STATE OF CALIFORNIA « HEALTH AND WELFARE AGENCY RONALD REAGAN, Governor

DEPARTMENT OF BENEFIT PAYMENTS @
June 25, 1974

ALL-COUNTY LETTER NO. 7h=111

' TO: ALL COUNTY WELFARE DEPARTMENTS

SUBJECT: PERSCHNEL ARD MANPOWER REPORTING

REFERENCE:

Thig is a reminder that the annusl report on the status of public welfare
employees as of June 30 will be due by August 15, 197k, As in the pmst, both
merit and civil service counties must complete the point-in-time report each
VEear.

The information to be reported is needed for data requirements of the National
Center for Soclal Statistlcs of the Department of Health, Education, and
Welfare (NCSS-DHEW). In addition to meeting NCSS data reguirements, the

. 8. Civil Service Commiasifon accepts the WP 19.5 report in lieu of its

Equal Employment Opportunity Survey, normsily required at the end of each
calendar year.

¥We are retaining Column (4}, Adulte, in Part A, for the reporting of staff
allocated to the following functions: special need for restaurant meals,
emergency loans, persons with homes of market value over $25,000 (SSP only),
speclal need for properity tax, responsible relative activity, and adult
fraud cases pending December 31, 1973.

Your attention is directed to the last portion of 26-712.04, LIST OF JOB
TITLES BY TYPE OF FUNCTION. This list, which is a requirement of the U. S.
Civil Service Commission, is to show the gpecific job titles included in
each of the major functional classifications.
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Attached are three copies of the report forms and instructions for preparing
the report for June 30, 1974 (actually, as of June 28, the last working day).
Any questions regarding the report should be directed to the Information Desk,
Program Information Bureau, at {916} 322-2230 or (ATSS) k92-2230,

Sincerely,

DENNIS O, FLATT -
Deputy Director

Welfare Program Operations
cc: CWIDA

Attachments




26-712 SUMMARY REPORT 26-712

26712 ANNUAL REPORT ON PUBLIC WELFARE EMPLOYEES A4S OF JUNE 30, 26712
FORM WP 19.5 REV. (6/74)

26-712.01 CONTENT _ 26-712.01

This report provides for collection of personnel date from 2l) county welfare
departments on the number of staff employed zs of June 30 by type of function.
Data on employees by functional classificetions are collected im four parts
ef the revised WP 10.5 report. They are as follows:

o
¥

Part Staff by Program =nd Vacant Positions
Part B - Ethnic Group of Employses

Part € - Age of Bmployees

Part D « Sex and Education of Employess

b

¥
¢

2ELTL2.02 PﬁRP@SE 26=71 2,02

The Stete Depariment of Benefit Peyments uses this information to complete reporting
equired by ithe Federsl Department of Health, Hducation, and Welfare and the

Federal Bursau of Intergovernmental Personnel Programs of the U.8. Civil Service
commLEEion. Statewide data are compiled and {ransmitied as California's annusl
report to the Netiownzl Center for Socisl Staiistics.

Po=712.0% DUE DATE 26m712,03

Annual reports are to be received in Sacramento on or bhefore August 15 of each

yeala

J6=712,06  IRSTRUCTIOES FOR TYPE OF FUNCTION 26=712,04

Zmployee clasgiflication by functicn ils identical far each Part A. through D.
the following definitions and exemples of job titles to determine an
employes's type of function.

1. Administrative and Management Staff - These zare staff whose routine asssign-
ments do net normally place them in daily, face-to-face contact with recipients
or clients. Their weork is administrative in nature snd covers, generally,
all the program areas serviced by the agency, or they are supervisors of
superviscrs whose supervisees are in contact directly with recipiente or
clients.

There is, however. an sxcepiion io the preceding, and this encompasses
the Yuality Control staff whe are in direct contact with clients, Howe
aver, because of the administrative neture of their duties, they should
wore appropriately be classified within this type.




a. Administrators and managers - Agency staff whose titles include,
but are not limited to, the following: agency directors and
commissioners, county directors (unless they are first line super-
visors of eligibility, social service, or joint function workers),
accountants, statisticians, supervisors of supervisors, field represen-
tatives, area representatives, bureau and division chiefs, supervisory
clerical and data preocessing staff, quality control reviewers and their
supervisors, etc.

b. Clerical support « This is a general term applicable to each of
the first five functional type c¢lassifications within this systen.
Bach time this item appears the employees to be entered should be
those clerical staff assigned in the direct support of the profes~
sional staff under the general heading.

The exception to this rule is in the case of a ¢entral clerical

pool in large offices where all unites within that office draw upon
the pool for clerical support. In this case, the entire pool should
be classified under “Administrative and Management.¥

Clerical support generally includes: stenographers, secretaries,
dictograph operaters, typists, calculating machine operators, tele-
phone operators, etc.

c. Other - This staff comprises employees of the personal service,
housekeeping, and custodial classifications and include, but are
not limited to, the following: chauffeurs, messengers, custodians,
janitors, maintenance men, laundry workers, kitchen help, stock-
room helpers, etc.

Social Service Staff - These are staff whose duties are separate from the

eligibility determination function and whose professional and subprofessional
staff are charged with the provision or delivery of social services directly
to the clients.

a. Supervisors - The supervisors (first line supervisors only) classi-
fiable within this heading are those whose supervisees! duties are
separate from the eligibility determination function and who provide
or deliver social services directly to the clients, either singly or
in groups. OSuch supervisory staff's classifications include, but
are not limited to, the following: social casework supervisors, home-
maker supervisors, foster home placement supervisors, day care super-
visors, etc.

b. Social service workers -~ Agency staff whose assigned duties include
the provision or delivery of social services to persons eligible
for receipt of same under the State's approved plan and whose duties
are functionally separate from the eligibility determination function.
Such staff's classifications include, but are not limited to, the
following: adoption workers, child welfare workers, placement workers,
homemakers, family planning counselors, social service caseworkers,
subprofessional service workers, etc.

c. Clerical support ~ See "Clerical support" above,




26=-712 SUMMARY REPQRT 26-712

26=712 ANNUAL REPORT ON PUBLIC WELFARE EMPLOYEES AS OF JUNE 30, 26=712
FORM WP 19.5 REV. (6/74)

26w.712,01 CONTENT 7 26-712.01

This report provides for collection of personnel data from all county welfare
departments on the number of staff employed as of June 30 by type of function.
Data on employees by functional classifications are collected in four parts
of the revised WP 19.5 report. They are as follows:

Part A -~ Staff by Program and Vacant Positions
Part B - Ethnic Group of Employees

Part C - Age of Employees

Part D - Sex and Education of Employees

26-712.02 PURPOSE 26=-712,02

The State Department of Benefit Payments uses this information to complete reporting
required by the Federal Depariment of Health, Education, and Welfare and the

Federal Bureau of Intergovernmental Persennel Programs of the U.5. Civil Service
Commission. Statewide data are compiled and transmitted as California's annual
report to the National Center for Social Statistics.

26-712.05 DUE DATE 26=712.03%

Annual reports are to be received in Sacramento on or before August 15 of each
year,

26-712,04 INSTRUCTIONS FOR TYPE OF FUNCTION 26-712.04

Employee classification by function is identical for each Part A. through D.
Use the following definitions and examples of job titles to determine an
employee's type of function.

1. Administrative and Management Staff - These are staff whose routine assign-
ments do not normally place them in daily, face-to-face contact with recipients
or clients. Their work is administrative in nature and covers, generally,
all the program areas serviced by the agency, or they are supervisors of
supervisors whose supervisees are in contact directly with recipients or
clients.

There is, however, an exception to the preceding, and this encompasses

the Quality Control staff who are in direct contact with clients. How=
ever, because of the administrative nature of their duties, they should
more appropriately be classified within this type.




e

Administrators and managers - Agency staff whose titles include,

but are not limited to, the following: agency directors and
commissioners, county directors (unless they are first line super-
visors of eligibility, social service, or joint function workers),
accountants, statisticians, supervisors of supervisors, field represen-
tatives, area representatives, bureau and division chiefs, supervisory
clerical and data processing staff, quality contreol reviewers and their
supervisors, etc.

Clerical support - This is a general term applicable to each of
the first five functional type classifications within this system.
Fach time this item appears the employees to be entered should be
those clerical staff assigned in the direct support of the profes-
sional staff under the general heading.

The exception to this rule is in the case of a central clerical

pool in large offices where all units within that office draw upon
the pool for clerical support. In this case, the entire pocl should
be classified under "Administrative and Management."

Clerical support generally includes: stenographers, secretaries,
dictograph operators, typists, calculating machine operators, tele-
‘phone operators, etc.

Other -~ This staff comprises employees of the personal service,
housekeeping, and custodial classifications and include, but are
not limited to, the following: chauffeurs, messengers, custodians,
janitors, maintenance men, laundry workers, kitchen help, stock-
room helpers, etc. '

Sccial Service Staff - These are staff whose duties are separate from the

eligibility determination function and whose professional and subprofessional
staff are charged with the provieion or delivery of social services directly
to the clients.

e

Coa

Supervisors - The supervisors (first line supervisors only) classiw
fiable within this heading are those whose supervisees® duties are
separate from the eligibility determination function and who provide
or deliver social services directly to the clients, either singly or
in groups. ©Such supervisory staff's classifications include, but

are not limited to, the following: social casework supervisors, home-
maker supervisors, foster home placement supervisors, day care super-
visors, etc.

Social service workers - Agency staff whose assigned duties include
the provision or delivery of social services to persons eligible

for receipt of same under the State's approved plan and whose duties
are functionally separate from the eligibility determination function.
Such staff's clasgifications include, but are not limited to, the
following: adoption workers, child welfare workers, placement workers,
homemakers, family planning counselors, social service caseworkers,
subprofessional service workers, etc.

Clerical support - See "Clerical support" above.




26=71.2 SUMMARY REPORT 26=712

26-712 ANNUAL REPORT ON PUBLIC WELFARE EMPLOYEES AS OF JUNE 30, 26=-712
FORM WP 19.5 REV. (6/74)

26-712,01 CONTENT _ 26=712.01

This report provides for collection of personnel data from all county welfare
departments on the number of staff employed as of June 30 by type of function.
Data on employees by functional classifications are collected in four parts
of the revised WP 19.5 report. They are as follows:

Part A - 5taff by Program and Vacant Positions
Part B - Ethnic Group of Employees

Part C - Age of Employees

Part D -~ Sex and Education of Employees

26-712.,02 PURPOSE 26=712,02

The State Department of Benefit Payments uses this information to complete reporting
required by the Federal Department of Health, Education, and Welfare and the

Federal Bureau of Intergovernmental Personne)l Programs of the U.5. Civil Service
Commission. Statewide data are compiled and transmitted as Californiat's annual
report to the National Center for Social Statistics.

26-712.0%3 DUE DATE 26=712.03

Annual reports are to be received in Sacramento on or before August 15 of each
year.

26-712.04 INSTRUCTIONS FOR TYPE OF FUNCTION 26-712.0k

Employee classification by function is identical for each Part A. through D.
Use the following definitions and examples of job titles to determine an
employee's type of function.

l. Administrative and Management Staff - These are staff whose routine assign-
ments do not normally place them in daily, face-to-face contact with recipients
or clients. Their work is administrative in nature and covers, generally,
all the program areas serviced by the agency, or they are supervisors of
supervisors whose supervisees are in contact directly with recipients or
clients.

There is, however, an exception to the preceding, and this encompasses
the Quality Control staff who are in direct contact with clients. How-
ever, because of the administrative nature of their duties, they should
more appropriately be classified within this type.




Sa

Administrators and managers - Agency staff whose titles include,

but are not limited to, the following: agency directors and
commissioners, county directors (unless they are first line super-
visors of eligibility, social service, or joint function workers),
accountants, statisticians, supervisors of supervisors, field represen-
tatives, area representatives, bureau and division chiefs, supervisory
clerical and data processing staff, quality control reviewers and their
supervisors, etc.

Clerical support - This is a general term applicable %o each of
the first five functional type classifications within this system.
Each time this item appears the employees to be entered should be
those clerical staff assigned in the direct support of the profes—
sional staff under the general heading.

The exception to this rule is in the case of a central clerical

pool in large offices where all units within that office draw upon
the pool for clerical suppert. In this case, the entire pool should
be classified under "Administrative end Management."

Clerical support generelly includes: stenographers, secretaries,
dictograph operators, typists, calculating machine operators, tele-
phone operators, etc.

Other - This staff comprises employees of the personal service,
housekeeping, and custodial classifications and include, but are
not limited to, the following: chauffeurs, messengers, custodians,
Janitors, maintenance men, laundry workers, kitchen help, stock-
room helpers, etc.

Social Service Staff - These are staff whose duties are separate from the

eligibility determination function and whose professional and subprofeseional
staff are charged with the provision or delivery of social services directly
to the clients.

Qe

b.

Supervisors - The supervisers (first line supervisors only) classi-
fiable within this heading are those whose supervisees' duties are
separate from the eligibility determinaticn function and who provide
or deliver social services directly to the clients, either singly or
in groups. Such supervisory staff's classifications include, but

are not limited to, the following: social casework supervisors, home-
maker supervisors, fosler home placement supervisors, day care super-
visors, etc.

Social service workers - Agency staff whose assigned duties include
the provision or delivery of social services to persons eligible

for receipt of same under the State's approved plan and whose duties
are functionally separate from the eligibility determination function.
Such staff's classifications include, but are not limited to, the
following: adoption workers, child welfare workers, placement workers,
homemakers, family planning counselors, social service caseworkers,
subprofessional service workers, etc.

Clerical support - See "Clerical support” above,




e
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Income Maintenance Staff - These are staff who are separated from the social

service function, and whose professional and subprofessional staff are
charged solely with all activities related to income maintenance or medical
agsistance.

a. Supervisors - The supervisors (first line supervisors only) classifi-
able within this heading are those whose supervisees' duties are
separate from the scocial service function and who are charged with
the eligibility determination function only. Such supervisory staff's
classifications include, but are not limited to, the following:
eligibility supervisors, supervisors of eligibility workers and/or
technicians, supervisors of eligibility investigators, etc.

b. Eligibility workers - Agency staff whose assigned duties include
all activities related to the delivery of financial and medical
assistance. Such staff's classifications include, but are not limited
to, the fellowing: eligibility technician, income maintenance worker,
eligibility investigator, special investigator, and subprofessionals
performing these tasks.

¢c. Clerical support - See "Clerical support’ above.

Joint Function Staff - These are staff whose social service and income

maintenance (eligibility) functions have not been separated, and whose
professional and subprofessional staff are responeible for both these
functions,.

a. Supervisors - The supervisors (first line only) classifiable within
this heading are those whose supervisees are responsible for both
the social service and income maintenance (eligibility) functions.

b. Joint function workers ~ Agency staff whose assigned duties include
both the eligibility determination and the social service functioms,
i.e. eligibility and service have not been functionally separated.
Such staff's classifications include, but are not limited to, the
following: caseworker, social worker, case visitor, public welfare
worker, etc. including subprofessionals performing these tasks.

c. Clerical support - See "Clerical support" above.

Specialist and Consultant Staff - Agency staff whose assigned responsi-

bilities include the provieion of expert and/or technical assistance to
social service and eligibility workers and/or administrators and managers
in relationships that do not include a supervisory connotation.

a. Specialists and Consultants - The consultative function will include,
but is not limited to: provision of service, special case handling,
program planning, community planning, program development, program
administration, etc. The staff is largely professional and may
include day care consultants, psychologists, psychiatrists, pharmacists,
nurses, nutritionists, social workers, educators, physicians, admini-
strative management specialists, legislative liaison specialists, etc.

b. Clerical support - See "Clerical support' above.




6. Volunteer Staff - Persons not on agency payrolls except for jobwrelated
expenses such as travel allowances, etc., who may be either professional
or subprofessional and whose functional assignments may include both
the eligibility and service areas. Persons ¢f this type may be regularly
scheduled as to days and hours, or they may be casual.

LIST OF JOB TITLES BY TYPE OF FUNCTION
Attach to Part A - Staff by Program and Vacant Positions, a list of the
various Jjob titles of employees reported in each functional type of
employment described in Lines la through 6a. For example:

Line ... la. Administrators and managers

Director
Assistant Director
Division Chief
etc.

26-712.05 INSTRUCTIONS FOR PART A - STAFF BY PROGRAM AND VACANT POSITIONS  26-712.05

Total employees - Enter in Column (1) for each of the functional types of
employment described in Lines la through 6a, the number of persons employed
by the agency, as of the end of the fiscal year, either in a full or part«
time capacity, and who are not on terminal leave, leave of absence, or full-
time educational leave.

For Columns (2) through (8) distribute the number of employees entered in
Column (1) by the most recent allocation rate or percentage distribution
of staff effort available. Entries in Columns (2) through (8) must be in
whole numbers and adjusted to add to the Column (1) entries.

For Columns (2) and (3) Social Services are defined as those ameliorative and
other services rendered to eligible persons with the objective of changing
attitudes or environment so that the individual to whom or for whom these
services are rendered will come to lead more meaningful and purposeful lives.

For Columns (4) through (8) Eligibility Determination is defined as actions
necessary to ascertain and process certifications of applicant's initial
and continuing eligibility for: income maintenance for Adult, AFDC, or
General Assistance; medical assistance; or fcod stamps.

Vacant positions - Enter in Column (9) for each of the functional types of
employment described in Lines la through 6a the number of unfilled established
positions approved for recruitment by the regulatory agency or agencies,

and for which there are funds available for payment of salaries and expenses
as of the end of the fiscal year.

26~-712.06 INSTRUCTIONS FOR PART B - ETHNIC GROUP OF EMPLOYEES 26-712.06

Total employees - Enter in Column (1) for each of the functional types of
employment described in Lines la through 6a the appropriate entry from
Column (1) of Part A.




5.

Income Maintenance Staff - These anre staff who are separated from the social

service function, and whose professional and subprofessional staff are
charged solely with all activities related to income maintenance or medical
assistance.

a. Supervisors - The supervisors (first line supervisors only) classifi-
able within this heading are those whose supervisees' duties are
separate from the social service function and who are charged with
the eligibility determination function only. Such superviscry stafi's
classifications include, but are not limited tc, the following:
eligibility supervisors, supervisors of eligibility workers and/or
technicians, supervisors of eligibility investigators, etc.

b, Eligibility workers - Agency staff whose assigned duties include
all activities related to the delivery of financial and medical
assistance. Such staff's classifications include, but are not limited
to, the following: eligibility technician, income maintenance worker,
eligibility investigator, special investigator, and subprofessionals
performing these tasks.

ce. Clerical support - See "Clerical support' above.

Joint Function Staff - These are staff whose social service and income

maintenance (eligibility) functions have not been separated, and whose
professional and subprofessional staff are responsible for both these
functions.

a. BSupervisors - The supervisors (first line only) classifiable within
this heading are those whose supervisees are respensible for both
the social service and income maintenance {eligibility) functions.

b. Joint function workers ~ Agency staff whose assigned duties include
both the eligibility determination and the social service functions,
i.e. eligibility and service hawve not been functionally separated.
Such staff's classifications include, but are not limited to, the
following: caseworker, social worker, case visitor, public welfare
worker, etc. including subprcfessionals performing these tasks.

cs, Clerical support « See "Clerical support" above.

Specialist and Consultant Staff - Agency staff whose assigned responsi~

bilities include the provision of expert and/or technical assistance to
social service and eligibility workers and/or administrators and managers
in relationships that do not include a supervisory connotation.

a. Specialists and Consultants - The consultative function will include,
but is not limited to: provision of gervice, special case handling,
program planning, community planning, program development, program
administration, etc. The staff is largely professional and may
include day care consultants, psychologists, psychiatrists, pharmacists,
nurses, nutritionists, socisl workers, educators, physicians, admini-
strative management specialists, legislative liaison specialists, etec,

b. Clerical support - See "Clerical support above.




6. Volunteer Staff - Persons not on agency payrolls except for job-related
expenses such as travel allowances, etc., who may be either professional
or subprofessional and whose functional assignments may include both
the eligibility and service areas. Persons of this type may be regularly
scheduled as to days and hours, or they may he casual.

LIST OF JOB TITLES BY TYPE OF FUNCTION
Attach to Part A - Staff by Program and Vacant Positions, a list of the
various Jjob titles of employees reported in each functional type of
employment described in Lines la through 6a. For example:

Line ... la. Administrators and managers

Director

Assistant Director
Division Chief
etc.,

26-712.05 INSTRUCTIONS FOR PART 4 - STAFF BY PROGRAM AND VACANT POSITIONS  26-712.05

Total employees - Enter in Column (1) for each of the functional types of
employment described in lLines la through 6a, the number of persons employed
by the agency, as of the end of the fiscal ysar, either in a full or part-
time capacity, and who are not on terminal leave, leave of absence, or full-
time educational leave.

For Columns (2) through (8) distribute the number of employees entered in
Column (1) by the most recent allocation rate or percentage distributien
of staff effort available. Entries in Columns (2) through (8) must be in
whole numbers and adjusted to add to the Column (1) entries.

For Columns (2) and (3) Social Services are defined as those ameliorative and
other services rendered to eligible persons with the objective of changing
attitudes or environment so that the individual to whom or for whom these
services are rendered will come to lead more meaningful and purposeful lives.

For Columns (4#) through (8) Eligibility Determination is defined as actions
necessary to ascertain and process certifications of applicant's initial
and continuing eligibility for: income maintenance for Adult, AFDC, or
General Assistance; medical assistance; or food stamps.

Vacant positions - Enter in Column (9) for each of the functional types of
employment described in Lines la through 6a the number of unfilled established
positions approved for recruitment by the regulatory agency or agencies,

and for which there are funds available for payment of salaries and expenses
as of the end of the fiseal year.

26~712.06 INSTRUCTIONS FOR PART B - ETHNIC GROUP OF EMPLOYEES 26-712.06

Total employees - Enter in Column (1) for each of the functional types of
employment described in Lines la through 6a the appropriate entry from
Column (1) of Part A.




Income Maintenance Staff -~ These are staff who are separated from the social
service function, and whose professional and subprofessional staff are
charged solely with all activities related to income maintenance or medical
assistance.

a. Supervisors - The supervisors (first line supervisors only) classifi-
able within this heading are those whose supervisees' duties are
separate from the social service function and who are charged with
the eligibility determination function only. Such supervisory staff's
clasgifications include, but are not limited to, the following:
eligibility supervisors, supervisors of eligibility workers and/or
technicians, supervisors of eligibility investigators, etc.

b. Eligibility workers - Agency staff whose assigned duties include
all activities related to the delivery of financial and medical
assistance. Such staff's claseifications include, but are not limited
to, the following: eligibility technician, income maintenance worker,
eligibility investigator, special investigator, and subprofessionals
performing these tasks.

c. Clerical support - See "Clerical support" above.

Joint Function Staff - These are staff whose social service and income
maintenance (eligibility) functions have not been separated, and whose
professional and subprofessional staff are responsihle for both these
functions.

a. Supervisors - The supervisors (first line only) classifiable within
this heading are those whose supervisees are responsible for both
the social service and income maintenance (eligibility) functions.

b. Joint function workers - Agency staff whose assigned duties include
both the eligibility determination and the social service functions,
i.e. eligibility and service have not been functionally separated.
Such staff's classifications include, but are not limited to, the
following: caseworker, social worker, case vigitor, public welfare
worker, etc. including subprofessionals performing these tasks.,

¢« Clerical support - See "Clerical support' above.

Specialist and Consultant Staff - Agency staff whose assigned responsi-
bilities include the provision of expert and/or technical assistance to
social service and eligibility workers and/or administrators and managers
in relationships that do not include a superviscry connotation.

a. Specialists and Consultants - The consultative function will include,
but is not limited to: provision of service, special case handling,
program planning, community planning, program development, program
administration, etc, The staff is largely professional and may
include day care consultants, psychologists, psychiatrists, pharmacists,
nurses, nutritionists, social workers, educators, physicians, admini-
strative management specialists, legislative liaison specialists, etc.

b. Clerical support - See '"Clerical support' above.




6. Yolunteer Staff - Persons not on agency payrolls except for job-related
expenses such as travel allowances, etc., who may be either professional
or subprofessional and whose functional assignments may include both
the eligibility and service areas. Persons of this type may be regularly
scheduled as to days and hours, or they may be casual.

LIST OF JOB TITLES BY TYFE OF FUNCTION
Attach to Part A -~ Staff by Program and Vacant Positions, a list of the
various Jjob titles of employees reported in each functional type of
employment described in Lines la through 6a. For example:

Line ... laz. Administrators and managers

Director

Assistant Director
Division Chief
etc.

26~712.05 INSTRUCTIONS FOR PART 4 - STAFF BY PROGRAM AND VACANT POSITIONS  26-712.05

Total employees ~ Enter in Column (1) for each of the functicnal types of
employment described in Lines la through 6a, the number of persons employed
by the agency, as of the end of the fiscal year, either in a full or part~
time capacity, and who are not on terminal leave, leave of absence, or full-
time educational leave.

For Columns (2) through (8) distribute the number of employees entered in
Column (1) by the most recent allocation rate or percentage distribution
of staff effort available. Entries in Columns (2) through (8) must be in
whole numbers and adjusted to add to the Column (1) entries.

For Columns (2) and (3) Social Services are defined as those ameliorative and
other services rendered to eligible persons with the objective of changing
attitudes or environment so that the individual to whom or for whom these
services are rendered will come to lead more meaningful and purposeful lives.

For Columns (4) through (8) Eligibility Determination is defined as actions
necessary to ascertain and process certifications of applicant's initial
and continuing eligibility for: income maintenance for Adult, AFDC, or
General Assistance; medical assistance; or food stampe.

Vacant positions - Enter in Column (9) for each of the functional types of
employment described in Lines la through 6a the number of unfilled established
positions approved for recruitment by the regulatory agency or agencies,

and for which there are funds available for payment of salaries and expenses
as of the end of the fiscal year.

26-~712,06 INSTRUCTIONS FOR PART B - ETHNIC GROUP OF EMPLOYEES 26-712.06

Total employees - Enter in Celumn (1) for each of the functional types of
employment described in Lines la through 6a the appropriate entry from
Column (1) of Part A.




For Columns (2) through (7)
group.

enter the number of employees according to ethnic

The federal guidelines for collecting ethnic data are as follows: "This inforw

mation is to be acquired by

visual observation; eliciting information as to

social or ethnic identity of employees by direct inguiry is not encouraged.
An employee should be included in the ethnic groups to which he appears to
belong, or is so regarded as belonging in the community". In addition, "care

mist be exercised to assure

that employees not be specifically identified to

ethnic group in their employment records to prevent discriminatory practice.
This same caution is equally applicable to the age and sex classifications

of employees'.

Part B - Column Definitions

White, other than Mexican -
(Column 2)

Black (Column 3) -

1

White, Mexican (Column 4)

American Indian -
(Column 5)

Oriental {(Column 6) -
Other {(Column 7) -

26-712,07 INSTRUCTIONS FOR

A person is to be classified as White when he is
a member of the Caucasian race, or he considers
himself to so belong.

A person is to be classified as Black if he is a
member of the Negroid race, or he so considers
himself,

Persons of Mexican, Puerto Rican, or other Spanishe
speaking origins (including persons of Spanish
speaking background whose surnames are no longer
Spanish due to marriage or other reasons).

A person is to be classified as an American Indian
if he is a descendant of one of the Indian tribes
indigenous to the North American continent, or if
he considers himzelf to be so descended.

This classification is new and embraces Chinese«
Americans, Japanese-Americans, Korean-Americans,
Filipino-Americans, Polynesian-Americans, etc.
Generally these ethnic groups are made up of
persons of the first national extraction who are
also either naturalized or native born American
{USA) citizens.

This classification is to be used to classify
persons of unknown ethnic origin, or whose ethnicity
is not classifiable in the preceding.

PART C ~ AGE OF EMPLOYEES 26-712.07

Total employees - Enter in Column (1) for each of the functional types of
employment described in Lines la through 6a the appropriate entry from Column

(1) of Part A.

For Columns (2) through (7)

enter the number of employees according to age

intervals specified in column headings. Age of employees is arrived at by
subtracting an employee's year of birth from the year of report.




26-712.08 INSTRUCTIONS FOR PART D - SEX AND EDUCATION OF EMPLOYEES 26=712.08

Total employees - Enter in Column (1) for each of the functional types of
employment described in Lines la through 6a the appropriate entry from Column
(1) of Part A,

For Columns (2) through (8) enter the number of employees according to sex and
educational achievement group.

Column definitions:

Sex - (Columns 2 and 3) Self-explanatory.

Bducation - The highest educational achievement of the employee on
June 20 of the report year.

{(Column %) This classification includes all levels of
educational achievement through and including high

school graduation. Also includable is the attendance
of a person at college but without receipt of degree.

High School and under

Associate Degree - (Column 5) This classification includes the graduation
from a junior (2 year) college to, but not including,
the receipt of a Bachelor's Degree.

(Column 6) This classification includes possession of
a Bachelor's Degree and beyond but not inclusive of
further advanced degrees.

Bachelor's Degree

Master's Degree -~ (Column 7} This classification includes possession of
a Master's Degree in any discipiine and beyond but not
inclusive of further advanced degrees.

Doctorate Degree -~ (Column 8) This classification includes possession of
doctorate in any of the disciplines, such as philosophy,
medicine, law, sociology, dentistry, etc.




For Columns (2) through (7) enter the number of employees according to ethnic
Eroup.

The federal guidelines for collecting ethnic data are as follows: '"This infor-
mation is to be acquired by visual observation; eliciting information as to
social or ethnic identity of employees by direct ingquiry is not encouraged.

An employee should be included in the ethnic groups to which he appears to
belong, or is so regarded ag belonging in the community". In addition, “care
must be exercised to assure that employees not be specifically identified to
ethnic group in their employment records to prevent discriminatory practice.
This same caution is equally applicable to the age and sex classifications

of employees'.

Part B - Column Definitions

White, other than Mexican - A person is to be classified as White when he is
(Column 2) a member of the Caucasian race, or he considers
himself to so belong.

Black {Column 3) - A person is to be classified as Rlack if he is a
member of the Negroid race, or he 50 considers
himgelf.

Persons of Mexican, Puerto Rican, or other Spanish-
speaking origins (including persons of Spanish
speaking background whose surnames are no longer
Spanish due to marriage or other reasons).

White, Mexican (Column &)

American Indian - A person is to be classified as an American Indian

(Column 5) if he is a descendant of one of the Indian tribes
indigenous to the North American continent, or if
he considers himself to be so descended.

Oriental (Column 6) -~ This classification is new and embraces Chinese-
Americans, Japanese-Americans, Korean-Americans,
Filipino-Americans, Polynesian-Americans, etc.
Generally these ethnic groups are made up of
persons of the first national extraction who are
also either naturalized or native born American
(USA) citizens.

Cther (Column 7) - This classification is to be used to classify
persons of unknown ethnic origin, or whose ethnicity
is not classifiable in the preceding.

26-712.07 INSTRUCTIONS FOR PART C - AGE OF EMPLOYEES 26-712,07
Total employees - Enter in Column (1) for each of the functional types of

employment described in Lines la through 6a the appropriate entry from Column
(1) of Part A,

For Columns (2) through (7) enter the number of employees according to age
intervals specified in column headings. Age of employees is arrived at by
subtracting an employee's year of birth from the year of report.




26-712.08 INSTRUCTIONS FOR PART D - SEX AND EDUCATION OF EMPLOYEES 26-712.08

Totsl employees - Enter in Column (1) for each of the functional types of
employment described in Lines la through 6a the appropriate entry from Column
(1) of Part A.

For Columns (2) through (8) enter the number of employees according to sex and
educational achievement group.

Column definitions:

Sex - (Columns 2 and %) Self-explanatory.

Education ~ The highest educational achievement of the employee on
vune 3 of the report year.

(Column &) This classification includes all levels of
educational achievement through and including high

school graduation. Also includable is the attendance
of a person at college but without receipt of degree.

High 5School and under

Associate Degree - (Column 5) This classification includes the graduation
from a junior (2 year) college to, but not including,
the receipt of a Bachelor's Degree.

Bachelor's Degree - (Column 6) This classification includes possession of
a Bachelor's Degree and beyond but not inclusive of
further advanced degrees.

Master's Degree - (Column 7) This classification includes possession of
a Master's Degree in any discipline and beyond but not
inclusive of further advanced degrees.

Doctorate Degree - (Column 8) This c¢lassification includes possession of
doctorate in any of the disciplines, such as philosophy,
medicine, law, sociology, dentistry, etc.




For Columns (2) through (7) enter the number of employees according to ethnic
Eroup.

The federal guidelines for collecting ethnic data are as follows: '"This infor-
mation is to be acquired by visual observation; eliciting information as to
social or ethnic identity of employees by direct ingquiry is not encouraged.

An emplcyee should be included in the ethnic groups to which he appears to
belong, or is so regarded as belonging in the commuinity”. In addition, "care
must be exercised to assure that employees not be specifically identified to
ethnic group in their employment records to prevent discriminatory practice.
This same caution is equally applicable to the age and sex classifications

of employees".

Part B -~ Column Definitions

White, other than Mexican ~ A person is to be classified as Wnite when he is
(Column 2) a member of the Caucssian race, ar he considere
himself to so belong.

Black (Celumn 3) - A person is to be classified as Black if he is a
member of the Negroid race, or he so considers
himgelf,

White, Mexican (Column 4) - Persons of Mexican, Puerto Rican, or other Spanishe
speaking origins (including persons of Spanish
speaking background whose surnames are no longer
Spanish due to marriage or other reasons).

American Indian - A person is to be classified as an American Indian

(Column 5) if he is a descendant of one of the Indian tribes
indigenous to the North American continent, or if
he considers himself to be so descended.

Oriental {(Column 6) - This classification is new and embraces Chinese-
Americans, Japanese-Americans, KoresneAmericans ’
Filipino-Americans, Pelynesian-Americans, etc.
Generally these ethnic groups are made up of
persons of the first national extraction who are
also either naturalized or native born American
(USA) citizens.

Other (Column 7) - This classification is to be used to classify
persons of unknown ethnic origin, or whose ethnicity
is not classifiable in the preceding.

26-712,07 INSTRUCTIONS FOR PART C - AGE OF EMPLOYEES 26-712.07
Total employees - Enter in Column (1) for each of the functional types of

employment described in Lines la through 6a the appropriate entry from Column
(1) of Part A.

For Columns (2) through (7) enter the number of employees according to age
intervals specified in column headings. Age of employees is arrived at by
subtracting an employee's year of birth from the year of report.




26-712,08 INSTRUCTIONS FOR PART D - SEX AND EDUCATION OF EMPLOYEES 26-712.08

Total employees - Enter in Column (1) for each of the functional types of
employment described in Lines la through 6a the appropriate entry from Column
(1) of Part A,

For Columns (2) through (8) enter the number of employees according to sex and
educational achievement group.

Column definitions:

Sex - (Columns 2 and 3) Self~explanatory.

Education ~ The highest educational achievement of the employee on
June 30 of the report year.

High School and under - (Column 4) This classification includes all levels of
educational achievement through and including high
school graduation. Also includable is the attendance
of a person at college but without receipt of degree.

Associate Degree - (Column 5) This classification includes the graduation
from a junior (2 year) college to, but not including,
the receipt of a Bachelor's Degree.

Bachelor's Degree ~ (Column 6) This classification includes possession of
a Bachelor's Degree and beyond but not inclusive of
further advanced degrees.

Master's Degree - (Column 7} This classification includes possession of
a Master's Degree in any discipline and beyond but not
inclusive of further advanced degrees.

Doctorate Degree - (Column 8) This classification includes possession of
doctorate in any of the disciplines, such as philosophy,
medicine, law, soclology, dentistry, etc.
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State of Celifornis - Health and Welfare pgency 3end one copy to:

Department of Benefit Payments
Department of Benefit Payments
Program Information of Sceial Welfare
744 P Street, Mail Station 12.81

ANNUAL REPORT ON PUBLIC WELFARE EMPLOYEES Sacramento, CA 95814

AS OF JUNE 30, 19 County reporting:

Part B -~ Ethnie Group of Employees

. Total ¥hite, other . Wnhite, American
Type of Function employeas {than EmNﬂomL Black Mexican fndian Orijental Other

(1) (2) (3) €9 (5) (6) 1)

Total Staff {(sum of 1 through €) cuveevneeroncens
1. Adminisirstive and Management Staff:

2, Administrators and mamagers...a:ccseecnnnoces

b, Clerical support...ice ieeeecaccacnnonsnnsnnnsns

Co Dlheriuieuioncasosnnuseananrransnasssansannsonas

2. Soclal Service Staff:

Be SUPErViSOrSesaessanscsscasresnansassssssssssas

b. Social Service wWoOrkersS.euvessceonsnsssssccsanens

c. Clerical support...

3. Income Maintenance Staff:

Be SUPErVisOrSiuuecioonssoasocaacsnsonanssananane

b. Eligibility workersssocesssaseenscnesancnanas

t. Clerical supportese.ieeeracnssesscscsnannenne
4, Joint Function Staff:

2. SUPEFrVIiSOrSeeeesarusosonnvonansnnnonsssesnane

b. Joint function workersS,eeesueescnsceencacanns

Co Clerical supporteieesesceassssronnsossncnennss
5. Specialist and Consultani Staff:
a, Specialists and consultants...veevevervassana

b. Clerical supporteiceveovescassansacnssnsmnsonns
6. Volunteer Staff:

3. VOlUNT@erSusnweioressoscorassanasanannasncsecaan

Person to contact regarding this report: Telephone Ho.: Date:

Porm WP 19.5 (4/71) Ref. 26-T12
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State of California - Health and Welfare Agency dend one copy %o:

Department of Benefit mm%&mSwm
Department of Benefit Payments
Program Information of Scocial Welfars
T4y P Street, Maill Station 12-B1
ANNUAL REPORT ON PUBLIC WELFARE EMPLOYEES Sacramento, CA 95814

AS OF JUNE 30, 19 County reporting:

Part B - Ethnie Group of Employees

Total White, other

- White, American
Type of Function employees |than Mexie

Mexican Indian

1) (2) (37 ) (5) (&) i)

Black Oriental Other

Total Staff {sum of 1 through 6) ...ecuvavevennn.
1. Adminisirative and Management Staff:

a. Administrators and managers...ss.cnnseanansas

b. Clerical supporte.siniivscsrinercsasncancansns

Co DEheTuansssconsssensssersrssasscasnansansssssss
2., Bocial Service Staff:

8. SUPErVIiSOrS.iacsossnncnsnssaassnsnsranssssenna

b. Socisl Service workersSuiueecaessncossnansusans

€e Clerical SUPPOTE.siveravvesansansorsnansnsans

3. Income Maintenance Staff:

B, SUPErVIiSOrSauesrncesasasassnsosassacnssasnanse

bo Eligibility workerseeeessucarsssssrnconconnas

c. Clerical supportese.caacecsossesosssssnsonrans
4, Joint Function Staff:

2. SUPErViSOrSesscsssssssssnsssssasnasanasvansss

b. Joint function wWorkerSeesssconssnvovensconansa

€. Clerical Supporteacoavesenennnronaconscosvannae
H. Specialist and Consuliant Staff:

a. Specialists and consultants.iisecsssevonsnnos

b. Clerical supporlacuicsssssrsvaasssassanasssssna
6. Volunteer Steff:

2. Volunteers.iieeeessansaenannussaorssnsoasonaa

Person to contact regarding this report: Telephone No, : Date:

Porm WP 1.5 (£570) Ref. 26-712
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State of Galiforniz - Healin end Welfare agency

Department of Benefit mm%ﬁmﬂam

ANNUAL REPORT CON PUBLIC WELPARE EMPLOYEES

AS OF JUNE 30, 19

Send one copy to:

Department of Benefit Payments

Fregram Information of Sccial Welfare

TU4 P Street, Mail Station 12-81

Sacramento, CA4 95814
County reportig:

Part B =

Ethnie Group of Employees

Type of Functioen

Total
employees

White, othen
than Mexie

mwwnr

White,
Mexjican

American
indian

Oriental

Other

(1)

(2)

(3)

(4)

{3}

(6)

17)

Total staff {sum of 1 through 6) ..

" 1. Administrative and Management Staff;:

a. Administrators and managers,
b. Clerical support............
Co Dthercaieveivensasrnranenses

2., Social Service S5taff:

8. SUPETrVISOrS.eussnucernssrsnns

b. Social Service workers.assees

¢o Clerical supporticieescsvess
3. Income Waintenance Staff:

Bs SuUpErvisOorS.isceciernsaasavas

b. Eligibility workersiveassnes

c. Clerfcal support.ieeevannana
4. Joint Function Staff:

3. SuUpervisors.csissssesossenvos

b. Joint function workersS.eee..

c. Clerical supporticesassaccea
5« Specialist and Consultant Staff:

a, Specialists and consultants,

b. Clerical supportueceseceesoss
€. Volunteer Staff:

A VolunteersSuecssaovassaroonssnssos

.

-

°

Person to contact regarding this report:

(6/7h

Form HP 1¢.5

tephone Ho. :

Date .

Ref,

26.712
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State of falifornia - Health and Welfare ageney Send one copy To:

Drpartme. 2f Bgnefit Payments - P
Department of Benefit Paym~nts
Program Information Bureau
744 P Street, Mail Station 12-81

Saer nt ; ]
A¥NUAL REPCRT ON PUBLIC WELFARE EMPLOYEES scramento, C4 95814

AS OF JUKE 30, 19 Gounty reporting:

Part D - Sex and Education of Employees

Sex . Education
Type of Function fotal High Schooll A iate] - Bacheler? Mast foct 1
¥ : tg choo 33 0C achelor’ts asters octorate
employees Male Female and under Degree Degree Degree Degree

(1) (23 {3 (4) (5) (6) _{n) (8)

Total Staff {sum of % through 6} . .......

3

-l. Administrative and Management Staff:

a, Administirators and managersecsciscnonn

be Clerical supportecerennscneserassunses

o Other.eeeieecieeanusoacannnnsssasusnass
2. Social Service Staff:

. SUPErVISOrS.. s ecuensnsanssnrrnansanne

b. Social service WorkerS.ievaesessscsaasas

c. Clerical supportessesressesinsnsennans

3, Income Maintenance Staff:

A, SUPErVI S0P Siauiiaterearcnncaaananoansa

b, Eligibility workers..u.uveeaveocooorsna

c. Clerical supporteisiiniencrasvsnsscsna
4, Joint Function Staff:

A, SUpervisorf.e. . visissssannssarrsasoanns

b, Joint function workerSesesereseosasnass

G. Clerical SUPPOFTeivserosnnssucannsnsan
5. Specialist and Consultant Staff:
a. Specialists and consultants.iieeensnnian

b. Clerical suppord...scscovanvovessnarnn
6. Volunteer Staff:

3. Volunteers, iioinneasonmnnas

I RN

Person te contact regarding this report; ) Pelephone number: Data:

P WP 19.5 [&/74)
orm 9.5 {6/T4! Ref, 26712
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Si{ate of Californie - Health and Wellare ageoncy Senc ons copy te:

Drpartme. i Bgnefit Payments
g ym 3 Department of Beneflit Payments

Progiram Information Bureau
744 P Street, Mail Station 12-81

g ts, C 1
ANKUAL REPCRT ON PUBLIC WELFPARE EMPLOYEES acramento, CA 55814

AS OF JUNE 30, 19 County reporting:

Part D - Sex and Education of Employees

Sex ‘ Education
Type of Function iy High Schocll Associate] Bachelorts] Mast Boctorat
ﬁm choo S$50C achelor!g asters ogtorate
employees Male female and under Degree Degree Degree Degree

(1) (2) (3) {(4) . {5) {6} (1} (8)

Total Staff {sum of )1 through 6) .......

L. Administrative and Management Staff:

a, Administrators and managerSosverecoeaas

bae Clerical support.e e iiviessnansnannnss

Co Olheraneuirennnianennsovassnsssnnanans

"2, Social Service Staff:

3. SUPErVIiSOr S iie ieiiiensracenonenonacunss

b. Social service WOrKerS.eeesseseasnosss

c. Clerical support..iceevecacsanannacnnss

3. lncome Maintenance Staff

3, SUPErVISOr S, ieseaassnctrroasonannnsnsna

be Eligibility workers.. v.icevovnscosaness

c. Clerical supportuieeseneensonsosansneas
4. Joint Function Staff:

B, SUPErVISOr S i ininonrenaensnsanccesna

b, Joint function wWorkersSueiseeevasnsecne

€. Clerical SUPPOrluaieeicaranvrooeannarse
5. Specialist and Consuyltant Staff;

a. Specialists ard consultanis.e.eevonces

be Clerical support..cseseesscosnnosassss
6. Volunteer Stafft:

da Volunteersairueanronnmesanes

(XL

Person to contmet regarding this report; Telephons number : Date:

Form WP 19.5 (6/74)
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. Starte of Maliforntia -

Drpartms

ANNUAL REPORT ON PUBLIC WELFARE

AS OF JUNE 30, 19

Health

af Benefit Payments

ard

Welfare pgeanc

EHPLOYEES

5
o

dend one copy o

Department of Beneflit Paym-nts

Program Information Bureau

744 P Street, Maill Station 12-81

Sacramento, C4 95814

County reporting:

Part D - SBex and Education of f£mployees

Type of Function .

Total
employees

Sex

Education

Male

Female

High School
and under

Associate
Degree

Bachelorts
Degree

Kasters
Degree

Doctorate
Degree

(1)

(2)

(5)

(6)

(1)

{8)

Total Staff

a, hdninistrators and managers.

b, Clerical support......

o Diheraesiniecinsnnnens

2. Social Service Staff:

2. SuUpervisors.i.iaissreans

b. Secial service workers

c. Clerical suppert...
3. Income Maintenance Staff

4., SUPBrVIiSOrS.isvasnes
b. Eligibility workers
c. Clerical support...

4, Joint Function Staff:

a. Supervisors........

b. Joint function workers,

c. Clerical surport.....

-

*

5. Specialist and Consultant Staff:

2. Specialists and consultants

b. Glerical support....ivvenes

6. VYolunteer Staff¥:

. Volunteers.oioinnenneannnns

{sum of 1 through 6}
i. Administrative and Managemeni Staff

.

.

Parson te contact regarding this report:

Form WP 19.5 (6/74)

Telephone number:

Datae:

Ref_

26.717



