ability to provide individual assessments for each site
described in the Expenditure ©Plan for the Hazardous
Substance Cleanup Bond Act. Until recently, OPIP staff have
been responsible for community relations, press relations,
response to public inquiry, and industry education. The
workload associated with each of these areas of
concentration has placed significant demands upon available
resources. In order to direct more effort to community
relations activities, the division will now refer all press
inquiries to the department Office of Public Information.

RECOMMENDATION FOR RESPONSE TO PUBLIC RECORDS ACT REQUESTS

"The department should ensure that all toxics division
sections comply with state law concerr ng access to public
records and with department policies concerning
justification of trade secret claims."



RESPONSE

The TSCD has taken steps to ensure that all section staff
are aware of their responsibility to comply with state law
regarding access to public records. Section Chiefs recently
received a memorandum from Division headquarters stating the
need for all staff to be familiar with the appropriate
sections of the Public Records Act. A copy of that
memorandum is attached.

The volume of requests for access to public records has
steadily increased. As the number of requests has gone up,
so has the need to construct a uniform response process
which will meet the intent of the Public Records Act while
also ensuring that Division staff are able to perform their
specific technical duties. In order to facilitate
appropriate allocation of staff resources to satisfy
requests for access to public information, the Division has
drafted a comprehensive policy and a set of procedures for
responding to requests for access to public records. The
policy articulates the need for divigion staff to provide
timely and appropriate responses to all requests for access
to public information. That document is fully consistent
with state law and the departments overall policy. It will
undergo final review during August 1986.

RECOMMENDATION FOR RESPONSE TO PUBLIC INQUIRIES

"...the department should establish uniform procedures for
responding to public inquiries and for referring these
inquiries to appropriate employees for response. These
procedures should include a monitoring mechanism to ensure
that the response to inquiries is adequate and prompt. The
department should also consider centralizing the handling of
public inquiries and developing a reference manual to assist
its employees 1in responding to public inquiries or 1in
referring these inquiries to other employees."

RESPONSE

The aforementioned draft policy on access to public records
includes guidelines for employees responding to general
public inquiries. The guidelines cover responses to written
inquiries as well as telephone contacts. While written
inquiries are tracked through a formal correspondence
control system, the proposed guidelines do not provide for a
monitoring mechanism for telephone inquiries.



While the Department agrees on the need to provide accurate
and timely responses to all informational requests, because
of the sheer volume of telephone calls received at all
division locations (literally hundreds of calls per day), we
question the efficacy of a formal monitoring system.

The question of centralized response to public inquiries has
been considered by TSCD. The primary obstacle in the path
of successful implementation of such a system 1is the
diversity of the Division's programs. The Division employs
highly specialized professionals from a range of
disciplines. Many of the telephone inquiries we receive are
technical in nature and require the response of one or more
of these trained professionals. While some calls can
easily be handled by a centralized staff person with a
generalist background, many must be referred to scientists
and engineers.

We also believe that it is beneficial to respond to public
inquiries from each of our four geographic locations. This
allows the general public 1living some distance from
Sacramento the opportunity to contact an office closer to
their home rather than incur the expense of long distance
telephone costs.

We agree that the development of a brief referral guide
would be useful to employees whose responsibility is to
screen incoming telephone calls prior to referring them to
appropriate staff for response. The task of developing the
referral guide has been assigned to the Office of Public
Information and Participation. The guide is targeted for
completion in late September.

Attachment



State of Calfornio M« Hobith Services

Memorandum

To  : Section Chiefs i Dae : July 1, 1986

Subject: Public Records Act

From : jAlex R. Cunningham, Chief Deputy Director
' 3-2913

Attached for your review and use is a copy of the pertinent sections of

the Public Records Act. Please be sure that you and your staff are familar
with these rules and regulations so that we properly respond to requests for
information. '

In particular please see section 3-7350 concerning the times that records are
to be open to the public. This section states that under the Pudblic Records
Act subject documents are available to the public during normal working hours:
The Auditor General's staff informs me that they have discovered that some of
our offices have been violating this section by setting aside only certain days
or hours when public records may dbe examined.

While I recognize that we have many demands on our time and cannot really
afford to make staff available at any time, in this case we have no choice.

The public's rights under the law clearly take precedent over our allocation of
resources. Therefare fros now on please make these records available upon
request. However this in no way restricts you from requesting, as opposed to
requiring, that people exercise this right at certain, prearranged times. If
you have any questions please let me know.

-74-



PAPERWORK “IANAGEMENT HANDBOOK PRIVACY. "CNF'D"\ITHUTY sscumrv

PUBLIC ACCESS TO DEPARTMENTAL RECORDS 3.7300

LEGAL REQUIREMENTS 3-730S

The Public Records Act (Government Code, Section 3250—6265) defines most records of the State as '‘public
records” open to inspection and copying by the public, and then lists Those types of public records that need not be
open to public inspection (Government Code, Sections 5254 and 6254.7).-

More specific provisions of ‘ederal or state law that exempt or prohibit disclosure supersede the requirements of the
Public Records Act. Once a record is disclosed 10 2 member of the public, it must be disclosed to ail members of
the public. Clarification should be requested from the Offics of Legal Servicas on any question concarning exemption
of a specific record.

The exemptions most pertinent to the Department of Health Servicas are as follows:

1. Personnel, medical, or similar files, the disciosurs of which wouid constitute an unwarranted invasion of
personal privacy (Government Code, Section 6254(¢}).

2. Records of complaints for law enforcsment or licensing purposes whers there is 2 subsunml prospect of
enforcement (Government Code, Section 6254(f))..

3. Records of investigations compiled for law enforcement or licsnsing purposes (Government Code, Section
6254(1)).

4. Records, the disclosurs of which is exempted or prohibited pursuant to provisions of federal or state law
(Government Code, Section 8254(k)). (Examples: strorney-client privilege, trade secrets).

The Public Records Act requires that the Department:
1. Establish written guidsiines for public access to departmental records.
2. Post a copy of the access guidelines in a conspicuous public place at all departmental locations.

3. Provide copies of its access guidelines, free of charge, to any person requesting information regarding the
Deparunent’s records.

4. Respond to public records requests within ten days of the receipt of the request In the cass of trade secrets,
the requestor must be notified within ten days that the Department is proceeding to obtain sither the consant
of the owner for raleass or justification for nonreleass.

—— e — 4

ADMN 82.5 -75- - August 1982
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PAPERWORK MANAGEMENT HANOBOOK PRIVACYI CONF!OENTIALITY! SECURITY

DEPARTMENTAL REQUIREMENTS 37310

The Oepartment’s guidelines, Section 3-7350, sooly to ail arganizationsl units in the Deparumnt. Each location
must POST, in 3 CONSPICUOUS Place, 3 copy of the guidelines. Whaere necessary, 3§ notics is 10 be included to direct the
public 10 the location at which records may be obtained at the specific offics. Each office must:

1.  Identify a person to distribute guideiines on request and to direct the public to the appropriste location for
records. )

2. Establish procedures to comply with requests for review and copying available records.

3. Follow procedures for cashiering and handling monies collected for copying records (see below and Section
3.7350).

4, Designate a location for the pubiic to review records. This may be an area aiready specified for public use such
a8 the public counter, waiting area, etc. -

Unless otherwiss clesrly exempted from disciosure, records of the Department shall be availabie for inspection and
cooying. Sefore making them available, files shall be screened and edited if they may contain records which are
confidential and exempt from disclosure.

A request for inspection must identify the desired record by brief description and approximate dste. Requesters
who have detsiled information which would assist in identifying the records desired shall be required to provida such
information in order 10 expedite the handling of the request. A request is improperaf the description fumished is
vague or genaral. If the record is properly identified and not exempt from disclosure, but will take an unususl
amount of time to respond to, the requester should be notfied of the delsy and an appropriate date by which the
requester may expect recaiot of the desired records. ‘

A request for copying must specifically identify the desired record.

A request for inspecticn or copying may be made st any appropriate offics of the Department whether it be ¢
hesdquarters offics or one of the officss located throughout the Stats. Improger requests for records may be denied
= follows:

1. Questions or dispute concerning the accessibility of 3 specific record in a field offics or headquarters office
sre directed initially to the manager of the offics.

2. Oral requests may be denied orally. If the requester is dissatisfied with an oral denial, the requester should be
advised of his or her right t0 submit 3 request in writing to the Section Chief.

3. Written requests for inspection on copying of document shall be decided only by Secton Chiefs, or above,
who may request clarification from the Offics of Lsgal Services. Denial of written rsquests shouid be in
writing and shouid contain the reason for denial.

ADM 81-2 -76- : Oscember 1981
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PAPERWORK MANAGEMENT HANDBOOK PRIVACY, CONFIDENTIALITY, SECURITY

DEPARTMENTAL REQUIREMENTS (Continued) 37310
The fes schedule will be as follows:

Reguiar fee S .25 per page
{Minimum departmental fee for 10 pages or less) ) 2.50

Legasl fee established for personal information
under the information Practices Act .10 per page

Fee which requires iegal research (except

under the Information Practices Act) 1.25 per page

Statutory fee—whatever has been established by legisiation, ‘

e.g., Vital Statistics Records (Birth Certificates) 8.00 per copy
" Computer tapes Actual Cost

Charges may be waived for five or less copies.

Costs of mailing will be charged to those receiving the material and will bs mailed first class uniess other
arrangements are made by the requester. Fees for certification and authentication shall equal the actual cost of
providing the sarvice. These charges do not apply to material for public distribution (i.e., forms, pamphless).

Copies of available records should be provided as promptly as possibie upon receipt of the fes. Records which
are published, i.e., voluminous reguiations, manuals, etc. or availabie for sale need not be copied.

The Office of Legal Servicas and the Office of Information and Public Affairs must be notified of the receipt of any
oral or written request for public records. Approval to reiease material is not required in most cases, |f the request is
in writing, a copy of the request is to be mailed to the Office of Legal Services and the Office of Information and
Public Affairs.

ADM 854 -77- December 1985
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PAPERWORK MANAGEMENT HANDOBCOK - PRIVACY, CONFIDENTIALITY, SECURITY
ey

DEPARTMENTAL REQUIREMENTS .Continuec~2! 3.7310
Procedures 10 be followed when making copies of departmental records ‘or the public are as follows:

1. Each unit making copies maintains 3 monthly log of copies made. The log will include the number of copies
made, the amount charged per copy, the total amount charged. and by whom it ‘~as paid.

2. Fees are collected srior to making copies. Fees may be paid by an imprinted check or money order made
payable to the Department of Heaith Services.

3. Fees will be recsipted by the unit with recaipt form HAS 1031 (Cash Receiot Booklet). Code 800460 is to be
added to the top of the form. Issuance of the Cash Recsipt Booklets, will be controlled by the Accounting
Section, Cashiering Unit. Booklets will be avaiiable in Room 1176, 714 P Street, Sacramento.

4. The following information is to be placsd on each page of each record copied: organizational source of case
record, dste obtained, official who reieased the record.

5. Collected fees will be sent to the Cashier, Accounting Section, Department of Heaith Services, 714 P Street,”
Room 1178, Sacramento, CA 95814, along with a copy of the recsipt.

8. At the end of each month, units collecting fees will sand to the Cashier’s Office the unit log of copies made for
the public.

7. The saction chief is responsible for impiementing this process and insuring that it is properly managed and
controiled.

ADM 81-2 -78- Oecember 1981
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PAPEAWORK MANAGEMENT H3 300K PRIVACY, CONFIDENTIALITY, SECURITY
m

GUIDELINES FOR INSPECTION OF DEPARTMENTAL PUBLIC RECOADS 3-7380

All public records of the Department which are subject (0 disciosure uncer the provisions of the California Public
Records Act are open to inspection by the public during the normal offics hours of the offics at which thoss records
are located. Any person who wishes to inspect a public record may present the request to the receptionist of the
offica at which the public record is located. A darticular record, or if not known, -he particular type of class of
records, may be requested. An area in which public records may be examined is to be provided Dy the offics.

Under no circumstances may a public record be removed from the offics. The requester must identify the requestsd
record by soecific brief description and approximate date. The requester may obtain a copy of a specific identifiable
public record which is subject to disciosure. The Deoartmant is unabie to provide copies of large or voluminous
numbers of records. The requestsr may reproduce 3 public record by his/her own means, subject to the limitations
that no record is removed from the offics, and that the record is not damaged by this reorocuction squioment.

Computsrized records follow individusl access and releasing procedures established ‘or the division to which they
belong.

A copy of psper/microfische records may be obtained on payment as cescribed in Section 3-7310.

The Department may temporarily deny or restrict inspection of public records under any of the following
circumstances:

1. The records are at the particular time required by staff of the Department or other state officials in perform-
ing their duties.

2. The Department has reason to fear defacament or other injury to the records and supervision of ihspection is
at that particular time not possible.

3. Other members of hts public are waiting to inspect thoss records.

4, An individual is monopolizing cerain records to the detriment of other members of the public who wish t©
iNSPECT tOose recoras. :

S. An unusual amount of time will be required t0 locate the records.

CONFIDENTIALITY OF PATIENT INFORMATION 3-7400

Access to information concsming the conduct of the peopie’s business is a fundamental and necessary right of every
person in the Stats, but a governmental agency may deny inspection of public records if their disclosure would
constitute an unwarrantsd invasion of personal privacy. (California Public Records Act, Government Code, Sections
6250, ot seq.)

Thers are aiso other state and federal laws that specifically prohibit the disciosure of information gathered on
individuals while administering its programs, such as the Federal Social Security Act, the Federal Privacy Act, the
California Welfars and Institutions Code, Civil Code, Heaith and Safety Code, and retated rules and regulations.

In situstions of doubt, the Office of Legal Services shouid be consulted.

— — — — ———
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OTHER REQUIREMENTS APPLYING TO DEPARTMENTAL RECORCS 3.7500

FEDERAL PRIVACY ACT OF 1974 37510

The Federal Privacy Act of 1974 2L 93-579) became effective on September 27, 1975, The Act’s purpose is to
safeguard individual privacy Dy requiating the collection, maintsnancs, usa, and dissemination of personal information
by federal agencies. The Act aiso mandates that each federal agency dromuigate rules implementing provisions of the
Act (Section 3(f)).

A departmental program which provides individual patient or client information for a federal agency, contracts with
a federal agency for operation of 3 record system, or uses such infomation‘ provided by a federal agency should
obtain a legal opinion from the Offics of Legal Services in regard to the application of the Act to its specific operation.

GOVERNOR'S EXECUTIVE ORDER 8-22:76 AND INFORMATION PRACTICES ACT OF 1977 37520

Exscutive Order B-22.78, effective January 1, 1977, defines the rights of citizens 0 take action on information
collectad sbout them. Signed into iaw is the Information Practices Act of 1977, effective July 1, 1978, which further
extends individual protaction. Oepartmental units maintaining any records or tapes on individuals must verify that
they sre in complisncs with thess mandates. Affected units should contact the Administrative Services Unit of the
Administrative and Business Services Section, the departmental coordinating unit for these requirements, for complete
information on application of the mandates to the specific unit.

-80- ’ August 1982
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