State of California

MEMORANDTUM

. Date: September 24, 1990
Reference Code: 90-50
To: PERSONNEL MANAGEMENT LIAISONS

y THIS MEMORANDUM SHOULD BE DISTRIBUTED TO:

Employee Relations Officers
Personnel Officers

From: Department of Personnel Administration

Subject: Adoption of State Restriction of Appointments Rules for Non-
Represented Employees

On April 9, 1990, the Department of Persommel Administration (DPA) issued
Reference Code Memo 90-11 announcing proposed rules for mnonrepresented
employees, regarding the State Restriction of Appointments (SROA) Program.

These rules, Sections 599.854 through 599.854.4, have now been approved by the
Office of Administrative Law and will become effective on September 27, 1990.
A copy of the approved rules is attached to this memorandum. They will also be
published in the next revision of the Title 2, Chapter 3, DPA General Civil

. Service Rules. The adoption of these rules basically formalizes existing
policles and procedures in this area.

In addition to the adoption of these rules, we have revised the DPA
Management Memo on SROA Policies and Procedures. The revised DPA Management
Memo (MM 90-05) will be released to coincide with the September 27, 1990
effective date of the new SROA rules. If you have any questions regarding the
provisions of the new rules or of the SROA Program, please call the DPA
Classification and Compensation Division analyst assigned to your department at
(916) 324-9381, ATSS 454-9381,

Weedo 0 NN @ e
Wendell M. Coon, Chief
Policy Office
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DEPARTMENT OF PERSONNEL ADMINISTRATION

Article 20.5 State Restriction of Appointments

599.854 Scope-Nonrepresented Employees

{a) This article shall govern the Department of Personnel
Administrations’ program under Sections 19998 and 19998.1 of the Government
Code to assist in the job placement of nonrepresented employeés 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 (SROA) Program. For the
purposes of this article, a nonrepresented employee is: an employee
excluded from the definition of State employee in Section 3513(c) of the
Goverrment Code; an employee designated as supervisory in Section 3522.1 of
the Government Code.

(b) It is the Intent of the SROA Program, to the extent that it is
administratively feasible, to prevent the layoff and separation of skilled
and experieénced employees from State service.

(e) The SROA Program assists in placing affected 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.
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DEPARTMENT OF PERSONNEL ADMINISTRATICN

Article 20.5 State Restriction of Appointments

599.854.1 State Restriction of Appointments Program Eligibility-
Nonrepresented Employees

{a) To participate in the SROA Program the appointing power must first
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
enployees.

(¢) 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
peographical parameters of the layoff have been similarly restricted.

(d) Initial 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
additional 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.
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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 Personnel 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 their 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) BSROA eligible employees may exercise an unlimited number of
waivers of appointment from SROA lists,

(f) 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 £ill 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 et seq; 18903
et seq; 19997.2 and 19997.11 of the Government Code, take precedence over
SROA lists.

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

NOTE: Authority cited: Sections 19815.4(d), 19816 and 19820 of the Gowvern-
ment Code. Reference: Sections 19998 and 19998.1 of the Covernment Code.
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DEPARTMENT OF PERSONNEL ADMINISTRATION

Article 20.5 State Restriction of Appointments

599.854.3 Inquiry and Clearance 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,

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

(c) 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 employee walves 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
agencies (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,
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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 is from & reemployment list.

(2) The appointment is a mandatory reinstatement to the same class,
same agency.

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

(4) The appointee is a retired annuitant, pursuant to Section 19144 of
the Government 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 199%96.20 et.seq.) and is returning to full-time work in the same
class in the same agency.

(6) The appointment is a promotion in place; there is no true vacant
position, there is no change of position, or supervisory/subordinate
relationship; and the promotion 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 exemptions 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.

(¢) 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/or approved by a physician, for reasonable accommodation
pursuant to Section 19230(c) of the Government 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 Personmel Administration.

(3) 1If 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 appointments of less than nine months
duration when there is no possibility of a permanent appointment.




(5) Limited Examination Appointment Program (LEAP) appointments.
Before a LEAP eligible can 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 permanent
appointment for that person without requesting another SROA 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,
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