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11~27-68 3:00p. m. 


Leon: 


John called and left this message: 11 1 checked with 
u.s . Civil Service Commission, r. J. James McCarthy, 
Attorney, and he said there is no conflict of interest 
inasmuch as you are not a direct employee of the Fed. 
Gov . even though . Y.C. receives federal funds. They 
will confirm this in writing if you need it. Also 
checked with tVC nationally and they too indicated 
there is no conflict of interest, and you can retain 
the ~yc job. They only suggest that you writethe 
District Office, Grace Davis, a note. 


J J. 
Eo~ 
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SAN DIEGO URBAN LEAGUE, INC. 


NEIGHBORHOOD YOUTH CORPS 
Suite 503; 520 " E" Street, San Diego, Cali forn ia 92101 


Phone 233-7504 


Mr. Leon L. Williams 
3024 ''E" Street 
San Diego, California 92102 


Dear Mr. Williams: 


January 3, 1966 


The San Diego Urban League would like to express its appreciation to 
you for accepting the position of Program Administrator in the Urban League's 
Neighborhood Youth Corps Project. 


You have been entered on the payroll as of January 3, 1966. Your rate 
of pay will be $12,000 per year. You are considered a permanent employee of 
the Neighborhood Youth Corps subject to an eight week probationary period, 
after which you can be dismissed only for cause. 


The current Project for which you are employed is for an eight and one 
half month period. However, it is understood that employment will be continuous 
provided subsequent Projects are approved. It is further understood that if 
another agency, e.g., Economic Opportunity Commission should become the 
contracting agency with the Federal Government for the Neighborhood Youth Corps 
Project, you would continue as Neighborhood Youth Corps Project Director under 
such commission. 


We do not have formal contracts with employees; this letter signed by the 
Project Director stands in lieu thereof. Your duties at this point will include 
working directly under the supervision of the Project Director and performing 
such other duties as may be assigned by the Director. However, as soon as the 
Project Director is satisfied that you have gained sufficient knowledge to accept 
full responsibility for the Project be will turn control of the Project over to 
you subject to general guidance by him. 


If you agree with the terms of employment, will you kindly sign this letter 
which will become a part of our permanent personnel files. 


n W. Johnsnn~--/ 


~~4~~~~~~~~~~~'!,/' oject Dire r 
BO liB}IMes M. Bee er-E. E. Binger-Steve Cushm Dr. Ralph Dail -Rev. Leo Davis-Robert Dugger-
john ord, M.D.- Ha~vey Furgatch- William Gerhardt- fudge Earl lliam- Sid Gillman- Mrs. Muriel Goldhammer- William 
Gresban-Mrs. Kathryn Grider- Waldemar Hagen-Dr. George V. Hal Rev. C. H. Hampton-Tom Hom-Dr. Donald Leiffer-
Donald Lewis- Judge Byron F. Lindsley- Rev. B. Jerry McClain- Edward C. Maddox- Mrs. Betty Reid- Clarence f. Rucker, Jr.­
Charles Samarron- E. Mar.vin Sconyers- Vincent Silva - Rev. George W. Smith- fohn B. Stodelle- Mrs. George Swerdlow- Miu Ann 
Tufts- Mrs. Fredericka Williams- Matthew A. Williams, M.D. - Milton V. Wisdom. ADVISORY BOARD: Donald M. Carey, M.D. 
-Walter Christian- Ewart H . Goodwin- Alpha Montgomery- Maxwell Nelson- W. Bert Ritchey- Armando Rodriquez- Mrs. Essie 
Smart- Mrs. John Paul Stone- D. C. Wilkens, Jr. 


A United Community Services Agencr - Affiliated with the Community Welfa_re Council of San Diego County; the National Urban League 
Incorporated; the California Associauon for Health and Welfare; and the National Conference on Social Welfare. 
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iSIGn30~00D YOUTn CORPS 
SAN DIEGO COU: Y 


PERSONNEL POLICTIS AND PROCEDURES 


(Approved by San Diego Urban League, Inc . ) 
Board of Directors on /67 


GENERAL STATptmT 


The policies and procedures set forth herein are designed to ensure t he es~~b-


l isbment of standards to select the best qualified persons • to establish equi-


table procedures for the resolution of differences , and for the establisbmen~ 


of rates of PBS' and other conditions of employment . 


H . SELECTION PROCEDURE 


1 . Position Announc ements • . An announcement (containing job description, 


minimum qualifications, salary range, and filing date) for all regular posi-. 
tions will be advertise· a-c least te (10) working dfJS's in advance of the 


last date for filing applications . 


2 . Receipt and Processing of Auplications . 


a . Persons applying for employme t shall submit applications on forms 


provided by the agency end in addition shall submit resumes a.s a e 


necessa.ry to determine t e·r qualifications for the position sought . 


It shall be the responsibility of the Project Director to obtain confi-


dential information neede to evaluate the applicant 's fitness froc 


former employers , character references and other authorized sources . 


b . Secretarial, clerical. pe sonnel and other non- professional positions 


shall be selected and a.ppoi:lted by the Project Director . Such appoint -


ments mfJS' be either ~e:z;porarJ' or r~gul.ar . 


c. The Project D·rector Call interview applicants for professional 


positions woo ce t the :.:irli::um qualif·ca.tions called for in the pos ·~ o 


announcement ..:. i::.a1J. ring ~o t ?e::-sonnel Coll:mi.ttee of the San :.:> · e~o 


Urban League, Inc., 'tho;; a:>Jl icezts :::.ost su·ted or profess·ona:. :pc.. __ 


tiona . 







\ 
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PERS ONNEL POLICIES AND PROCEDURES 


d. The Personnel Committee of the San Diego Urban League, Inc. shall 
I 


convene' to make final determination of suitable applicants for pro-


fessional positions. 
~ . 


e. The Project Director may request the Personnel. Committee to establish 


a list of eligibles · from which he may make subsequent selections. 


3. Temporary Appointments . Temporary professional employees may be appointed 


. ' . , 


by the Project Director under special circumstances, e . g., speci~ time-


limited projects, or when a vacancy must be filled in order not t.o impair 


operations, e . g., when a regular employee is on leave . In no event shall 


such temporary appointment exceed three b) months . ' I 


\\ 
Employees receiving temporary appointments will be required to qualify 


' . 
by normal selection procedures to become a\ regular employee in that , classi-


fication within three (3) months . 
\ . 


In the event that a temporary employee 


should become a regular employee. the time s,erved in temporary status shall 


be .counted toward the period of probation. 


·III. WORKING CONDITIONS 


•, • I 


...... 


· l. Probationary Period. 


.. 


a. The first six (6) months of service for e~ch pro~essional employee shall 


be considered to be a probationary period. The first three (3) months 


for each clerical, secretarial or other non- professional employee shall 


be considered a probationary period. An employee may be terminated 


without prejudice at any time during this probationary period. 


b. Upon satisfactory completion of the probationary service specified· above, 


an employee shall be considered to be regular and shall· be subject to 
/ ' 


I 


dismissal for cause only. Satisfactory completion of probationary- service 


shall include written evaluation of job performance by the employee ' s 


supervisor • 
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·c; Probationary periods may be extended to a stated maximum time if appro-


priate . Employees shall be notified of such extension in writing , The 


employee will be asked to sign a copy of this notification which shall 


be retained in his personnel file. 


2 . Evaluations . Written evaluations shall e made by the employee ' s supervisor 


before the termi nation of the p obationary p rio , and thereafter on an annual 


bas is . A copy of the evaluation shall be retained as a permanent part of the 


employees personnel record , and a copy shall be furnished to the employee . 


3 . Hours of Work. There s~l be a principle of 40 hour work week for all employees . 


4. 


The office hours shall be 8 : 30 a.m. to 5:00 p .m. , Monday through Friday, Lunch 


shall be one (1) how· and must be taken betwe n 11 : 30 a .m. and 2:30 p .m. 


Because of the nature cf the wo1·k, enployees &hould antici,pate a rcasona le 
, 


degree of flexibility in terms of additional ~9rk hours when necessarJ , 


Holidays , The following days shall be observed• as paid holidays : . 
\ 


NEW YEAR'S DA COLUMBUS DAY 
WASHINGTON'S BIRTHDAY VETERAN ' S DAY 
MEMORIAL DAY THANKSGIVING DAY 
INDEPENDENCE DAY CijRISTMAS DAY 
LABOR DAY 


Whenever any of the holidays listed above s all fall on Sunday the succeeding 


Monday shall be observe as the holiday . 


5. Salary Administration . The principal of perio ic (step) increases in salary s 


. hereby established , 


a . There shall be three step .. , bez;inninz, int en:lediat e, and maximum, 


b , An employee may receive inten;;ed'ate step after six (6) months of e:nploy-


ment provided his perfo:nr.ance · s satisfactor.t and to maximum at the end 


of one {1) yea.r if performance · s 3e;c · s!'actory . 


c . The Project Direc-cor may, · oweve , authorize a salary higher than beginnino 


if it s ould be neces ary to o'b-c in cc petent personnel . He may also 
/ 


authorize promo"Cion to inte~~e · ·ate or cax~um step if performance of an 
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employee is outstanding. 


d . Entry salaries are subject to the l imi tations of the U. ;:; . Department o f 


Labor respect ing the amount O.L salary an employee may receive relat ive t o 


his/her ~rior salary. 


6 . Promotions or Job Changes . A newly crec:ted position or a vacated position 


'may be fillelwith an employee already a member of the staff at the discre'tionr 


of the Project Director . 


7 . Disciplinary Actions . In cas es o f unr easonable violations of generally accept-


able professional conduct, t he ~rej ect Director may suspend the employee without 


pay for a. specified time. The employee shall be notified of the reasons for 


suspension in writing . Such ciisciplinary action is final . 


IV. LEAVES 


1 . Vacation Leave . 
I 


I 


,• a . Employees shall accrue vacatio leave at t he rate of fifteen (15) days 


per year. 


b . Vacation leave begins t o accrue upo employment, but if the employee 


leaves or is terminated during or e.t the end of his probationary period, 


i.e., if he does not "pass probation" he does not receive vacation time 


or pay. 


c. ·o vacation shall b e gro.nted to an e:.ployee with less than one year o f 


continuous service . Except a:; provide in IV.- 3 below. 


d . In case of severanc e , eJl11)loyees , w :o ru:.ve passed their probationary 


period, are entitle· 'tO accr..ted vacation leave not taken . 


e . Employees shall subJrit Leave Re<ro est Fozu. Scheduling of vacation 


leave is at t e convenie.:1ce o~ eit;b.bor ood Youth Corps and is subject 


to determination by t ' ?roj,.ect Yrector. 







. i· · 
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i 2·. . Sick Leave. 


\ 


a·. Sick leave shall. accrue at ·t he rate of eight ( 8) hours a month from t he 


date of hire and shall be cumulative up to a maximum of sixt y (6 1 days . 


Employees shall be el igible for .paid sick leave after one calendar month 
/' i . 


of employment (to t he extent accumulat ed ). 


S~k leave i s intented to be used only for genuine illness and i s n~t 


otherwise compensabl e . 


3~ Emergency Leave. A five (5) day emergency l eave may be allowed when an employee 


has insufficient sick l eave credits fo r an i l l ness or who may need t o be absent 


for other emergency purposes and has insuffic i ent accrued vacat ion as with a 


new employee . Emergency leave gr anted fo r i llness shall be charged to sub-


sequently accumulat ed sick leave. Emerg~ncy leave 
\ 


t aken for other than illness 
' I 


is deducted from the f i fteen (15) days of·~racat ion l eave accrued after o~e year 
\ 


,. of continuous employment , or if an employe~ terminates within one year ; after 


the probation period,· i t will be deducted ~om vacation pay. \ . 


. 4. Leaves of Absence. Unpaid l eaves of absence may be granted at t he d i s cretion 


of the Project Direct or . 


V. TERMINATI ON, RESIGNATION Al-Jl) SEVERAi'lCE 


J.. Employees m~ be l aid off due to l ack of or. r eduction in f unds or reduced work-


load. In the event of such lay- off , considerat ion shall be given · t~ the employ-


ee's job proficiency in determining t he order in which employees are t o be laid 


off • • Except in an emergency sit uat ion, an empl oyee · to be l a i d off shall ' be given 


'- two (2) weeks wr i tten notice . 


2.: No seve;::ance pay should be given an employe e who .has worked l ess · than six (6) 


months. Sever aD;ce pay should consist of all accrued' vacation. Employee's who 


-i,., 


I·. 


desire to resign in good , standing shall submit a wri tt en r esignation at least 
I 


two (2) .weeks in advance of t he effective date of resignation, unless t he 
I . 


Project Director consents to a shorter notice period. 
/ I 
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3~ · Resignation . 


' . 1 . Non- Professional staff are expected to give at least fifteen (15) calendar 


days notice of intent ion to resign . 


2 . Professional and administrative staff are expected to give at least thirty 


(30) calendar days notice of their intention to resign. 


\ In any evtnt, the notice of intention t o resign should be made kno•m as 


far in advance as possible. 


DISMISSALS 


l . The Project Director may, for justified cause, dismiss any employee at any 


time . An employee, who has passed his probationary period, so dismissed, 


shall be given the reasons, (unsatisfactory performance or misconduct) for 


his dismissal in writing: An em:ployee so di"smissed may appeal in w-.riti.:lg 
\ 


to the Personnel Committee of the Urban ,League within ten (10) >TOr king days 


from the date of dismissal. Such appeal '\hall be made through the Projec--c 


Director who shall forthwith take the necefsary .steps to init iate a hearing 


for the employee before the Personnel Committee . At such hearings both t E: 


Urban League Executive Director and the Project Director shall be presen~. 


VI . DEFINITIONS 


Regu1ar Employee . An eoployee who has satisfactorily served the probation~ry 


period . Note: An employee who has been appointed to a regular position b t 


who has not served the probat ·onary period shall be a "probationary" employee . 


Tempora!Y Employee . An employee ppointed as temporary under II- 2- C, or I:- 3 o 


.· 
these Policies and Procedures. 


Professional Employee. An employee who occupies a position for which a college 


degree is required . 


Non-Professional Employee. An e~ployee who occupies a secretarial, clerical or 


other positions not req iri~ - a college degree • 


f 
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J APPLIC.'.TIW FCR ~iPIDYlLNT 


1-Jt\J.iE I eon ~awson V'1 l 11 ems 


PERliEiffil,T ~·.DDRESS3024-E-St. San DieR..Q__ PHOi1E HO._ 239-6519. --~--


J.GI; 43 i-:7.P.IT L ST s:. _..NIJ,~._r .. r_.io¥e.:::~d..__ _____ UC. CHILIBEN ,......"--..,....~-....._ __ .....__..,.... 


l .. re you o. citizen? Yes_._ Ho_ 


Heieht 5 '11" !!eiGht .. 1 ... 7""""5~- Are you in cood phy:::;icnl condition? Yes_!_ Ho __ 


If not, uh~t is your disability? 
----------------------------------------------------------


Have you served in the ,~.\rmed Force::; of the u. s.? Yes_!_ Eo_ If yes, '1-lhnt 
branch Army-


Name of Institution Locatbn Dates Attended 
County Unio 


47-1950 


San Diego State 


RlPLOY.iSl ' T HlSTOilY 


Diploma 
or De~ce 


es 


B.A. 


Dnte of 
GradUc--.tion 


June 1941 


1950 


Employer or Organiz~tion Sheriff's Department San Diego County 


Address 222 West "C" Street San Diego.,_.c.a_l~i_f_. _________________________________ _ 


Your Title or Position Administrative Assistant 
-------------------------------------------------------------------


Period of Employnent 1957 to present 
------~~~---~-----------------------------------------------


Renson for Lc~vin~ 
·------------------------------------------


Brief Stateraent of Duties General Administrative dutieL( see Resume} 


-------------------- -------· ----------------------------------
Employer or Organization Welfare Department San Diego County 


Address 1375 Pacific Highway San Diego • California 
Social orker 


Your Title or Position Social Worker Trainee - Socjal Worker - Supery1 s1 ng 


Per~od of E~loJ~ent. ___ ~s~e~D~t~e~m~b~e~r~l~9~52~~t~o_.F~e~b~r~u~e~r~y~1~9~c~,7~---------------------


Re~son for Le"ving, ______ t~o~8~~~c~e~p~t~p~r~e~s~e~n~t~n~o~s~i~t~i~o~n _________________________ __ 


Brief Statement of Duties Determining eligibility of receipients and 


~lying other adjustmental assistance when possible. (see resume) 
Use i~ddition;-1 sheet if necessary 


"' " SEE RESUME 
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Leon L. Williams 
3024-E- Street 
San Diego, Calif. 
239-6519 


'Deoember 2, 1965 


Program Administrator 
Neighborhood. Youth Corps 


EXPERIENCE: Since February 1957 I have been Administrati~e Assist-


ant to the Sheriff of San Diego County. This a general and v.ery 


responsible position in the department for administrative matters 


and is involved in nearly all administrative problems of the depart-


ment. Routine responsibilities are: ~udget development and admin­


istration i.e., preparing justifications and the budget document, 


purchasing equipment and supplies, budget accounting, controlling 


property and supplies, department payroll; Research and studies 


of' various kinds affecting the use of personnel, equipment, acqi­


sition layout and use of office space, contracts, leases; Conduct-


ing department administrative business with other County depart-


ments Chief Administrative Officer, Civil Service and Personnel, 


Purchasing Department, Public Works, etc; Supervise eight persons 


in the above functions; Deal with sales and management personnel 


of various bu8iness firms. 


September 1952 to February 1957 - San Diego County felfare 


Department. Started as Social ~orker Trainee and advanced to 


Supervising Social ·orker. As rainee and Social Work r duties 


were to interview applicants for and receipients of public assist-


ance, determine eligibility for assistance, assist receipients 


and/or family members to become employable and to find employment • 


As a supervi s or my duties were supervising six to eight social 


workers and c l erks in administering the aid program and helpi ng 


to s olve the many attendant problems. 







... Leon L. Williams P.2 


From February 1950 to September 1952 worked at the U.S Naval 


Air Station, North Island. Duties were scheluling aircraft parts 


and assemblies for repair in the shop and ordering repatr parts 


and supplies. 


September 1944 to September 1947 worked at the U.S. Naval 


Air Station, North Island. Duties were repair of damaged Naval 


Aircraft. 


January 1943 to September 1944 U.S. Army 


EDUCATION: September 1947 to February 1950 attended San Diego 


State College. Received B.A. Begree with ~ajor in Psychology and 


Minor in English. Subsequently (1952 to 1958} worked, evenings, 


toward a Master of Science Degree in Public Administration. Com­


pleted all work for the degree except the Thesis. During this 


period also received a Certificate in Public Welfare Administrat­


ion, a thirty-graduate-unit certificate. 


Over the 1 st ten years attended many confere ces, orkshops, 


and institut s in th field of Government and Administration, 


sponcered by the Am rican Society for Public Administration and 


the estern Gov rnmental Hesearch Association. 


FAA ILY: ~ ta ily is composed of i1'e, three childr n nd 1 • 


Two o th childr n, Karen and Leon Jr. r tt nding College. th 


youngest, Susan, is in junior high school. 


P RSONAL: I like olk nclng, music, hiking in th ount ins and 


keeping informed of International affairs, domestic politic 1 and 


soc1 - ~ conomlc developments. 
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:;5'c" lAN l ~ ·~ _ w 


:JAN 1 "" 1::1o6 
~1'11111• 


THURLOW M , HEGGLAND 
CHIEF ADMINISTRATIVE OFFICER 


Chief Administrative Office 
County Administration Center 


1600 P ac ific Highway 
San Diego, Californ ia 92101 


J anuary 17, 1966 


Mr . John W. Johnson 
Project Director 
San Diego Urban League , Inc . 
Suite 503 ; 520 E Street 
San Diego, California 92101 


Dear Mr . Johnson : 


I ' m glad to have the opportunity of commenting on 
Mr . Leon Williams' application for the position of 
Program Administrator. 


My comments relate to the "statement of duties" for 


MEMBERS 
BOARD OF SUPERVISORS 


FRANK A. GIBSON 
1ST DISTRICT, SAN DIEGO 


HENRY A. BONEY 
20 DISTRICT , LA MESA 


ROB E RT C. DENT 
30 DISTRICT , SAN DIEGO 


DE GRAFF AUSTIN 
4TH DISTRICT, SAN DIEGO 


ROBERT C . COZENS 
STH DISTRICT , ENCINITAS 


the position : based on my knowledge of his work he 
will provide effective staff direction and sound fiscal 
management and has demonstrated ability to work with 
people at all levels . In addition, his sincerity and 
integrity should provide invaluable assets to any pro­
gram with which he is associated. 


Sincerely, 


~t,~ 
CHARLES R . BOBERTZ 
Deputy Administrative Officer 


CB : l 
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County of San Diego 
Office of the Sheriff 


J. C. O'CONNOR, SHERIFF 


Son Diego, California 9 2112 


Mr. John W. Johnson 
Project Director 
San Diego Urban League~ Incorporated 
Suite 503~ 520 "E" Street 
San Diego~ California 92101 


Dear Sir: 


:? 
JAN 3 I' vt.; 


December 29~ 1965 


Mr. Leon L. Williams has served as Administrative Assistant 
in the Sheriff ' s Department~ County of San Diego~ for the past eight 
years~ beginning February 2~ 1957. He has capably performed the 
duties required of an administrator of department business affairs~ 
including the preparation and administration of the budget; the 
directing of research and study affecting personnel needs and equip­
ment; and the preparation of cost data for law enforcement contracts 
for services to cities of the incorporated County areas . 


As our Administrative Assistant~ Mr. Williams has good rapport 
with the various County government officials concerned with inter­
departmental affairs . His coordinating of interdepartmental programs 
has been outstanding and invaluable to the Department . I personally 
recommend Mr. Williams as an exceptionally well qualified employee 
to any department or agency~ feeling certain in my mind that he would 
do an outstanding job . 


JCO/gb 


ADDRESS ALL COMMUNICATIONS TO SHERIFF, SAN DIEGO COUNTY 





