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EMPLOYEE RELATIONS OFFICERS

Department of Personnel Administratfion

Subject: State Restriction of Appointments (SROA) Policles and Procedures

(Supercedes Management HMemo 89-66)

Attached are the following materials relating to SROA:

L.

REVISED SROA PROGRAM POLICIES AND PROCEDURES

The attached SROA Policles and Procedures supersedes HManagement

Memo 89-66. Appointing powers are responsible for advising all
managers and supervisors invelved in the hirlng process of the revised
SROA policies and procedures, Following is a list of Che mostC
significant changes included in this revision,

Section I - Introduction... added reference to the newly adopted SROA
Rules for nonrepresented employees and the definition of "appolinting
power" referencing DPA Rule Section 599,603,

Section II A.2 and 4 - Administrative Responsibllity (Department of
Personnel Administration)... definition of "agency” referencing DPA

Rule Section 599.602, and changing the responsibility of selecting SROA
List IT classes from the State Personnel Board to the Department of
Personnel Administration,

Section II B.6 - Ad s tive Respons (State Personnel
Board).,, change of staff responsible for SRCOA coordination.
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Section IV A.2. - SROA Lists - General Informatiom... changes responsi-
bility for SROA List II from the State Personnel Board to the
Department of Personnel Administration,

Section IV A.6. - SROA Lists - General Information... same as IV A.2,
Section IX - Special Exemptions to SROA... directs requests for SROA

exemptions to the appropriate Department of Personnel Administration,
Classification and Compensation Division analyst instead of the
Personnel Services Branch staff.

2, A LIST OF REMINDERS TO ALL AGENCIES OF SIGNIFICANT PROGRAM ISSUES

All State agencies are required to £i1ll vacant civil service pesitions in
accordance with the revised SROA Policles and Procedures. We appreciate
your assistance in making this program work. Please direct your questions
to the DPA Classification and Compensation Division SROA Coordinator
assigned to your agency at (916) 324-9381, ATSS 454-9381.

Wendell M, Coon, Chief
Policy Development Offica

Attachment
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Actachment

REMINDER TO ALL AGENCIES

At the beginning of the recruitment process, appointing powers are
raspongible for requesting reemplovment and SROA lists regardless of
the source of a regular certification for the class of hire.

Note: See SROA Policies and Procedures IV B, and D.

SROA and Limited Examination Appointment Program (LEAF) hires interact
as follows. Before a LEAP eligible can be hired initially, any
reemployment or SROA list for the class of hire must be cleared firsct.
When a LEAP eligible has successfully completed the TAU period, the
appointing power may make a permanent appointment for that person
without requesting another SROA exemption.

There is no difference in the clearance procedure for SROA List I and
List II classes. Contacting and hiring List II eligibles is not

optional. They are to be given the same consideration as List I
eligibles.

Exemptions to bypass employees on SROA List I and List II must be
approved in advance by the DPA. Requests should be directed to the
appropriate DPA Classification and Compensation Division (CCD) analyst,
Department of Personnel Adwministration, 1515 "S" Street, Suite 400 -
North Building, Sacramento, CA 95814, Telephone (916) 324-9381, (ATSS)
454-9381.

SROA surplus lists will be updated as changes take place. Because of

this, appointing powers must check with the SPB Certification Unit or
use the On-Line Certification system to:

1. Determine i{f there 1s an SROA list for the position (class) to be
filled. ' '

2. After list clearance, check to determine L{f any new names have
been added to the SROA lists.

Note: See Section IV-D for Updating SROA lists.

Appointing powers that may have vacant limited-term positions in
classes either on List I or List II, which are projected for nine
months or longer will be required to clear the SROA lists. Eligibles
should be informed during the initial contact that the vacancy is being
filled on a limited-term basis and the anticipated length of the

assignmenc. The appointing power may then follow the Clearance of SROA
Lists procedure found in Section IV.-E. of this memorandum.

All appointing powers with SROA eligible employeas are asked to notify
the SPB Certification Supervisor at (916) 324-0396, ATSS 454-0396 of

all SROA hires as soon as possible. This will assist us in keeping
both SROA lists up to date.

NOTE: Throughout all of the procedures the reference to SPB/SROA Unit

has been changed to, SPB Certification Unit and the reference to

SPB/SROA Coordinator has been changed to, SPB Certification
Supervisor.

i
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II.

STATE RESTRICTION OF APPOINTMENTS PROGRAM
PCLICIES AND PROCEDURES

INTRODUCTION

This memorandum outlines the revised policies and procedures that
appointing powers* must follow under the Department of Personnel
Administration’s (DPA) State Restriction of Appointments (SROA)
Program. Authority for the program is provided in Government Code
Sections 19998 and 19998.1 and DPA Rules 599.854-599 .854.4, for
ponrepresenced emploveeg. The SROA Program is intended to assist in
the placement of all civil service surplus employees facing layoeff,
or whose positions have been, or are about to be substantially
changed or eliminated due to management initiated changes. (DPA Rule
Section 599.854)

The SROA procedures apply to all appointments including new hires,
promotions, permissive reinstatements, transfers, veoluntary
demotions, training and development assignments and limited-term
appointments to classes identified by the Director, Department of
Personnel Administration, as being appropriate due to staff
reductions. Exemptions are discugsed in Sectlion VII] and IX of these
Policles and Procedures.

VE _RES

A, The DPA is responsible for administering the SROA Program, and
ratains responsibility for the following:

1. Developing and maintaining the SROA rules and policiles.

2. Making the initial determination that an agency** has surplus
employees who are eligible for the SROA Program.

3. Approving individual employees for participation in the SROA
Program.

4. Selection and designation of SROA List II classes for the
classes of layoff.

3. Reviewing and ruling on requests for exemption to SROA List I
and List II.

* Reference DPA Rule Section 599.5603
** Raferance DPA Rule Section 599.602
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6. Determining and implementing appropriate corrective actions
for SROA policy vielations.

Questions regarding the above may be addressed to:

Department of Personnel Administration (D-22)
Classification and Compensation Division

1515 "S" Street, North Building, Suite 400
Sacramento, CA 95814

(916) 324-9381, (ATSS) 454-9381

B. The State Persomnel Board (SPB) has been delegated the responsi-
bility te oversee the following activities:

1. Collection and entering of employee information from the SPB
Form 360 (Job Placement Questionnaire).

2. Maintaining and issuing to hiring agencies employment lists
containing the names of surplus employees.

3. Auditing all appointments to SROA List I and II classes for
compliance with the restriction of appointments policy.

4, Answering telephone inquiries regarding certification of
eligible surplus employees.

5. Maintenance of data printout listings for both SROA Lists I
and II,

6. Reviewing and ruling on appeals from decisions of the SPB
certification Unit staff,

The SPB Certificatien Unit is located at 801l Capitol Mall,
IMS E-9, Room 332, Mail Starcion #38.

5PB Certification Supervisor: Annie Williams
(916) 324-0396
(ATS8) 454-039¢6

ILI. A Q RO G

A. RECOGNITION OF SURPLUS

In order for surplus employees to be considered for SROA

eligibilicty, the DPA must first recognize that a surplus exists

and that unless eliminated would result in a layoff. Accord-

ingly, appolnting powers which have surplus employees and wish to

place them through the SROA Program should discuss their

situation with the DPA. iRequésts ‘for SROA eligibility are to be __
“"submitted to ‘the DPA in’writing and must inélude specific classées
~which have surplus "employees, ‘the number-of'positions-to"be .

L
-y

*"eliminated in each ¢lags, the names and. estimated seniority;




scores’ of employees impacted in each class, and agency plans ox

'opcions for placemert both within State service and outside of!

State service: (DPA Rule Section 599.854.1)

1,

1f it appears that a layoff will take place, agency personnel
representatives should contact their SPB Affirmative Action
and Merit Oversight Programs analyst and inform them that
they are in a potential lay-off situation.

If the surplus employees can be placed within the agency
through involuntary transfer (class and/or relocation) the
DPA will review, on a case-by-case basis, to determine if tche
SROA Program could benefit the employee and/or the agency.

If an entire program is leaving State jurisdiction, such as
.eounty opt-outs, and all employees are to be provided wich

positions in the new jurisdiction, SROA eligibilicy will not
be routinely granted, but will be reviewed on a case-by-case
basis.

-

SROA ELIGIBILITY CRITERIA

1.

“Only those employees facing layoff or demotion-in-lieu of |

layoff within the agency, and area of layoff are eligible for

the SROA Program. Eligibilitcy will be approved based on the
"anticipated action related to the surplus employees, and may

be restricted by class and location. (DPA Rule Section
599.854.1)

Because only employees facing layoff/demotion, relocatlon or
reclassification are eligible for placement on SRCA lists,
those who choose to participate in the program are expected
to make every effort to secure a position by:

a. Responding honestly to contacts;

b. Preparing properly and presenting themselves well at
interviews;

c. Make a clear appralsal of their existing skills and
abilities, show an interest in learning new skills, and
express an interest in all positions which would
reasonably meet their needs; and

d. Clearly state their interest or walver of the position.

NOTE: Employees cannot use SROA for job searching or as
a means to make desired career changes which reach
beyond the intent of the SROA Program. Such
misuse may lead to the loss of SROA eligibility.
State employees retaln permissive transfer rights
for those types of job changes.

-3



3. Employees may not voluntarily place themselves on inaccive
status, once their name is active on SROA. -Howevet,
employees may Have 'a List II"class deleted ffom their SROA
listing Lif they'do not wish to -receive any contacts for thadt
List-II'class, (DPA Rule Section 599.854.2)

4. “"Enployees may Update their information,”such as addresses or
~~telephone- numbers,-at any time by-writing- to the SPB
_Certification Unic 801 Capitol Mall, Room 332, Sacramento,
- CA" 95814

5. SROA elipibles may exercise an unlimited number of waivers of
appointment from SROA lists. However, eligibles should be

cautioned that their eligibility is time limited and chey
should avail themselves of all employment opportunities.
_Failure to respond to either a wricten or telephone contact
will result in the employee being placed {nactive for thaz
class (E-1, NOTE: Page 8).

6. TAppoincing powers must notify their DPA-CCD analyst when
‘their surplus has been eliminated so that employee names may
;be removed from SROA lists,

LENGTH OF SROA ELIGIBILITY

1. LAYQOFF/DEMOTION/INVOLUNTARY TRANSFER: The initial SROA
eligibility is granted for up to 120 days. This eligibility
may be limited to the 120 days prior to the projected date of
the discriminatory hiring practices hearings (Government Code
Section 19798), by the SPB or the established layoff/transfer
date. (DPA Rule Section 599.854.1)

2. EXTENSIONS OF SROA ELIGIBILITY: Extenslons te SROA
eligibilicy will pot be routinely granted and are subject to
the review and approval of the Director, Department of
Persomnel Administration.

ESTABLISHING SROA LIST ELIGIBILITY

1. DPA will notify the SPB Certification Supervisor when
individuals are approved for SROA participation.

2. Participation in the SROA Program is voluntary. Please note

that a owers ca u [} e to
Eligible employees who choose to

participate must complete SPB Form 360, SROA JOB PLACEMENT
QUESTIONNAIRFE (See Attachment #l1) and return it to their
personnel office. This form provides all the information
necessary to place the employee on the appropriate SROA
lists, It is the department’s responsibility to provide
employees with the form, explain to them the nature of the
SROA Program, and to forward the completed form to the
appropriate DPA-CCD analyst, who will review the form for
completeness and forward it to the SPB

b




appropriate DPA-CCD analyst, who will review the form for
. completeness and forward it to the SPB Certification Unic.
({DPA Rule Section 599.854.2)

3. A limiced number of positions in restricted classes may be
specially funded under the Career Opportunities Development
(COD) Program. Legally these positions can only be filled by
persons who meet special eligibility requirements. In order
to determine whether surplus employees are eligible to be
considered for these positions, they must £ill out and submit
SPB Form 360-A SROA COD PROGRAM ELIGIBILITY FORM (See Attach-
ment #2) to the SPB Certification Unit. Appointing powers
should provide this form to employees at the same time they
provide the Job Placement Questionnaire.

4, Upon receipt of DPA approval for participation and the
completed Job Placement Questionnaire, the SPB Certification
Unit will place the employee on the appropriate SROA list(s).

Iv. 8 -G
A. RESTRICTED CLASSIFICATIONS

The classes included under the restriction of appointments policy
will be placed on either SROA List I or II, depending on the
extent to which they are related to classes included in a
potential layoff. (DPA Rule Section 599.854.2)

. 1. SROA LIST I consists of all classes included in the
anticipated layoff. SROA List I on a certification will

contain the names of surplus employees who are currently in
that class.

2. SROA LIST II consists of classes that either have a general
relationship to classes included in an anticipated layoff or
represent alternate placement opportunities for surplus
employees. Classes in which an employee formerly held
permanent or probatlionary status, may alsoc be added as SROA
List II classes. SROA List II on a certification will
contain the names of employees as recommended by the
appointing power and the DPA.

NOTE: A class may be on both SROA List I and II at the same
time. This may occur where the class has surplus
employees and is also considered an alternative placement
cpportunity for surplus employees in other classes.

3. The appointing power will be {ssued SROA certifications
containing all available names for the class by specific
location in which the vacancy exists and the time base
requested,
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4. Rule of the list applies to all SROA list certifications.
Any employee on an SROA list may be hired regardless of
whether they are a List I eligibla or a List II eligible.

5. Appointing powers must be aware that if a surplus employee
has been working in an inappropriate class, or has not been
performing duties typical to his/her current class, It is
possible that the employee will not be as competitive as
others on the same SROA list. (Hiring agencies will not be
responsible for resolving another agency’s classification
problems through the SROA Program.)

6. Appointing powers should recommend appropriate SROA List II
classes to the DPA-CCD analyst when requesting SROA
eligibility for surplus employeas. The appointing power
should also review the work histories of their surplus sctaff
in order to help establish SROA List II eligibility which
might be appropriate for an individual but not necessarily
all surplus staff in a given class. SROA List ITI eligibilicy
will be granted for those classes which most closely
correspond to the employee’s personal skills and experience
along with transfer classes related to the class of layoff.

B. REQUESTING SROA LISTS AND DOCUMENTING CONTACTS

Hiring agencies are responsible for requesting reemployment and
SROA lists regardless of the source of a regular certification
for the class.

1. Certifications issued by the SPB Certification Unit will
include the names of all SROA eligibles in the data base on
the date the certification is ordered. Contacts are
documented on the certification and reported to the SPB
Certification Unit in accordance with standard certification
clearance procedures,

2. If certifications are issued by the appointing power through
delegated testing or decentralized certification, the
appointing power must contact the SPB Certification Unit and
order an SROA list for the class. The SPB Certification Unit
will Issue a certification for the class requested,.
Appointing powers must document contacts on the certification
and return it to the SPB Certification Unit when the
clearance process is completed. (See IV.-D., Updating SROA
lists and IV_-E, Clearance of SROA lists.)

3. Contacts to SROA eligiblaes are valid for the same period of
time as contacts to any other employment list eligibles.

C. CONTACT OF ELIGIBLES

1. All contacts to employees should be made in writing.
Telephone contacts may be made if verified in wricing.
SPB Form 617, SROA Clearance and Waiver, should be used for

TR




this purpose. Appointing powers may order forms by
submitting a request in writing to the State Personnel Board
Supply Unit, 801 Capitol Mall, Mail Station #90. (DPA Rule
Section 599,954.3)

Employees are to be allowed a reascnable time to respond to
inquiries as provided for by SPB Rules 238 and 260. The
minimum amount of time that may be given to respond is

48 hours,

UPDATING SROA LISTS

The number of names on an SROA List will vary depending on the
daily status of surplus staff in the State. S5ROA lists will be
updated as changes take place.

In order to maximlze exposure of SROA eligibles to vacancies
while maintaining an acceptable time frame in the recruitment and
hiring process, the following procedures are to be used for all
appointments which are subject to the SROA Program.

1.

Agencies with On-Line Certification Capability

a. Browse ROPES report "XTXXXLIST" to determine 1if a List
Type ‘A’ (SROA List I) or 'B' (SRCA List II) exists for
the specific class. A screen print of this report will
serve as documentation that an SROA list does not exist.

b. If a List Type 'A’ and/or ‘B’ exists, the appointing
powers should order a certification and maks contacts to
fill the position.

¢. Before a hiring commitment i1s made to a non-SROA
eligible, the appointing power must browse ROPES report
"XXXXSROA"™ to determine whether any new names have been
added. A screen print will serve as documentation that
there are no additional names.

Agencies without Cn-Line Certification Capabilicy

a. Call SPB Certification Unit to inquire whether an SROA
list exists for a specific class,

b. Order an informal certification as documentation that no
SROA list exists., If an SROA list does exist, order a
formal certification,

¢. If an SROA list exists, before making a hire commitment,
contact SPB Certification Unit to determine whether new
names have been added. If there are no additional names,
write "No Additional Names™ at the bottom of the
Certificatien. If, new namss have been added, write the
new names on the existing certification and contact the
new eligibles,.

No SROA update is required if the appointing power is hiring
an employee from the reemployment or SROA list for the class.

-7-



E. CLEARANCE OF SROA LISTS

1. A name may be cleared from an SRCA list for any of the
following reasons:

The employee (1) has been hired by an agency other than the
one in which he/she is designated as being surplus (HS);

(2) waives eligibility for appointment (AW); (3) does not
respond to the contact (IDNR); (4) does not appear for work
or Interview (IDNA); or (5) 1is hired from this certification
(H). (DPA Rule Section 599.854.3)

NOTE: Appointing powers must inform employees that if they
do not respond to the SROA Contact (IDNR), or they do
not appear for a scheduled SROA interview (IDNA), they
will be automatically placed on Ilnactive status for
that classification and for all agencies. If this
should occur then the employee will have to request,
in writing, that he or she be placed active again for
that classification. Reinstatement requests should be
directed to the SPB Certification Supervisor.

2. In addition, appointing powers may be allowed to clear the
name of an SROA eligible by Special Exemption ("S.E.").
See IX., SPECIAL EXEMPTIQNS TO SROA.

F. INTERCHANGEABLE POSITIONS

When an appointing power is attempting to fill interchangeable
posicions (e.g., Staff Services Analyst/Associate Govermmental
Program Analyst or Graduate Legal Assistant/Legal Counsel/Staff
Counsel I, etc) and they clear the SROA list for one class, they
then must request and use the SROA list for the other class or
classes in the series. No new employees will be hired while
there are surplus employees in the interchangeable classes,

unless the appointing power requests and receives an SROA
exemption.

G. AGENCY RESPONSIBILITIES

1. Recruitment

Hiring agencies are required to make a good faith effort to
fill vacancies with employeses through appropriate use of the
SROA lists. When filling vacancies which are subject to
S5ROA, appointing powers will:

a. Order the SROA list at the beginning of the recruitment
process in order to give SROA eligibles an opportunity to
compete equally with other candidates.

b. Update the SROA list prior to completing interviews in
order to give additional SROA eligibles an opportunity to
compete (SEE IV.-D., UPDATING SROA LISTS).

c¢. Confirm that the duties of the position are appropriace
for the classification being recruited.
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d. Recognize that a reasonable training perioed, typically
the length of probation, is a part of the selection
process,

2. Hires

All SROA hires are to be reported to the SPB Certification
Unit immediately so that names can be removed from SROA lists
in a timely manner.

3. Non-Restricted Classes

If appointing powers have vacancles in classes that are net
restricted on SRCA List I or II, they are encouraged to
consider surplus employees for those vacancies. The 5PB
Certification Supervisor will attempt to provide lists of
interasted and qualified employees for vacancles in a variecy
of nonrestricted classes when requested.

REEMPLOYMENT LISTS
A. ORDER OF PREFERENCE

Reemployment lists take precedence over SROA lists. The order of
preference in certifying eligibles shall be: Subdivisional
Reemployment List, Departmental Reemployment List, General
Reemployment List, SROA List, followed by promotional and open
lists. (DPA Rule Section 599,854.2)

B. 'GENERAL REEMPLOYMENT LISTS

If the appointment is to be made from a General Reemployment

List, the appointment may be made from ona of the three persoens
standing highest on the 1ist. If fewer than three names are on
the General Reemployment List, appointment may be made from the

persons on the General Reemployment List or the persons on the
SROA List.

VI, ENT O 0]
A. REEMPLOYMENT/SROA LISTS
Appeointment transactions will be one of the following:

1. An appointment from the appropriate reemployment list for the
class.

2. An appointment from the SROA list.

3. For surplus employees not yet laild off, an appointment by
transfer may be made after clearance of any existing
reemployment list for the class.

4. For surplus employees who have been laid off but, who are not
yet on reemployment lists, a reinstatement may be made after
clearance of any existing reemployment list for this class.



B. REGULAR EMPLOYMENT LISTS

After any existing reemployment list has been cleared, surplus
employees may be appointed from any regular list upon which they
have eligibility and are reachable without clearance of the
appropriate SROA lists. These appointments must be approved in
advance by the SPB Certification Supervisor.

C. DIRECT CONTACT OF SURPLUS EMPLOYEES

If an appointing power has identified and wishes to hire a
surplus employee, they may do so without clearance of the SROA
list, It is pot necessary to wait until the employee’s name
appears on the SROA list. The SPB Certification Supervisor is to
be contacted, however, for verification of the employee’s
eligibility for SROA and to remove the employee’s name from the
system. Surplus employees may contact agency personnel directly
and obtain appointments if desired. They do pot have to be
referred by a SROA certification.

D. PROBATICNARY PERIODS

Appointing powers may require surplus employees hired from SROA
lists to serve a new probationary period. Employees rejectad
during probation would be returned to their former agency and
would again become subject to layoff action.

E. APPOINTMENT AUDIT PROCEDURES

All appointments to SROA List I and II classes are subject to
audit by the DPA-CCD analyst and/or the SPB Certification Unit
staff for proper documentation of appointments and clearances.
When incomplete documentation or unapproved exceptions to the
SROA policy are identified, follow-up action with the appointing
power will be taken.

VII. QF PO v

When the audit process reveals a departure from the restriction of
appointments requirements, and the apparent violation is the result
of a clerical or procedural error, the error will be corrected and
the appointment will be allowed to stand as having been made in good
faith. If a true policy or rule violation exists, it will be
specifically identified to the appointing power along with the
appropriate corrective action. Corrective action may include a
commitment by the appointing power to make an SROA placement at the
same or higher level, or initiating procedures with the State
Personnel Board to rescind the errant appointment.

VIII. 0A PO 8]

The following types of appointments are not subject to the SROA
policy and require no prior approval, providing the stated criteria
are met. (DPA Rule Section 599.854,4)

R
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IX.

A, APPOINTMENT FROM A REEMPLOYMENT LIST

B. MANDATCRY REINSTATEMENT TC SAME CLASS - SAME AGENCY
C. INTRA-AGENCY TRANSFER TO SAME CLASS

D. RETIRED ANNUITANT

E. TO FULL-TIME FROM A REDUCED WORKTIME PROGRAM - SAME AGENCY/SAME
CLASS

Applies only teo permanent full-time emplovees who:

1. Voluntarily reduced their time base under the Reduced
Worktime Act, and;

2. Are returning to full-time work in the same class under the
same appointing power.

F. .PROMOTIONS IN PLACE

Applies only when all of the following criteria are met:

1, There is no true wvacancy, and

—— g

2. There is no change of position, assignment or supervisory/
subordinate relationship of employee, and;

3. The promotion is clearly identified as typical in cases where
the employze has reached the next higher level within a class

series (Staff Services Analyst promoting to the Associate
level).

Promotions that do not meet the above criteria are subject to the
SRCA policy and procedures.

QNS TO S

Some types of appointments may be considered for a special exemption
to SROA due to extraordinary circumstances. Speclal exemptions must
be requested in writing and approved in advance. Blanket exemptions
will pot be granted. (DPA Rule Section 599.854.4)

Requests for special exemption to SROA List I and II should be
addressed to the appropriate DPA-CCD analysc.

NOTE: Requests for specilal exemption to SROA List I for appointments
to the Staff Services Manager I level and above require prior
Agency Secretary approval.

Appointing powers that do not report to an Agency Secretary may
submit requests directly to the DPA.

Below are the types of appointments and extraordinary circumstances
which may be considered for a special exemption to SROA.

-11-
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A. PLACEMENT OF A DISABLED WORKER

Transfer te a classification or job situation as recommended
and/or approved by a physician, for reasonable accommodation.
Requires written narrative request, full explanation of situation
and copy of doctor’s statement.

- B. T INTRA-AGENCY TRANSFER - CHANGE IN CLASS

~To ‘ragolve 'surplus prior-to initiating layoff, providing the
v"surplus has been previously identified in writing to DPA, with &
~full explanmation of the situation, including an agency plan for
placement of surplus staff.  Requires written request referring
to resolution of surplus. _;
NOTE: An agency hiring freeze has no impact on the SROA Program
and is not an acceptable reason for requesting a special
exemption to SROA.

C. EMERGENCY AND LIMITED-TERM APPOINTMENTS

For project status jobs of short duration (three to nine months)
when there is no possibility of a permanent appointment.
Requires narrative request fully explaining circumstances and a
copy of the duty statement.

D. INTER-AGENCY TRANSFER
1. Substitution of SROA eligible;

The vacancy left behind will provide for placement of a SROA
eligible in the layoff agency. Request must include the name
and classification of employee to be removed from SROA.

2. Fill behind policy:

The vacancy left behind will provide the same opportunity for
a SROA placement as the position being filled., Positions
must be at the same level and generally will be in the same
class. The request must fnclude a written commitment by the
appointing power from which the employee is transferring and
copies of both duty statements,

E. REINSTATEMENT AFTER LAYOFF

After layoff, individuals may be permissively reinstated to
appropriate classes for which they have no reemployment list
eligibility. However, if a reemployment list exists for the
class of reinstatement, it must be cleared first. If there is
also a SROA list, it need not be cleared if a SROA exemption is
requested and granted. The exemption request should include the
name of the Iindividual to be reinstated, the class from which
they were laid off, and the name of their former agency.

-
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F. OTHER SPECIAL EXEMPTIONS

Raquests for special exemption based on critical hiring needs
will be considered only for the most sensitive positions.
Interview of all SROA eligibles is required. Narrative requests
must include: (DPA Rule Section 599.854.4)

1. The nature of the critical hiring need and why it cannot be
mat through SROA hiring.

2. The results of all interviews and coples of the applications -~
of all SROA candidates interviewed and the proposed
appointee.

3. A copy of the position duty statement and a simple organiza- -~
tion chart showing the position.

4. The consequences if an exemption is not granted., ~

5. Whether granting an exemption will create a vacancy which can

be filled by SROA. If a vacancy results but cannot be filled
by SR0OA, explain.

6. Other positions that have been filled through SROA hires in
the last six months,

Appointing powers may be required to submit additional
information upon request. Exemption requests will be considerad
in conjunction with the class specification. Critical hiring
needs which include extraordinary skill requirements or
specialized knowledge and abilities may be subject to
clagsification review.

NOTE: Appointing powers are cautioned not to confuse desirable
qualifications with critical hiring needs.

X. SROA INTERACTION WITH THE CAREER QPPORTUNITY DEVELOPMENT (COD)
PROGRAM

A. COD CONTRACT PLANNING

It is che intent of the SROA Program to unduly interfere with the
.COD Program. However, since it does not make good sense to be
hiring new employees into classes which have a significant number
of surplus employees facing layoff action, it is very ilmportant
to considar the impact of the SROA Program when planning and
developing COD contracts. As a general principle, appointing
powers should not be contracting for positions in classes with
large numbers of surplus employees needing to be placed. Since
many COD classes are not on restriction and others such as Office

Assistant have sufficient turnover, meaningful COD contracts may
still be developed.

-13-
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B. COD COORDINATION WITH SP® CERTIFICATION UNIT

To help ensure that approprilate consideration is given to SROA
issues, the COD Unit at the SPB will consult with the SPB
Certification Supervisor before finalizing COD contract
proposals. The SPB Certification Supervisor will provide
information on the status of SROA lists and on expected surplus
employees in the future. This will assist the COD Unit and
appointing powers in making appropriate decisions as to which
classes to include in theilr contracts in order to avoid conflicts
with the SROA Program. It is expected that once contracts are
approved, transitioning problems for COD trainees will be
minimal.

C. INITIAL HIRES INTO COD-FUNDED POSITIONS IN RESTRIGTED CLASSES

Since it is possible that COD eligibles may be on SROA lists,
SROA lists must be screened for eligibles. If eligibles are
found, they must be hired or cleared before other lists may be
used. WIN/COD eligibles will be flagged "9" and COD/
REHABILITATION eligibles will be flagged "H" on SROA lists for
easy identification. If an SROA list does not contain any COD
eligibles, it may be bypassed and other employment lists used.
Any questlons concerning whether individuals flagged on SROA
lists possess the eligibility requirements should be directed to
the COD Unit at the SPB at 445-5812 (ATSS 485-5812).

D. TRANSITIONING COD EMPLOYEES INTO PERMANENT POSITIONS IN
RESTRICTED CLASSES

After employees in COD-funded positions have served their
appropriate training period, they may be transitioned to
permanent civil service positions as follows:

1. Employees who were hired into status classes from eligible
lists may transfer to permanent positions in the same class
without first clearing SROA lists (Intra-agency transfers in
the same class are exempt from SROA).

2. Ewmployees who were hired into TAU classes and who are
required to compete in an examination in order to transition,

may be hired into permanent positions only after SROA lists
have been cleared,

-C 0A CO
Any questions on these procedures should be referred to the appropri-
ate CCD/SROA Section Coordinator: CCD Section I - Marcella
Chiarello; CCD Section II - Judy O'Day; CCD Section III - Marie

Powell; CCD Section IV - Alfonso Ramirez at (916) 324-9381, ATSS
454-9381.

-14-
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ATTACEMENT 1

LIFQRN!A STATE PERSONNEL BOARD

" JOB PLACEMENT QUESTIONNA(RE

TATE RESTRICTION OF APPOINTMENTS PROGRAM DATE
48 380 {11/89) PAGE 1

Tha Stats Personnel SBoard and the Cepartmant of Personnal Adminiatration staff are apisting State smpioyees to find new jobs when thay are foced with lav
or demation dus to the reduction of State civil mrvice positions. The Stats Personnel Board staff will refer thess smpicyses to State sarvice vecancies in ot~
departmants that are: 1) in the employee’s current classification, 21 in the demaoticnal pattarns from tha smplovee's current clagtification, and 3) in ot
clossly releted clessifications. This ssrvice will be provided to you for up to 120 davs from the date your name is placed an an SROA list.

Participation in the SAOA Program Is valurtary, If you wish to participets, plesss compiute each page of the questionnaire. Use Page 2 of this questionnr
to indicate any education ar experiance you have thet would specifically quaiify you for 8 job outide of your current occtipation. Complated questionna:
thouid be retumed immedistely to your departmental personnei office. You can artach your resums to this form,

LAST NAME FIRST NAME MIDOLE INITIAL | S3A # WOAK TELEPHONE NUMBER
AREA CODE { )
CURRENT CLASS CURRENT SALARY RANMGE: | CURRENT DEPARTMENT (LEAVE BLANK
Qa Os Q¢ —
HOME ADDRESS cITY ZIP CODE HOME TELEPHONE NUMBER
. CA AREA CODE ¢ )

LANGUAGE FLUENCY:
PLEASE INDICATE YOUR INTEREST BY CHECKING THE APPADPRIATE BOX:
T 1 sm fiuent in and inrerested in appointment to a position requiring a sacond language,

O €1 — Chiness-Cantoness disiect ] A1 - Mexican-Spanish O G1 ~ Braitle
{0 ¢1 = Tagaleg 0 D1 - American Sign O HY ~ Koresn
O 8 ~ Japaness 0 Ft — Portuguess O J1 — Vietnamese

PLEASE CHECK YOUR CHOICES — YOU WILL NOT BE OFFERED A JOB IN LOCATIONS NQT CHECKED, HOWEVER iF MOHE THA®
15 LOCATIONS ARE CHECKED, YOU WILL BE CONSIDERED AVAILABLE FOR WORK ANYWHERE IN THE STATE.

[ 5] ANYWEHRE IN THE STATE

{8004] ANYWHERE IN THE NORTHERN AREA -
QR maka Northarn county sslactiona,

(9400) Butee (3100) Piscer worw | o
(0690} Colusa __ 9 Pumm :

{0809) Del Norts —___ (4500) Shasta g ki,
{11991 Glann —___ 14800) Slerra TR sts | e
{1200} Humboldt {4790} Siskiyou i !
{1700) Lake T (5100) Sutter NORTHERN oo TN
{1809) Lassen T (5200} Tehsma "_m_mr-"-“"“ “'.
{2300) Mendocino —__ (5300) Trinity Aot g
{250¢) Modoc (8804) ‘Yuba "';o% -w’~'?-°a
(2990) Neveds — R W

{8001} ANYWHERE IN THE CENTRAL AREA
CFR make Cantral county mu:tiom.

{9199) Alameda {3400) Secramanto
19200} Aipine {3500} San Benito b v
19300} Amador {3800) San Francisco CENTRAL S ét"} “K"'g'z"t""

{0508) Calaveras
13709} Contra Corma
{2303} €l Dorsdo

{3990} San Joaquin
{4109) San Mateo
{4300} Santa Clara

j'-lIllIIIIHH

HI.':.I IRRRRRERERAY IIIIHIIHI.H

{109} Fresno 14400) Santa Cruz
{2039) Maders {4800) Solano A el
{21991 Marin {45900} Sonoma
(2200} Marigow {E220) Stanisiaus
{2400) Marcad {6509} Tuolumne 14 AEANLROING
{2700} Montersy (5799) Yolo
{2800} Napa '3
(811) ANYWHERE IN THE SOUTHERN AREA SOUTHERN oy e

OR maka Southern county ielections, m"“.i“"“ N
{1300} Imperial —_ _ (2600} Mono (4809} San Luls Obispo unmno:' amnlu._S
(1400} Inyo " [390®) Orange . 14200) Santa Barbera ;
(1530} Kern e {3300} Riverside — (5400} Tulare
{1600 Kings . (3600) Sen Bernardine ___ (5604} Venwurs

{1990) Los Angeles {3709} San Diego

J2

" PLEASE NOTIFY THE PERSONNEL BOARD PROMPTLY ... IN WRITING ... OF ANY CHANGE IN THE INFORMATION PROVINEA Anmiir




JOB PLACEMENT QUESTIONNAIRE
STATE RESTRICTION OF APPOINTMENTS PROGRAM
P8 380 (11/89) PAGE 2

EDUCATION

NAME OF 3CHOOL

COURSE QF STUDY UNITS DEGREE

CERATIFICATES OR LICENSES

EXPERIENCE
e ——————————— =
FROM TO JOB TITLE AND DESCRIPTION SALARY EMPLOYER

| am aware that my participstion in the SROA program s voluntery.
EMPLOYEE SIGNATURE OATE

PRIVACY STATEMENT
AGENCY NAME: State Personnel Board {SPBI).

UNIT HESPONSISGLE FOR MAINTENANCE: State Restriction of Appointments Unit, B01 Capitol Mell, P.O. Sox 044201, Secremento, CA 94244-2010.

AUTHORITY: Government Code Section 19988.1 is the suthority for the establishment of the Stats Restriction of Appointments Program.

PURPQOSE: The information ypu fumish will be used to add your name to restrictred lists,

PROVIDING INFORMATION' Participation in the State Restriction of Appaintments Prograsm is voluntary, If you choose to participate, it is required

vou promdt all'infarmation mequestsd on page 1 of this form. Other information requestsd on the torm is voluntary. -

ACCESS: %m fubmitted 10 the Stats Personnel Board your completsd State Restriction of Appointments Farm becames canficential Information snd the =~

mnv o! rhc Board, Only suthorized personnel dlncilv Involved In the sslaction procsss will be silowed sceess,




.u.urom;u STATL PERSONNEL BOARD ATTACHMENT 2

S'T:ATE RESTRICTION OF APPOINTMENTS PROGRAM

COD PROGRAM ELIGIBILITY FORM
100-360-4 (8/83)

.NAH!-:: : *SSA #
ADDRESS: ' BOME PHONE:
TEPARTMENT: CFFICE PHONE:
CIASS TITLE: !

A limited number of positions in your job classification may be specially funded
under the Career Opportunities Development (COD) Program., The COD Prograz is a
special hiring program created under the Welfare Reform Act of 1971, The COD Progranm
subgidizes positions in State departments using State and Federal funds. Legully,
these positions can be filled only by candidates who meet special employment and
traizing program eligidility requirements.

So that we can determine your eligibility for the specially funded positions, please
check any of the following which may apply to you:

9-D I am a pexber of a family receiving welfare assistance under Aid to
Families with Dependent Children (AFDC) and I am registered with the
county welfare office located:

' . (Addreas) (City)

H-D I have a physical or mental disability which has prevented or may preveat
: me {rom obtaining employment and I am a client of the Department of :
Rehabilitation office located:

(Address) (City)
Q-D I am currently working in a.l YIN/COD funded position, ’
B-D I am currently working in a COD/Rehabilitation funded positien.
D . 1 do not qualify under any of the above. | |

Please notify the State Personnel Board promptly of any change in eligibility,
address, or availability for employment,

PRIVACY STATEMENT

AGENCY NAME: Burte Peaonrdel Board {SPBI.

UNIT RESPONSIBLE FOR MAINTENANCE: State Roevtriction of Appointrments Unit, B0t Caphol! Mait, Sscramento, CA 95814,

AUTHORITY: Gonsrament Code Saction 19998.1 it Lhe suthority for artablishmant of the Sarts Reviriction of Appoimments Prognm. The

‘J Carver Opportunitio Develooment Program wes craetad uader the Weilsn Aeform Act of 1971,

N RPOSE: The Information you fumbh will be used to demrming your eligibility for positions eclally funded undsr the Carver
Opportunitiss O eveiooment Progesm,

PROVI&:PUG INFORMATION: Perticipetion ls woluntery, If you chooss t Derticipets, it iy required that you provide ofl requerad

orrration,

ACCESS: When subminied to the Penonne! Bosrd your comolemsd COD Progrem Eligibllity Form becomes confidential. Only authorlred

pennonnsl dinctly lewohved in the iiection proces will be silowed accms.

ey






ATTACHMENT 3

DEPARTMENT OF PERSONNEL ADMINISTRATION

Article 20.5 State Restriction of Appointments

599.854 Scope-Nonrepresented Employees

(a) This article shall govern the Department of Parsonmel
Administrations’ program under Sectioms 19998 and 19998.1 of the Govermment
Code to assist in the job placement of nonrepresented employees who may be
facing layoff or demotion-in-lieu of layoff as those terms are used in
Sections 19997 and 19997.8 of the Government Code. This program shall be
known as the State Restriction of Appointments (SRCA) Program. For the
purposes of this article, a nonrepresented employee is: an employees
excluded from the definition of State employee in Section 3513(c) of the
Govermment Code; an employee designated as supervisory in Section 3522.1 of
the Government Code.

(b) It {s the intent of the SRCA Program, to the extent that it is
administratively feasible, to prevent the layoff and separation of skilled
and experienced employees from State service.

(e) The SROA Program assists In placing affacted employees by
temporarily restricting the methods of appointment available to appointing
powers. Employees on SROA lists are granted preferential consideration over
all other types of appointments except appointments from reemployment lists
and mandatory reinstatements,

NOTE: Authority cited: Sections 19815.4(d), 19816 and 19820 of the

Government Code. Reference: Section 19998 and 19998.1 of the Government
Code.

ccd/A23159



DEPARTMENT OF PERSONNEL ADMINTSTRATION

Article 20.5 State Restriction of Appoincments

599.854.1 State Restriction of Appointments Program Eligibility-
Nonrepresented Employees

(a) To participate in the SROA Program the appointing power must firsc
demonstrate to the Department of Personnel Administration, that for each
class requested an employee surplus exists which, unless eliminated, would
result in layoffs.

(b} After certification by the Department of Personnel Administration
that the agency's employee surplus cannot be resolved through voluntary
transfers, voluntary demotions, reduced worktime or other voluntary means,
the Department of Personnel Administration shall authorize the use of the
SROA Program for employees who are facing layoff or demotion in-lieu-of
layoff. Employees in the class(es) of layoff will be placed on the SROA
lists based on the following criteria:

(1) Employees who may be subject to layoff or demotion-in-lieu of
layoff, will be considered as eligible for the SROA Program.

(2} Additional employees may be placed on SROA for the class(es) of
layoff when the Department of Personnel Administration determines that their
participation in the SROA Program will help to prevent the layoff of other
employees.

(¢} With the approval of the director, the appointing power may
restrict the organizational subdivision and/or the geographical location of
those employees eligible for the SROA Program, when the organizational and
geographical parameters of the layoff have been similarly restricted.

(d) 1Inicial SROA eligibility approval for employees facing layoff,
demotion-in-lieu of layoff and involuntary transfer, shall be granted for
120 calendar days.

(e) The director may extend the initial SROA eligibility period up to
an additional 120 calendar days when it has been determined that:

(1) A substantial number of the surplus employees have not been placed
in other agencies, or;

(2) An extension of the SROA eligibility period would likely result in
addicional SROA placements.

NOTED: Authority cited: Sections 19815.4(d), 19816 and 19820 of the
Government Code. Reference: Sections 19998 and 19998.1 of the Government
Code,

ccd/A24725




DEPARTMENT OF PERSONNEL ADMINISTRATION

Article 20.5 State Restriction of Appointments

599.854.2 State Restriction of Appointments Program Lists-Nonrepresented
Employees

(a) Following approval by the Department of Perscnnel Administration
for participation in the SROA Program, the appointing power may proceed with
the enrollment of employees into the program.

(b) The appointing power shall be responsible for informing all
affected employees about the SROA Program and how to apply for a SROA
listing.

(c) Employee participation in the SROA Program is voluntary.

(d) Employees may not voluntarily place themselves on inactive status,
once thelr names are placed active on any SROA listing. However, employees
may request that specific classes be removed from their SROA listing, if
they do not wish to receive job inquiries for those classes.

(e) SROA eligible employees may exercise an unlimited number of
waivers of appointment from SROA lists.

(£) Any employee on an eligible SROA list may be hired regardless of
where they are placed on the list.

(g) Appointing powers that may be attempting to fill vacant limited-
term positions which are projected for nine months or longer, will be
required to use the SROA lists. Eligibles should be informed during the
initial contact that the vacancy is being filled on a limited-term basis and
the anticipated length of the assignment.

(h) Reemployment lists as defined in Sections 18534 at seq; 18903
et seq; 19997.2 and 19997.11 of the Goverrment Code, take precedence over
SROA lists.

(1) Vhen an SROA list 1s established, all appointing powers must make
appointments to a restricted class from a SROA list or meet the appointment
exemption criteria as listed in Section 599.854.4.

NOTE: Authority cited: Sections 19815.4(d), 19816 and 19820 of the Covern-
ment Code. Reference: Sections 19998 and 19998.1 of the Government Code.

FFL/A23874



DEPARTMENT OF PERSONNEL ADMINISTRATION

Article 20.5 State Restriction of Appointments

599.854.3 Inquiry and Clearancs of State Restriction of Appointments
Program Lists-Nonrepresented Employees

(a) All job interest inquiries to fill a vacant position from an SROA
listing should be made in writing. Telephone inquiries may be made if
verified in writing,

(b) Employees shall be allowed a reasonable time to respond to
inquiries as provided for in State Personnel Board Rules 258 and 260,

Ticle 2, Division 1, Chapter 1 of the California Code of Regulations.

(¢} A name may be cleared from an SROA list for any of the following
reasons,

(1) The employee has been hired by another agency.

(2) The employea waives eligibility for appointment.

(3) The employee does not respond to the inquiry.

(4) The employee does not appear for work or an interview as
scheduled,

(5) The employee is hired from the SROA certification.

(6) The appointing power requests and is granted an SROA exemption
pursuant to Section 599.855.4,

(d) The appointing power must inform all SROA eligibles that failure
to respond to the SROA inquiry, or to appear for a scheduled SROA interview,
will result in automatic placement on inactive status for that class in all
agencles (State Personnel Board Rule 260). .

NOTE: Authority cited: Sections 19815.4(d), 19816 and 19820 of the
Government Code. Reference: Section 19998 and 19998.1 of the Government

Code.

ced/A25651 -
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DEPARTMENT OF PERSONNEL ADMINISTRATION

Article 20.5 State Restriction of Appointments

599.854.4 State Restriction of Appointments Program Exemptions-
Nonrepresented Employees

(a) The following types of appointments are not subject to the SROA
Program and require no prior SROA approval, providing the criteria set forth
below are met,

(1) The appointment i{s from a reemployment list.

(2) The appointment {s a mandatory reinstatement to the same class,
sama agency.

(3) The appointment is an intra-agency transfer to the same class.

(4) The appointee is a retired annuitant, pursuant to Sectiom 19144 of
the Govermnment Code.

(5) The appointment is to a full-time position from a reduced worktime

position, This applies only to a permanent full-time employee who
voluntarily reduced his/her time base under the Reduced Worktime Act
(Section 19996.20 et.seq.) and is returning to full-time work in the same
class in the same agency.

(6) The appeintment Iis a promotion in place; there is no true vacant
poaition, there is no change of poesition, or supervisory/subordinate
relationship; and the promeotion is clearly identified as typical in cases
where the employee has reached the next higher level within a class series.
Promotions that do not meet this criteria are subject to the SROA Program,

(b) Special exemptlions to the SROA Program must be requested in
writing by the appointing power and approved in advance by the Department of
Personnel Administration, Blanket exemptions will not be granted.

(c) The following types of appointments and extraordinary
circumstances shall qualify for a special exemption to the SROA Program.

(1) Placement of a disabled worker to an appropriate class, as
recommended and/cr approved by a physician, for reasonable accommodatzion
pursuant to Section 19230(c) of the Govermment Code, The exemption request
requires a written request with a full explanation of the situation and a
copy of the doctor’s supporting statement.

(2) Voluntary employee transfers, between classes within an agency,
are not restricted when they are made in conformance with a written plan,
approved in advance by the Department of Personnel Administration.

(3) If an appointing power wishes to fill a vacancy in a SROA class,
with an inter-agency transfer, the vacancy left in the other agency must be
filled using the SROA program. Consideration will be given to the classes
offered in the exchange, the salary relationship between the classes and the
geographical location of the vacant position being offered. These
transactions must be approved by the Department of Personnel Administration
prior to the transfer actually taking place.

{4) Emergency and Limited-Term appecintments of less than nine months
duration when there 1s no possibility of a permanent appointment.



arth

(5) Limited Examinacion Appointment Program (LEAP) appointments.
Before a LEAP eligible c¢an be initially hired the appointing power must
first request and receive approval for a SROA exemption. When a LEAP
eligible has successfully completed the Temporary Authorization (State
Personnel Board Rule 265) period the appointing power may make a permansent
appointment for that person without requesting another SRCOA exemption.

(d) Requests for special exemptions based on critical hiring needs
will be granted only when the appointing power has demonstrated that the
SROA candidates do not have the knowledge, skills and background required
for the position, or that the training period required to qualify the SROA
candidate would be of such length that the effectiveness of a specific
program would be jeopardized unless the exemption is granted.

NOTED: Authority cited: Sections 19815.4(d), 19816 and 19820 of the

Government Code. Reference: Sections 19998 and 19998.1 of the Government
Code.

BOO666
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DPA Laws and Rules

PART 26. PERSONNEL ADMINISTRATION
CHAPTER 1. DEPARTMENT OF PERSONNEL ADMINISTRATION

CHAPTER 7. SEPARATIONS FROM SERVICE

. Article 3. Layoff Reemployment
19998. (a) It is the policy of the state that when an employee is
_to be separated from state service because the tasks he or she was
assigned are to be eliminated or substantially changed due to man-
agement-initiated changes, including but not limited to autornation
or other technological changes, steps should be taken on an inter-
departrnental basis to assist such employee in locating, preparing to
qualify for, and being placed in other positions in the state civil
service. This provision shall not be construed to restrict the authority
of the executive branch or the Legislature to effect economies or
make organizational or other changes to increase efficiency in state
governrnent. ‘ i
(b) If the provisions of this sechon are in conflict with the provi-
sions of a memorandum of understanding reached pursuant to Sec-
tion 3517.5, the memorandum of understanding shall be controlling
without further legislative action, except that if such provisions of a
memorandum of understanding require the expenditure of funds,
the provisions shall not become effective unless approved by the
Legislature in the annual Budget Act.
(Added by Stats. 1981, Ch. 230.)

19998.1. (a) The department may temporarily restrict the
choice of methods of appointment available to an appointing power
if such restriction is deemed necessary in the placement in other
state civil service positions of employees whose positions have been
or are about to be changed substantially or eliminated by such man-
agement-initiated changes. '

(b) If the provisions of this section are in conflict with the provi-
sions of a memorandum of understanding reached pursuant to Sec-
tion 3517.5, the memorandum of understanding shall be controlling
without further legislative action, except that if such provisions of a
memorandum of understanding require the expenditure of funds,.
the provisions shall not become effective unless approved by the
Legislature in the annual Budget Act.

(Added by Stats. 1881, Ch. 230.)






State of California

MEMORANDUM

Issue Date: October 3, 1990
Reference Code: MM 90-05
Effective Date: October 3,1990
Expiration Date: Indefinite

To: PERSONNEL OFFICERS .
PERSONNEL TRANSACTION SUPERVISORS
EMPLOYEE RELATIONS OFFICERS

THIS MEMORANDUM SHOULD BE DISTRIBUTED TO:
ALL PERSONNEL TRANSACTIONS STAFF

From: Department of Personnel Administration
Classification and Compensation Division

Subject: " PROCESSING SALARY ACTIONS

The purpose of this memo is to advise you that the Department of Personnel
Administration (DPA) is delegating to departments the authority to process
specific types of Personnel Action Requests (PAR) transactions up to three
years retroactive without DPA approval.

Current practice requires departments to receive DPA approval before
processing certain transactions that update or change employee salaries or
pay history. Specifically, retroactive transactions and corrections of
mandatory actions beyond one year and retroactive transactions and
corrections to discretionary actions beyond 30 days are sent to DPA for
approval prior to submission to the State Controller's Office for payment.

In an attempt to streamline this process and provide a more efficient manner
in which to handle these transactions, DPA is delegating to departments the
authority to backdate transactions up to three years retroactive without
prior review/approval by DPA. Only those transactions identified below will
continue to require DPA pre-approval,

THE FOLLOWING TYPES OF TRANSACTIONS WILL REQUIRE DPA APPROVAL:

1. Special salary requests - exceptions to existing rules (unless
authorized by a Management Memo or Pay letter).

2. Auditor General, Legislative or Exempt employees appointed to civil
service classes above the minimum rate.






- < 4

3. Pay Letter or Management Memo instructions which indicate DPA approval
is required for a particular transaction (i.e. MM #88-12 - Salary loss
upon transfer to a deep class).

DPA rule 599.668 will be amended in the future to reflect this change. The
3-year retroactive standard is consistent with the Civil Code of Procedure

(CCP) Section 338 and the State Controller's authority to pay salaries and

wages, subject to the general three year statute of limitation explained in

Payroll Letter #88-15. Retroactive actions beyond three years will need to
be processed through the Board of Control,

This policy change is to be effective as of the above date. Questions
regarding this memo should be directed to Clarice Pace at (916)324-0445,
ATSS 454-0445,

ﬁm};z?

Robert K. Painter
Section Manager
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