
FILE No. 001922 ORDINANCE NO. a::17- ~(J

Be it ordained by the People of the City and County of San Francisco:

[Updating the provisions of Chapter 18 of the Administrative Code, dealing with City payroll
procedures.]

renumbering it as Section 2A.32, by amending Section 18.13 and renumbering it as

Section 18.13-1, and by adding Section 18.13-5, all relating to payroll procedures for

City and County.

Ordinance amending Chapter 18 of Part I of the San Francisco Municipal Code

(Administrative Code), by amending Sections 18.2,18.7.1,18.9, and 18.4, by repealing

Sections 18.3,18.4,18.5,18.6,18.7,18.8, and 18.11, by amending Section 18.10 and

Additions are italic; Times New Roman; deletions
are strilwtllrough italic., T#nes lVew Romal'l
Board amendment additions are double underlined.
Board amendment deletions are strikethrough normal.
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14 Section 1. Chapter 10 of the San Francisco Administrative Code is hereby amended by

15 amending Section 18.2, to read as follows:

16 SEC. 18.2. ESTABLISHMENT OF PAYROLLPROCEDURESPREPARATlfl;VO...l?

17 TI]1fESHEETS A1VD PAYROLLS.

18 The Controller shall establish payroll procedures for the various departments ofthe City and

19 County. Each department head shall be responsible for adhering to those procedures. prcj3are

20 tiJCIczc8heets a1'?dj361)'rolls for the variobts dCj3artmel'lts &/tlw City al'ldCObmty al'ldj3ay warr£lnt8 or

21 eviderwe thereof/or the el'/'lj3loyee8 o/said dCj3artJ'lczcl'lts. A cOJCI'lj3leted tiJCIczcsheet, together ll'ith a j3ayroll

22 based thereon andj3ay warral'lts or evidel'lCe thereo/to accoJCI'lj3al'ly each such j3ayroll, shall be

23 prcj3aredfor each dej3artJCIczcJ'lt or office j3bLrSUaJ'lt to rules al'ldregbtlatiOJ'ls established by the Controller.

24

25
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1 Section 2. Chapter 10 of the San Francisco Administrative Code is hereby amended

2 by repealing Section 18.3.

3 SEC. 18.3. C01VTE~VTS A~"TIJ T£A;~,r.sJ.11!SS!{)1V (hll TIlIIESHEETS.

4 Skeleton tifnesheets or eFlY sblbstitute tifJge collection jorfJget therefor £IS esteblished by tlw

5 C019troller shell be prepered by hifJ9 or her lor eech depertmen;{ or &ffice end shell be trens799itted to the

6 depertfJwnt heed concerned in edvefwe &/thejirst date on which tiHge is to be recorded 0/9 sbwh

7 timesheets or substitute therejer. Bach sbwh timesheet or substitblte therefor shall sho,;,.' the neme, civil

8 service classificetion end the rete &fpey a/eech en'lployee included thereon.

9

10 Section 3. Chapter 10 of the San Francisco Administrative Code is hereby amended by

11 repealing Section 18.4.

12 SEC. 18. 4. EXCEPTI{)~"rs; TIllIE POSTIATG B YDEPARTlIIE1VT HEAD.

13 Bech depertJilwNt or office, throblgh the head therea/or en efJ'lployee desig1geted by hiH9 or her,

14 shell meintein £I deify check end £I deify poStiNg to the timesheet a/the exceptions to tiw norrnel ',j'ork

15 schedule a/eech employee included thereon. All overtifJwlor which extre pey is elloH'ed, end

16 YecetioNs, sick Ie£lye, eNd other ello,;,,'eble ebse19ces.for Vi'i~ich no dedbiCtion in pey is reGjbtired, together

17 ",,'ith leeYes, suspeNsioNs eNd other ebsences ';'/ithoutpey, shell be reported by the depertments to the

18 Controller £It sbiCh times end i19 sbiCh menner £IS the Controller, by reguletion, mey reGjbtire. At the close

19 o/the period o/time cOf'ered by the tingesheet depertfJgentel tifJwkeepers shell totel the time ·worked e19d

20 post the specific 6lf3proprietion desigJgetion to be cherged, in eccordance ',vith regblletions esteblished

21 by the C019troller.

22

23 Section 4. Chapter 10 of the San Francisco Administrative Code is hereby amended by

24 repealing Section 18.5.

25
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1 SEC. ]8.5. CERTIFI£4TIfliVAATJJ DELIVERY OF TL~fESHEETSTO CIVIL SERVI£E

2 COAfAfISSlfliV; APPROVAL THERECAV.

3 Each tifriesheet, v}w1"l completed as required by Sectiori 18. /,t herer>f; shall be certified a8 correct

4 by tlie perSOM; re8ponsible fOr the keepiJclg ofsuch timesheet arid by the depart1'lw1"lt head, and shall be

5 delivered to tlie General }.1anager a/the Civil Service COrl'lmission or his or her dbtly ablthori0ed deputy

6 .fer examination and £lf3pro'.'al. The Generall'./enager e/the Civil Ser.'ice Cornrr:zission is hereby

7 ablthori0ed to appoint a depblty or depblties for the purpose o.freceiving and apprOVilqg departl1wNtal

8 timesheets for the Cbil Service CommissioN. Said depblties must befitll time employees e.fthe City 6llqd

9 COWqty bbltneed not be emplByees o/the Ci'/il Service COrl'lrl'liSSiOlq. Each person so depblti0ed shall be

10 bonded bmder the proJ/isions a/applicable law.

11

12 Section 5. Chapter 10 of the San Francisco Administrative Code is hereby amended by

13 repealing Section 18.6.

14 SEC.]8.6. PREPARATIfl~'lCAl?PAYROLLSA1VDJ¥ARRA1VTSJJYAfECHA~'l!C4LOR

-15 ELECTROl·lI£ EQlIIP~~{EiVT.

16 Payrolls aNdpay J,i'arrants or evidelqCe tliereafshall be prepared by tlw Controller 019: sbtitable

17 l'Jwchanic81 or electrOlqic eqbtipment.

18

19 Section 6. Chapter 10 of the San Francisco Administrative Code is hereby amended by

20 repealing Section 18.7.

21 SEC. ]8.7. DELIVERY OF PAY WARRAATTS.

22 The payroll and pay warrants fOr each department a1"ld r>jjice shall be delivered tB 8blchper80n

23 88 the departl'JWlqt head shall, by vi'ritingfiled v;ith the CBntroller, 8blthori0e to receive the 881'JW, cmd

24 Up019: delivery thereof; sbLCh per80n shall receipt tB the C019:troller for 8aidpayroll aNd pay wtlrra19:ts.

25 The head e:fthe department shall thereuj3019: C8blse such pay W611Talqts to be delbel-ed to the respective
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1 fJElyees 19£1med t,lwreon at or as near as possible to the places ofemploY19wnt ofsHch employees, and the

2 8ignatblre &fthe pElyee tlwreon shall constitblte an indh'imtal receipt to tile Controller. There 8hall be

3 retHrned by the head efthe departWtent to the Controller any pElY Vr'arrants 'Iv/lich, for any rea8on,

4 catuwt be deli-verea, with notation as to the re£lSonfOr StiCh non delh'er)'.

5

6 Section 7. Chapter 10 of the San Francisco Administrative Code is hereby amended by

7 amending Section 18.7.1, to read as follows:

8 SEC. 18.7.1. DESIGNATION OF PERSON TO RECEIVE WARRAl:\lTE OR CHECKS ON

9 DEATH OF EMPLOYEE.

10 Pursuant to Government Code Section 53245, a person now or hereafter employed by

11 the City and County of San Francisco may file with his or her appointing officer a designation

12 of a person who, notwithstanding any other provision of law, shall, on the death of the

13 employee, be entitled to receive all v;arra1'lts or checks that would have been payable to the

14 decedent had he or she survived. The employee may change the designation from time to

15 time. A person so designated shall claim such H'arrants or checks from the Controller. On

16 sufficient proof of identity, the Controller shall deliver the warrants or checks to the claimant.

17 Effective July 1, 1996, if an employee has not filed a designation of a person to receive his or

18 her ','..arrants or checks upon his or her demise, any checks or warra1'lts due to that employee

19 may be made payable to the estate of said employee and delivered by the Controller to the

20 beneficiary named pursuant to section 16.79 of the Administrative Code.

21

22 Section 8. Chapter 10 of the San Francisco Administrative Code is hereby amended by

23 repealing Section 18.8.

24 SEC. 18.8. DELIVERY OFPAY WARRA;VT TO BAl·lK OR CREDIT U1-""TJOl~l.

25
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1 The Controller H'l£ly, blj30l,/; tlze "'.'riflef'l ablthori0ation ofaf'l eHClployee, deliver said employee '8 pGlY

2 iJ'arrarit or ep'idef'lce thereof; to a bank or credit bmion desigHated by said employee, and bfJ30n delivery

3 thereof; said bal'/;k or credit unioN shall receipt to the Controller for saidpGlY ",,,arrant or evideHce

4 therecrf

5

6 Section 9. Chapter 10 of the San Francisco Administrative Code is hereby amended by

7 amending Section 18.9, to read as follows:

8 SEC. 18.9. BI-WEEKLY PAY PERIODS.

9 Pursuant to the provisions of Section 6.303 of the Charter, all salaries and wages

10 earned by employees of the City and County and noncertificated el'1'lployees €Tithe Sal,/; Fraf'lci8co

11 UM?fied &hool District shall be payable bi-weekly in accordance with regulations established by

12 the Controller. Prior to the effictive date ofthis ordif'laf'lce and sblbject to the approval ofthe General

13 l/iaNager &ithe Civil Service COHC[HC[ission, the Controller shall prepare af'lddistribblte a schedctle ofbi

14 weekly pGlY rates fer all positioNs in the classified service o:fthe City and CObtHty and the S£m Franci8co

15 [IMified &hool District.

16

17 Section 10. Chapter 10 of the San Francisco Administrative Code is hereby amended

18 by renumbering Section 18.10 as Section 2A.32, to read as follows:

19 SEC. 2A.32 l&-lO. PERSONS DESIGNATED TO CERTIFY AS TO OATH OF ALLEGIANCE.

20 The chief executive officer of each department of the City and County is hereby

21 designated as the officer in such department who shall ascertain and certify that all officers

22 and employees within such department have taken the oath of affirmation or allegiance

23 required by State law. The General Manager of the Civil Service Commission shall ascertain

24 and certify that each officer so designated has taken such oath or affirmation of allegiance.

25
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1 Section 11. Chapter 10 of the San Francisco Administrative Code is hereby amended

2 by repealing Section 18.11.

3 SEC. 18.11. PORTCOA{A{ISS!OlVEl~{PLOYEESPAI:

4 Exeept ·where the Charter pro-vides otherwise, the San Fra/'wiseo Port COHu'1'Zission is hereby

5 £lblthorired to do £lll £lets neeess£lr)'for the p€l),mento:fwages to its el'1'1plo)'ees, whieh £lets sh£lll inehuie

6 those retjbtiredto be perfOrmed by the COl'Ztroller.

7 An)' en1,plo)'ee (fIthe S£ln Fr£lneiseo Port Conu9'Zission who is £luthorired to sign on the SGlJ'Z

8 Fr£lneiseo Port Co/n/uission Re';,olvingFbmd, /roIn whieh the employees sh£lll be p£lid their wages, Sh£lll

9 be bOlCJded in £In £ll'1'ZObmt not less th£ln $100,000 £leeordilCJg to the prO';,isions ofCh€lpter 16, Artiele I): (ff

10 the &n Fr£l/'l8iseo Administr£ltive Code.

11

12 Section 12. Chapter 10 of the San Francisco Administrative Code is hereby amended

13 by amending Section 18.13 and renumbering it as Section 18.13-1, to read as follows:

14 SEC. 18.13-1 J.&.J.J.. MAXIMUM PERMISSIBLE OVERTIME.

15 (a) No appointing officer shall suffer or permit any employee to work overtime hours

16 that exceed, in any fiscal year, 16 percent of the number of hours that the employee is

17 regularly scheduled to work on a straight-time basis in that fiscal year. For the purpose of

18 calculating the maximum number of overtime hours an employee is permitted to work under

19 this Section, hours attributed to vacation shall be deemed included in the hours the employee

20 is regularly scheduled to work on a straight-time basis in a fiscal year.

21 (b) An appointing officer may, by written authorization, require an employee to work

22 overtime hours in excess of the limitation set forth in Subsection (a). The appointing officer

23 shall submit a biannual report to the Board of Supervisors on January 5th and May 1st of each

24 year justifying any excess overtime granted pursuant to this subsection. These reports l'1'Z6I)' be

25 eombi/qed ,dth £ltl)' reports retjbtiredw'Zder Subseetion (d).
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1 (c) The provisions of Subsection (a) shall not apply to overtime worked by any

2 employee where the City and County of San Francisco incurs no direct or indirect additional

3 costs and where the employee acquires no right to compensatory time off. For the purposes

4 of this Section, "direct or indirect additional costs" includes any additional salary, wages,

5 compensatory time or any other benefit provided at that time or deferred until a later date.

6 (d) The provisions of Subsection (a) shall not apply to work performed by members

7 of the uniformed ranks of the Police and Fire Departments, transit operators and transit

8 operator supervisors of the San Francisco Municipal Railway, nurses and other emergency

9 workers employed by the Department of Public Health, or any other employee when the work

10 is required pursuant to a standing directive of the appointing officer to complete a task after

11 the end of the employee's regularly scheduled shift or to fill emergency staff shortages.

12 The fJrfrt'isiaHs ofSblbsectieT'ls (8) al'ld(f) shall Glpply ta any d8partl'1Wl'lt that had actbwl

13 avertil'lW expel'lditetres (}f$25)000 ar greater iH tlze iml'l'lediately fJrecedil'lgfiscal year. The GlppaintiJ'lg

14 officer (}fw/ery such department shall sblbmita bianHual repart an Janblary jtll aHd}J·ay 1st ofeach

15 year ta the BbldgetAl'lalyst) H,itll cepies ta the Baard ofSupervisars. The repart shall inclblde:

16 (1) Budgeted salaries for the immediately fJrecedil'lgfiscal year) budgeted a~lertime for the

17 immediately fJrecedingfiscal year) al'ldbbldgeted avertil'lW as a fJerCel'lta:ge (}fbudgeted salaries .for tlze

19 (2) Actelalsalary expenditetres for the iml'l'lediately fJrecediHgfiscal year) actblalavertil'lw

20 expel'lditetres for the iml'lwdiately fJrecedingfiscal year) aHdactblalavertil'l'le expel'lditblres as a

21 perceHtage ofactblal salary expenditblresfor the immediately fJrecediJ'lgfiscal year)'

22 (3) Actetal year ta date salary expenditblresJ-for tize cblrrentfiscal year) actblalyear ta date

23 a~"'ertime expenditewesJ-for the Cblrrel'ltfiscal year) aHdactblalyear ta date avertime expeHditewe8 a8 6t

24 percentage ofactelal year ta date salary eXpel'lditblres for #18 cblrrentfi8cal yeaf,'

25
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1 (4) Projected salary expe1'uiitures fer the curreNtjiscal year, projected evertinw

2 expeNditures for the cbwrentjiscal year. aNdprajected evertime expeNditbwes as a percentage of

3 projected salary expeNditbwes fer the currentjiscal year,' and

4 &lCh ether iJtrfornqatie}q flS the Bbldget A}qalyst may reqbdre.

5 The repert shall alse analyze whether hiriNg additimqalpart tinw erfiLlI time employees v;ebdd

6 be nqere cest effictive than CbwreNt evertime expeNditbwes.

7 (f) The Budget ANalyst shall repert back te the Beard afSblfJervisers a}qdte the Finance

8 Cenqmittee (or sblCh etiwr cemmittee ofthe Beard as is respensible for budgetary nqatters) by Febntflry

9 5th and JUNe 1st, respectively, ·with its assessnwNt ofthe dcpartnwntal reperts aNd the statbtS o.fCity

10 evertinw expenditures as a whele. The Budget A}qalyst's repert shall alse discuss as aJ3jJropriate the

11 accbwacy smd cmnpletefwss o:fthe infornqatien previded by the varieus departJuents.

12 (g) The iNtent a:fthe Beard ofSblfJervisers, in adopting this Seetien. is te establif:hlq

13 adnqiJqistra#ve precedbwes fEr the guidance a:fits aJ3jJeiJqtiNg officers. It is net assunqiNg, ner is it

14 inqpesi1"lg en the City a1"ld Cewtity &fSan Fra1"lcisce er mq its officers er enqpleyees, aN ebligatien fer

15 breach o.fwhich it is liable ifq nqeney damages te any persmq Vrhe clainqs that such breach cabtsed

16 injury.

17

18 Section 13. Chapter 10 of the San Francisco Administrative Code is hereby amended

19 by adding Section 18.13-5, to read as follows:

20 SEC. 18.13-5. OVERTIME REPORTING.

21 (a) The Controller, with the assistance ofdepartment heads, shall submit a biannual report

22 by February 1st and May 1st ofeach year to the Budget Analyst, with copies to the Board of

23 Supervisors. The report shall include:

24

25
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1 (1) Budgeted salaries for the immediately preceding fiscal year, budgeted overtime for the

2 immediately preceding fiscal year, and budgeted overtime as a percentage ofbudgeted salaries for the

3 immediately preceding fiscal year;

4 (2) Actual salary expenditures for the immediately preceding fiscal year, actual overtime

5 expenditures for the immediately preceding fiscal year, and actual overtime expenditures as a

6 percentage ofactual salary expenditures for the immediately preceding fiscal year;

7 (3) Actual year-to-date salary. expenditures for the current fiscal year, actual year-to-date

8 overtime expenditures for the current fiscal year, and actual year-to-date overtime expenditures as a

9 percentage ofactual year-to-date salary expenditures for the current fiscal year;

10 (4) Projected salary expenditures for the currentfiscal year, projected overtime

11 expenditures for the current fiscal year. and projected overtime expenditures as a percentage of

12 projected salary expenditures for the currentfiscal year; and

13

14

(5)

(b)

Such other information as the Budget Analyst may require.

The Budget Analyst shall report back to the Board ofSupervisors and to the Finance

15 Committee (or such other committee ofthe Board as is responsible for budgetary matters) by March 1st

16 and June 1st, respectively, with its assessment ofsaid report and the status ofCity overtime

17 expenditures as a whole. The Budget Analyst's report shall also discuss as appropriate the accuracy

18 and completeness ofthe information provided by the Controller.

19 (g) The intent ofthe Board ofSupervisors, in adopting this Section, is to establish

20 administrative procedures for the guidance ofits appointing officers. It is not assuming, nor is it

21 imposing on the City and County ofSan Francisco or on its officers or employees, an obligation for

22 breach ofwhich it is liable in money damages to any person who claims that such breach caused

23 injury.

24

25
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1 Section 14. Chapter 10 of the San Francisco Administrative Code is hereby amended

2 by amending Section 18.14, to read as follows:

3 SEC. 18.14. EMPLOYEE INFORMATION REPORTS.

4 (a) Each department or office, through the head thereof or an employee designated

5 by him or her, shall initially report all employees currently employed by that department or

6 office, and thereafter shall report all employees who are newly hired or rehired or returning to

7 work from a layoff, furlough, separation, leave of absence without pay, or termination to the

8 Controller at such times and in such manner as the Controller, by regulation, may require.

9 (b) It shall be the duty of the Controller to report all ojthe following information

10 required by to the State Employment Development Department. +

11 Those persons el1'lployedby the City al'ld County ojMm Francisco as ojJ£lnbl£lry 1, 199//,

12 to whorn the Controller aNticipates shall be paid earnings by the City and CObmty 8j-£SGlN FraNcisco.

13 Thi8 report shall be sblbrJ'litted Not later than JGl1nl£lry 31, 1994, and shall cONtaiN the ilifOrrNation

14 8pec~fied iN Paragraph (G!) for each erJ'rployee;

15 (2) The hiring &jar:zy person by the City and CObmty ajSen Fral'lcisco to v./ho1'l'l the

16 Controller anticipates shall be paid eaP1'lings by the City and CObmty ajSan Francisco;

17 (3) The rehiring or return to work ojar:zyperson v"ho has been laid off furloughed,

18 separated, granted a leave v.'ithoutpay, or terrninatedjrom employT1wnt, and to ij'hom the Controller

19 anticipate8 shall be paid wages by the City and County ojSan Fral'lcisco. The Controller shall not

20 report any &jthe folloivingpersons: (1) aJ4lyperson who is paid wages ojless t4an $300 each month,

21 (2) aJ4lY person v.'ho is bmder 18 years ojage.

22 (c) The COl'ltroller shall sub1'l'lit a report v/ithin 30 del's ojhiring, rehiring, or retun'l to ."vork

23 o.far:zyperson ON whom the Controller is required to reportpursbl£lnt to this Sectio1'l.

24

25

(G!) Reports shall contain all ojthe follov.'ing:

Thefirst initial aNd last name and social8ecbtrity l'lbi'mber a/the employee(s);
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1 (2) The J9£119CZC, address, and state employer ideJCltification JClblmber &lthe employer.

2 The report In£ly be sblbHczitted byfiUng a c013Y olthe e19'lployee's T¥ 4form, al'ly hirilczg dOCblHCZCJClt,

3 or a fenn provided by the EmployHCZG1czt Devel0j3HCZC1'lt DepartnczcJClt, by Hczail or teleftvcilczg or by al'ly other

4 JCJczcaJClS that is ablthorired by the EmployHczc1'lt Dw-:elop19CZCJClt Depart19CZCJClt aHdthat win result iH tiHczcly

5 reporti1'lg.

6 (e) Fer pblY-poses olthis SectioJCl, "v.'ages JJ nczeaJCZS the saHCZC as defi1'led iJCl SectioJCl 926 afthe

7 [Inemployme1'lt I1'lSlHaJClCe Code.

By:
14

15

16

17

18

19

20

21

22

23

24

25

8

9

10 APPROVED AS TO FORM:

11 LOUISE H. RENNE, City Attorney

12

13
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