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.:.' Bta{é of California

MEMORANDUM

.

"FProm:

Subject:

PERSONNEL MANAGEMENT LIAISONS REFEREINCE CODE: MMBIB-IS :

EFFECTIVE DATE: .June 1, 1988

EXPIRATION DATE: Indefinite

DATE OF ISSUE: June 8, 1988

THIS MEMORANDUM BEHOULD BE DISTRIBUTED TO:

PERSONNEL OFFICERS ~
EMPLOYEE RELATIONS OFFICERS

' Department of Personnel Administration

State Restriction of Appointments (SRO;\) Policles and Procedures '

(Supercedes Management Memo 87-08)

Attached are the following materials relating to SROA:

1. UPDATED LISTING OF CURRENT SROA LIST I AND 1l CLASSES

This listing is for informational purposes only and reference to lt‘doés not take the

place of SROA clearance procedures.

2. REVISED SROA PROGRAM POLICIES AND PROCEDURES

The attached SROA Program Poliéie; and Procedures shpenedes,'. Management
Memo 87-08. Departments are responsible for advising all employees involved in the
hiring process of the revised BROA policies and procedures.. Following ls & list of the

most significant changes included in this revision.

Reference - Section Title

. 1AL 4. Administrative Responsibllity
1 A. 6. Administrative Responsibility -
I B. Administrative Responslblility -
I A. 1. Recognition of Surplus
VD.1. Updating SROA Lists
1X Speclal Exceptions to ‘SROA,

3. REMINDER TO ALL DEPARTMENTS

Pollcy/PrI'oe'edure Change
DPA Representative |
DPA Change of Address
SPB Representative
SPB Reprepentatlvé ’
8PB Representative o
DPA Repreie‘ntatl've

a. The attached listing of classes on SROA was complete as of lhy 31, 1988. This
listing s provided for Informational purposes only and cannot be used in lieu of
BROA clearance procedures. Updates will be issued perlodically. S

b. At the beglnning of the recruitment process, departm'eriik are respbmiiblel for |
requesting reemployment and S8ROA lists regardiess of the source of a regular
certification for the class of hire. See SROA Policies and Procedures V-B. and D,

DEPARTMENT OF PERSONNEL ADMINISTRATION
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c.

Lol

SROA and Limited Examination Appointment program (LEAP) 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 first. When a LEAP eligible has

-successfully completed the TAU period and the department wishes to transition

_ him/her into, permanent status, an SROA exemption must be requested and

h..

approved.

There is no difference in.the clearance procedure for SROA List I and List Il

_classes. Contacting and hiring List Il eligibles is not optional. They are to be

given the same consideration as List I eligibles.

Departments must secure Department of Personnel Administration (DPA)
approval for participation in the SROA program prior to submitting employee
names for placement. If necessary a meeting may be arranged to discuss any
exceptional requests a department may have.

Exceptions to bypass employees on SROA List I and List Il must be approved in
advance by the DPA. Requests should be directed to Diane Hachey, Department
of Personnel Administration, 1550 "S" Street, Suite 400 - North Building,
Sacramento, CA 95814, Telephone (916) 324-0439, (ATSS) 454-0439.

Departments are responsible for requesting extensions of SROA eligibility for
their surplus employees well before (at least three weeks) the date their
eligibility expires. Requests for extensions should be addressed to the attention
of Diane Hachey at DPA and should include the names and class titles of the

individuals to be extended.

SROA éurplus lists will be updated as changes take place. Because of this,

.departments ‘'must call the State Personnel Board (SPB) SROA Unit when they

have cleared their SROA certification to inquire if new names have been added.
If there are new names, they must be cleared before other lists may be used. In
addition to this clearance, departments must also call the SPB/SROA Unit to

" Inquire if the position (class) to be filled has been added to the SROA listing since

the last published list.

‘Hiring departments that may have vacant limited term positions in classes either

on List I or List II which are projected for hine 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 assignment.. Departments may then follow the Clearance of SROA Lists
procedure found in Section V.-E. of this memorandum.

| Departments are asked to notify the SPB/SROA Unit of SROA hires, as soon as

possible, by calling either Carole Dobbins, the SROA Coordinator, at 324~0398,
(ATSS) 454-0398 or Pam Kaser the SROA Clerk at 324-0378, (ATSS) 454-0378.

“This Is necessary to keep both lists as up to date as possible.

«.{. Rutherfo

. Personnel Se

» Manager
ices Branch

~ Attachment -

. PSB/C792




STATE RESTRICTION OF APPOINTMENTS (SROA) PROGRAM
POLICIES AND PROCEDURES
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I.

1L

STATE RESTRICTION OF APPO‘I‘NTMENTS (SROA) PROGRAM
POLICIES AND PROCEDURES '

INTRODUCTION

This memorandum outlines the revised policles and procedures that depart-
ments must follow under the Department of Personne! Administration's (DPA)
State Restriction of Appointments (SROA) program. Authority for the program
is provided in Government Code Sectlons 199898 and 19998.1. The SROA
program is Intended to assist In the placement of surplus employees facing
layoff or whose positions have been or are about to be changed substantially or
eliminated due to management initiated changes. ' o

The SROA procedures apply to all appointments including new hires, promo- -
tions, permissive reinstatements, transfers, voluntary demotions, training and
development asslgnments and limited term appointments to classes identified
by the Director as being appropriate due to staff reductions. Exceptions are
discussed in Section VIII and IX of these Policies and Procedures. Co

ADMINISTRATIVE RESPONSIBILITY -

A. The DPA is responsible for administering the SROA program, and retalns .
responsibility for the following: : C S

1. Developing and maintaining the SROA policy.

2. Making the Initisl determination that a debhrtmerit has surplus‘
employees who are eligible for the SROA program. .

3. Approving Individual employees for participation in the SROA
program. o _ S _
4. Reviewing and ruling on requests for exception .'to"SROA Lfst 1 and
List II. '

5. Reviewing and ruling_oﬁ app'eals' from decisions of the SPB/SROA
Unit. o -

6. Determining and implementing g'pproprlate corrective actions 1fo|r
SROA polley vlolations, . : .

Questions regarding the above may be addressed to:

Department of Personnel Administration (D-22)
Personnel Services Branch

1515 "S" Street, North Bullding

Sacramento, CA 95814 :

Attention: R. L. Rutherford

(918) 324-0439, (ATSS 454-0439)

PSB/A449



B.

" The SPB has been delegated the responsibility to implement and carry out

the restriction of appointments policy and has established the SPB/SROA
Unit to oversee the following activities:

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

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

3.  Maintaining and issuing to hiring departments employment lists
contalning the names of surplus employees.

.4., Auditing all appointments to SROA List I and II classes for

compliance with the restriction of appointments policy.

5. Answering telephone inquiries regarding certification of eligible
. surplus employees.

' '6., Maintenance of data printout listings for both SROA Lists ] and II.

The SPB/SROA Unit is located at 801 Capitol Mall, IMS E-3,
Room 332, Mail Statlon #38. The telephone numbers are as follows:

"SPB/SROA Coordinator: Carole Dobbins
(916) 324-0398, (ATSS 454-0398)

- SPB/SROA Clerk: : Pam Kaser
' ' ' (916) 324-0378, (ATSS 454-0378)

' 1. DETERMINATION OF SROA ELIGIBILITY’

6/88
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A.

RE¢¢GNFTION OF SURPLUS

In order for surplus employees to be considered for SROA eligibility, the
DPA must first recognize that g surplus exists and that unless eliminated
would: result in a layoff. Accordingly, departments which have surplus

.employees and wish to place. them through the SROA program should

discuss their situation with the DPA. Requests for SROA eligibility are to
be submitted to the DPA In writing and must Include specific classes

| " which have surplus employees, the number of positions to be eliminated in

each class, the names and estimated senlority scores of employees

impacted In each class, and departmental plans or options for internal

placement. ‘

1. If it appears that a layoff will take place, department 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.

2. 1If the surplus employees can be placed In the department through

" Involuntary transfer (class and/or relocation} the DPA will review,

on a case-by-case basls, to determine if the SROA program could
 -beneflt the employee and/or the department.

2=
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3.

If an entire program is leaving State jurisdiction, such as county opt-
outs, and all employees are to be provided with positions in the new
jurisdiction, SROA ellgibllity will not be routmely granted, but will
be reviewed on a case-by-case basls. -

B. SROA ELIGIBILITY CRITERIA

1.

3.

Only the lowest senior employees In classes ldentlfied as having

surplus employees within the department, and area of layoff are o

eligible for the SROA program. Eligibility will be approved based on
the antieipated action related to the surplus employees, and may be
restricted by class and location.

Because only employees facing Iayofr/demotion, relocation or
reclassification are eliglble for placement on SROA lists, those who
choose to participate in the program sre expected to make every
effort to secure a position by:

., 8  Responding honestly to contacts;

b. Preparing properly and presenting themsélves well at
interviews; ‘ ' . C

c. Make 8 clear appralsal of thelr existing skllls and abilities,
show an interest In learning new skills, and express an interest
in the position for which they are interviewed; and

d. Clearly state their lnterest or waiver of the pos!t!on.

NOTE: SROA wlill not be used for arbltrary job senrchlng or’
as a means to make desired career changes which
reach beyond the Intent of the SROA program. State
employees retaln permissive transfer rights for those
types of job changes. The DPA will remove from
SROA any employee who misuses their eligibllity.

Employees will not be placed on Inactive status once thelr name !s
active on SROA. Exceptional eircumstances will be evaluated on a
case-by-case basis.

Employees may update their Informatlon, such as addresses or
telephone numbers, at any time by writing to the SPB/SROA Unit.

SROA eligibles may exerclse an unlimited number of walvers of
appointment from SROA llsts. However, eligibles should be -
cautioned that thelr eligibility Is limited and. they should avail_
themselves of all employment opportunities. . e

Departments must notify the DPA and the SPB/SROA Unlt‘when |
their surplus has been ellminated so that employee names may. be
removed from SROA Lists,
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C. LENGTH OF SROA ELIGIBILITY

"1,

LAYOFF/DEMOTION/INVOLUNTARY TRANSFER: SROA eligi-
-bility is limited to 120 days prior to projected date of the

discriminatory hiring practices (Government Code Section 19798)
hearings by the SPB or the established layoff/transfer date,
whichever is later.

EXTENSIONS OF SROA ELIGIBILITY:  Extensions to SROA eligi-
bility will not be routinely granted and are subject to the review and
approval of the Director, Department of Personnel Administration.

D. ESTABLISHING SROA LIST ELIGIBILITY

1.

2.

\ |3'

‘.

DPA will notify the SPB/SROA Unlt when Individuals are approved

for SROA participation.

Partieipatlon in the SROA Program is voluntary. Eligible employees
who choose to participate must complete SPB Form 360, SROA JOB
PLACEMENT QUESTIONNAIRE (See Attachment #1) and return it

" 'to their personnel office. The questionnaire will then be forwarded
. to .the SPB/SROA Unit.- This form provides all information

necessary to place the employee on the appropriate SROA Lists. It

Is the department's responsibillty to provide employees with the

form, explain to them the nature of the SROA program, and to

. forward the completed form to the SPB/SROA Units. Departments

cannot require employees to compliete the Job Placement Question-
naire or forward a questionnalre without the full consent and under-

. standing of the employee.

A limited 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 speclal eligibility requirements. In order to determine whether
surplus employees are eligible to be considered for these positions,
they must fill out and submit SPB Form 360-A SROA COD PRO-
GRAM ELIGIBILITY FORM (See Attachment #2) to the SPB/SROA

. Unit. The departments should provide this form to employees at the

same time that they provide the Job Placement Questionnaire.

Upon receipt of DPA epproval for participation and the completed
Job- Placement Questionnaire, the SPB/SROA Unit will place the

~ employee on the appropriate SROA List(s).

PSB/A449 '

.8« Departments must be aware that If a surplus employee has

been working in an inappropriate class, or has not been
., performing duties typleal to his/her current class, it is possible
that the employee will not be as competitive as others on the
same SROA List. (Hiring departments will not be responsible
for resolving another department's classification problems
through the SROA program.)




b. Departments should recommend appropriate SROA List Il
classes to the SPB/SROA Unit when request!ng ‘SROA’,
eligibility for surplus employees. Departments should also °
review the work historles of their surplus staff in order to help
establish SROA List II ellgibility which might be appropriate
for an Individual but not necessarily all surplus staff in a glven
class. SROA Llst II eligibility 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 c!ass.
of layoff.

IV. REEMPLOYMENT LISTS

A.

ORDER OF PREFERENCE

Reemployment lists take 'precedence over SROA. Lists. The order of
preference in certifying eligibles shall be: Subdivislonal Reemployment
List, Departmental Reemployment Llst, General Reemployment. List,

SROA List, followed by other promotional and open lists. - ‘

B. GENERAL REEMPLOYMENT LISTS
If the appointment Is to be made from a General Reémployment List, the
appointment may be made from one of the three persons standing highest
on the list, If fewer than three names are on the General Reemployment
List, appointment may be made from the persons.on the  Genéral
Reemployment List or the persons on the SROA List.

. V. SROA LISTS - GENERAL INFORMATION
A. RESTRICTED CLASSIFICATIONS

6/88
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The classes Included under the restriction of appointments poiicy will be
placed on either SROA List [ or II, depending on the extent to which they
are related to classes included In a potential layoff o

1. SROA LIST ! consists of all classes included in the antic!pated .
layoff. SROA List 1 on a certification will contain the names of
surplus employees who are currently in that class. :

2. SROA LIST I consists of classes that elther have s general’
relationship to classes included In an anticipated layoff or represent.
alternate placement opportunities for surplus employees. SROA List:
I on a certification will -contain the names. of employees as
recommended by the department and the SPB, :

NOTE: A class may be on both SROA List I and I at the same
time. This may occur where the class has surplus
employees and I8 also considered an salternative
placement opportunity for surplus employees in other
classes.



3. Departments will be issued SROA certifications containing all
" available names for the class. Departments are only required to
_clear the names of employees specifying a location preference for
. the county in which the vacancy exists and the time base requested.

4. Rule of the list applies to SROA list certification. Any employee on
an SROA list may be hired regardless of whether they are a List |
ellgible or a List Il eligible.

B. - REQUESTING SROA LISTS AND DOCUMENTING CONTACTS

‘ Hiring departments are responsible for requesting reemployment and
o + SROA lsts regardless of the source of a regular certification for the
' " class.

-1, Certlfications issued by the SPB Central Certification Unit will
. " Inelude 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/SROA Unit in accordance with
regular certification clearance procedures.

2. If certifications are issued by SPB field offices or by the department

. through delegated testing or decentralized certification, the depart-
ment must contact the SPB/SROA Unit and order a SROA List for
the class.

The SPB/SRCA Unit will issue an informational copy of the SROA
_ list for the class requested.  Departments must document contacts
. on the informational list and send a photocopy of the list to the
v SPB/SROA Unit when the clearance process is completed. (See V.-
‘ " D., Updating SROA Lists and V. - E,, Clearance of SROA Lists.)

- 3. ° Contacts to SROA eligibles are valld for the same period of time as
eodtacts to any other list eligibles.

C. . CONTACT OF ELIGIBLES = .

‘:1. All contacts to employees should be made in writing. Telephone

-contacts may be made if verified in writing, SPB Form 617, SROA

.. Clearance and Walver, should be used for this purpose. Departments

o may order forms by submitting a request in writing to the State
o Personnel Board Supply Unit, 801 Capitol Mall, Mail Station #90.

2. Employees are to be allowed a reasonable time to respond to
inquiries as provided for by SPB Rules 258 and 260. The minimum
am'ount of time that may be given to respond is 48 hours.

D. UPDATING SROA LISTS
'I'he number of names on an SROA List will vary depending on the daily

status of surplus staff in the State. SROA Lists will be updated as
changes take place.

. 6/88
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In order to maximize exposure of SROA eligibles to vacancles whllé '
malntaining an acceptable time frame in the recruitment and hiring
process, the following procedures are to be used for all appolntments
which are subject to the SROA program, :

1'

3.

At the beginning of the recrultment process, departments that have
delegated or partlally delegated testing classes. must call the
SPB/SROA Unit to determine if there are any SROA or
reemployment lists for the recrultment class. Eligibles must then be -
contacted and those that are interested scheduled for an interview.

Prior to completing the recruitment process, making a hiring com-
mitment to anyone other than a reemployment or SROA eligible, or
requesting a special exception, the SPB/SROA Unit will be
contacted to request an updated SROA list of additional names. -
SROA eligibles who have been added to the restricted class are to be -
contacted and given full benefit of the Intervlew proeess.

The initlal SROA list and the SROA update - will fulfil the,
department's responsibility In the use of the SROA program
providing neither the SROA list nor the contacts expire. The second’
SROA contact Is documented on the certification as "SROA list’
updated (date) - ," along with the new names and results of
contacts. If there nre no additions to the SROA list the department'
will enter "No Additional Names." : '

The second contact to the SPB/SROA Unit must be made even !f
there were no names at the time of the first request.

No SROA update is required if the department is hirlng an employee,
from the reemployment or SROA list for the class.

E. CLEARANCE OF SROA LISTS

1.

2.

A name may be cleared from a SROA list for any of the followlng
reasons: ‘

The employee (1) has been hired by an agency other than the one in.
which he/she Is deslgnated as being surplus (HS); (2) waives eligi- -

bility for appointment (AW); (3) does not respond to the contact '

(IDNR); (4) does not appear for work or intervlew (IDNA), or (5) is
hired from this certif!cntlon (H).

In addition, departments may be allowed tc clear the name of an
SBROA eligible by Special Exception ("S.E.") See IX., Special
Exceptions to SROA. -

F. INTERCHANGEABLE POSITIONS

When a department ls attémptlng to fill Interchangeable positions (e.g., . -
Staff Bervices Analyst/Assoclate Governmental Program Analyst or
Greduate Legal Assistant/Legal Counsel/Staff Counsel I, etec) and it clears

the BROA List for one class, It must request and use the SROA list.for =

other class or classes {n the serles. No new employees will be hired while
there are surplus employees In the interchangeable classes. .

-~7-



G‘.

DEPAi{TMENTAL RESPONSIBILITIES

1)

2.

3.

Recruitment

' Hirlng departments are required to make a good faith effort to {ill

vacancies with employees through appropriate use of the SROA
lists. When filling vacancies which are subject to SROA, appointing

. authorities will:

' a8, 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 Ilst prior to completing interviews in order
-+ to glve additional SROA eligibles an opportunity to compete.
. (See V. - D., Updating SROA Lists).

. ¢. Confirm that the dutles of the position are appropriate to the

classification being recruited.

. d. ‘Recognize that a reasonable training period, typically the

‘length of probation, is a part of the selectlon process.
Hires

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

Non-Restrlcted Classes

1t departments have vacancies in classes that are not restricted on
"SROA List 1 or II, they are encouraged to consider surplus empioyees

for 'those vacancies. The SPB/SROA Coordinator will attempt to
provide lists of interested and qualified employees for vacancies in a

' 'varlety of nonrestricted classas when requested.

- VL APPOINTMENT OF SURPLUS EMPLOYEES

. 6/88
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A., . REEMPLOYMENT/SROA LISTS

- ‘Appointment trensactlons wlll be one of the following:

.10'
2.
3.

4,

An appointment from the appropriate reemployment list for the
cluss. '

-An eppolntment from the SROA list.

For surplus empléyees not yet laid off, an appointment by transfer

" may be made after clearance of any existing reemployment list for

the class. '

Por surplus employees who have been laid off but, who are not yet

on. Reemployment Lists, a relnstatement made be made after
clearance of any existing reemployment list for this class.

-8~
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VIIL.
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B. REGULAR EMPLOYMENT LISTS
After any existing reemployr"nent list has been cleared, surplus employees
may be appointed from any regular list upon which they have eligibility
angd are reachable without clearance of the appropriate SROA lists. These
appointments must be approved in advance by the SPB/SROA Coordlnator.
C. DIRECT CONTACT OF SURPLUS EMPLOYEES |

If a department has ident!fied and wishes to hire a surplus employee, they "

may do 3o without clearance of the SROA list. It Is not necessary to walt =

until the employee's name appears on the SROA list.. The SPB/SROA Unit
is to be contacted, however, for verification of the employee's ellgibility

for SROA and to remove the employee's name from the system. Surplus

employees may contact 8epartments directly and obtaln appointments |f -
desired. They do not have to be referred by a SROA certification.

D. PROBATIONARY PERIODS

Departments may require surplus employees hired from SROA lists to
serve a new probatlonary period. Employees rejected during probation
would be returned to thelr former department and would agaln become:
subject to layoff action. .

E. APPOINTMENT AUDIT PROC}'?;DURES

All appointments to SROA List I and Il classes are subject to apdit by the
DPA and/or the SPB/SROA Unit for proper documentation of
appointments end clearances. When Incomplete documentation or
unapproved exceptions to the SROA policy are Identified, follow -up action
with departments will be taken. o

CORRECTIONS OF POLICY VIOLATION

When the audit process reveals a departure from the restrictlon of appolnt-
ments requirements, and the apparent violation is the result of a clerical or
procedural error, the error will be corrected. If a true policy violation exists,
it will be specifically identified to the department along with the appropriate
corrective action. Corrective action may include rescinding the appointment.
When an appointment Is to be rescinded, the DPA will notify the
Personnel/Payroll Services Divislon at the State Controller's. Offlce ‘and the

SPB/SROA Coordinator. .

SROA POLICY EXEMPTIONS

The following types of appointments are not subject to the SROA pollcy and
require no prior approval, providing the stated criteria are met. ,

A. APPOINTMENT FROM A RE-EMPLOYMEN'I‘ LIST

B. MANDATORY REINSTATEMENT TO SBAME CLASS -
SAME DEPARTMENT

C. INTRADEPARTMENTAL TRANSFER TO SAME CLASS

-9-
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D. RETIRED ANNUITANT

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

Applies only to permanent full time employees 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 follow!ng criteria are met:
1. There lIs no true vacancy, and

" 2. - There is no chaﬁge of position, assignment or supervisory/subor-
' dinate relationshlp of employee, and

- 3. The promotion !s clearly Identified as typleal in cases where the
- employee has reached the fully skilled level within a class series
(Staff Services Analyst promoting to the Assoclate level).

~ Promotions that do not' meet the above criteria are subject to the SROA
. 'policy and procedures.

iX. SPECIAL EXCEPTIONS TO SROA

Some types of appointments may be corsidered for special exception to SROA
 .due to extraordinary circumstances. Special exceptions must be requested in
_writing and approved In advance. Blanket exceptions will not be granted.

. Requests ‘for's;;eclal exception to SROA List | and List 1l should be addressed to
' the Personnel Services Branch, at DPA.

NOTE: . 'Requests for speclal exception to BROA List I for Appointments to
* " the Staff Services Manager I level and above require prior Agency
_Becretary approval. ‘

Departments' that do not report‘to an Agency Secretary may submit requests
directly to the DPA. o :

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

A, ‘PLACEM‘ENT OF A DISABLED WORKER

Transfer to 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.

. -10-
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INTRADEPARTMENTAL TRANSFER - CHANGE IN CLASS

To resolve surplus prior to initiating layoff, providing the surplus has been
previously identified in writing to DPA, with a full explanation of the-
situation, ineluding a departmental plan for placement of surplus staff,
Requires written request referring to resolution of surplus.

NOTE: . A departmental hiring freeze has no imp&ct on the SROA
program and [s not an acceptable reason for requestlng a
special exception to SROA.

EMERGENCY AND LIMITED TERM APP'OIN'I‘MENTS,.'

For project status Jobs of short duration (three to six months) when there
is no possibllity of a permanent appointment. Requires narrative request-
fully explaining clrcumstances and a copy of the duty statement.

INTERDEPARTMENTAL TRANSFER
1. Substitution of SROA eligible:

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

2. Flll 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 include a written commitment by the department from which
the employee is transferring and coples of both duty statements..

REINSTATEMENT AFTER LAYOFF

After layoff, Individuals may be permlissively re!nsta'ted to hppropriate S

" elasses 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 exception is requested and granted. The exception request should
include the name of the indlvidual to be reinstated, the class from whlch
they were laid off, and the name of their former department.

OTHER SPECIAL EXCEPTIQNS
Requests for speclal excép’t!é;n based on critical hiring needs ﬁlll be

considered only for the most sensitive positions. Interview of all SROA
eligibles is required. Narrative requests must include:

1. The nature of the critlcal hiring need and why it cannot be met .

through SROA hiring.

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

-11-



'3.- A copy of the position duty statement and a simple organization
chart showing the position.

4. .The consequences if an exception is not granted.
5. "Whethér granting an exception will create a vacancy which can be

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

8. Other posltions that have been filled through SROA mres in the last

six .months.

= Departments may be required to submit additional information upon

- request. - Exception requests will be considered in conjunction with the

- class specification. Critical hiring needs which include extraordinary skill

~ requirements or specialized knowledge and abllities may be subject to
- classification review.

"NOTE: ' | Departments are cautioned not to confuse desirable

qualifications with critical hiring needs.

X. SROA INTERACTION WITH THE CAREER OPPORTUNITY DEVELOPMENT

{(COD) PROGRAM

. Bol.

6/88
PSB/A449

A-".‘

COD CONTRACT PLANNING |

. 1t Is not the 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 important to consider the
‘impact of the SROA program when planning and developing COD
-+ contracts. As a genersal principle, departments 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 1 and Il have sufficient turnover, meaningful COD
. contracts may still be developed.

COD COORDINATION WITH SPB/SROA UNIT

"T'o help ensure that appropriate consideration is given to SROA issues, the

COD Unit at the Personnel Board will consult with the SPB/SROA
Coordinator before finalizing COD contract proposals. The SPB/SROA
Coordinator will provide information on the status of SROA lists and on

o expected surplus employees In the future. This wlll assist the COD Unit

and departments in making appropriate decisions as to which classes to

“inelude in their contracts In order to avoid conflicts with the SROA

program. It s expected that once contracts are approved, transitioning

. problems for COD trainees will be minimal.

-lﬁI'I‘IAL HIRES INTO COD-FUNDED POSITIONS IN RESTRICTED

CLASSES
" Since it is possible that COD eligibles may be on SROA lists, SROA lists

must be screened for eligibles. If ellgibles are found, they must be hired

-12-
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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
questions concerning whether indlviduals flagged on SROA lists possess
the eligibllity requirements should be directed to the COD Unit at the
Personne! Board at 445-5812 (ATSS 485-5812).

TRANSITIONING COD EMPLOYEES INTO PERMANENT POSITIONS IN
RESTRICTED CLASSES

After employees in COD-funded positions have served tlheir appropria’te ‘
tralning period, they may be transitioned to permanent civil servlce.
positions as follows: -

1. Employees who were hired into status classes from éllgible lists may

transfer to permanent positions In the same class without first - -

clearing SROA lists. (Intradepartmental transfers in the same class
are exempt from SROA.)

J

2. Employees who were.hired Into TAU classes and who are required to'
complete in an.examination in order to transition, may be hired into -
permanent positions only after SROA lists have been cleared. !

CE |

Any questions on these procedures should be referred to R. L. Rutherford,’ Manag'er.
Personne! Services Branch, Department of Personnel Administration (916) 324 0439,.
(ATSS) 454-0439. .




o | - ATTACHMENT 1
CALIFORNIA STATE PERSONNEL BOARD

1
_JOB PLACEMENTY QUESTIONNAIRE ‘ - ‘ . . Co
‘TE RESTRICTION OF APPOINTMENTS PROGRAM _ DATE . o

80 {2/88) PAOE 1

The State Personnal Bosrd 1 heiping State smpioyess 1o find new Jobs when they sre faced with layo!l or demotioni dus 10 reduction in Btate civil cervice
. positions, The Board will refer these smpioyses to 5State service vacenches thet sre 1) In the smployes’s current clmlﬂcnion. 2} in the demotional patterns
from the smployes’s currant claas, snd 3) in othar related classes, The Siste Personne! Board will reter you to othar departrmnts who wlll contact you tor their
vacancies, This service wilt be provided 10 you for 120 deys from the date your nsme Is pleced on sn SROA llst.

Participstion in the SROA Program i voluntary. If you with to particlpete, plesss complete each pege of the questionnaire. U hp 2 ol this quutlonnoln to
indicate sny education or sxperisnce you heve that would specifically quality you for a job ouuide of your current ooeupulon Completed guestionnsire
shou!d be returned immediately to your departmentsl personnet office. You can attsch YOur resume to this form., .

LASY NAME FIRET NAME MIDDLE INITIAL IBA.# . -_- WORAK TELEFPHONE NUMBER | :
AREA CODE { y '
CURAENT CLASS CURRENT SALARY MANGE: CURRENT DEPARTMENT .| (LEAVE BLANK)
Oa De DOc ‘ ' e
HOME ADDRESSE CITY . ZIr CODE HOME TELEFHONE POUMIl!‘ﬂ
' : LCA ’ AMEA CODE )
. PLEASE INDICATE THE LOWEBT BALARY THAY YOU WOULD ACCEPT FOR ANOTHERM BTATE JOB8: '
PLEASE INDICATE YOUR INTERESY BY GCHECKING THE APPRAOPRIATE BOX: '
TIME BASE: LANGUAGE FLUENCY: 1 am [J am not  interested In sppolntment 1o a pomlon requiring a second lengsee.
' B8 — Full time only | am fluent In: [0 E1 = Chiness-Cantonese disiect O at - M ax bc arv-8 p s ndsh D Q1 - Brsllia
) 88 — Part tims only 0Ocy - Tegalog O o1 - American Sign O Ht - K orasn
) 28 = Full time or 0O B =~ Jepsnms , O F1 = Porwupsene « O 21 = Vietnamaes
pert time . .

LOCATIONS IN WHICH YOU ARE WILLINO TO WORK: ' , .
PLEASE CHECK YOUR CHOICES -~ YOU WILL NOT BE OFFERED A JOB IN LOCATIONS NOT CHECKED HOWEVER IF MORE THAN 15
ATIONS ARE CHECKED, YOU WILL BE CONSIDERED AVAILABLE FOR WORK ANYWHERE IN THE STATE, .

{B0e4) ANYWHERE !N THE NORTHERN AREA . b . oo ' . \
‘ OR make Northern county salsctiont, ’ ‘

(043¢) Bune (210¢) Placer

(9620} Coluss : (3200} Plumm . .
(9800} Del Norte ___ (4503} Sheste Popd peeees
{1100} Glenn ____ (4600} Sierre : f
(1208) Humboldt {4700} Siskiyou

(1708) Lake T (510@) Sumar NORTHERN

{1802) Lassan T (62928} Tehama ;

(2388) Mendocino — (5300) Trinity

(2600} Modoc —___ (5800) Yubs

{2900} Nevada

(BRA1) ANYWHERE tN THE CENTRAL AREA
OR make Ceontral county selections, !
{@199) Alarmeda {3402 Sacramento o ":.-'-I!.l .:"- at
{6200) Alplne (3504) San Benlto Yo ¥y
{2300} Amador
(@500) Caleverm
{0798) Contra Costs
{9D0Q) El Dorado

{3809) San Franciwco CENTRAL
{3990) S5an Josquin '
(419¢) San Mateo

(4208] Sants Clars

FELEEEEETT

U8 T T U @Ees

{190¢) Fresno (440Q) Sanws Cru2
(2000] Madera (4800) Solanc '
(2199} Maerin {4000) Sonoma ! ., 1
(2200) Mariposa (5000) Stanlsleus el
(2480} Mercod {6506) Tuolumna '“:nnn. N Y AR
{2790]) Monterey (5780} Yolo “’s‘\- |
(2809} Napa -~ ‘:?" mececsmssrmasann
{8211} ANYWHERE IN THE EOUTHERN AREA ' SOUTHERN srasuet
OR maks Southsrn county salections, ' . .'“""E"""'"
(1300) impariat {2689) Mono (4999) San Lul Cbispo . :
(1490) Inyo {(300¢) Orenge ' (4209) Santa Barbere
(1508 Kern {3329) Rivenids (64048) Tulare
{18689} Kings (3608} San Barnardino (6609) Ventun ' '

(1992) Lot Angeler (3789) Sen Disgo . o Co

PLEASE NOTIFY THE PERSONNEL BOARD PROMFTLY . .. tN WRITING ... OF ANY CHANGE IN THE INFORMATION PROVIDED ABOVE,
Cu:ChR-g Bhily M ‘



JUB PLACEMENT QUESTIONNAIRE ‘ ) .
STATE RESTRICTION OF.APPOINTMENTS PROGRAM - .
§PB 360 (ml PAGE: 2 '

EDUCATION Y

NAME OF SCHOOL . COURBE OF BTUDY UNITS DEGREE
b ) 1 M ' A
. ‘ . @

CERTIFICATES OR LICENBES

EXPERIENCE
. FAOM - 10 _JOB TITLE AND DESCAIFTION BALARY EMPLOYER

T

| o pware Ihn my participstion In thc SHOA program is voluntery, )
EMPLOYEE. SIGNATURE _ ' DATE

+

T e A e

PRIVACY ﬂAT!M!NT
AGENCY NAME State Pennonne! Board (sPB).

JNIT RE?ONSII LE FOR MAINTENANCE: Stste Restriction of A,ppolnmmn Unlt, B0t Capitolt Mall, P.O. Box 844201, Sscrarmmento, CA 94244.2010,

AUTHORAITY: Government Code Section 10998.1 it the suthority for the ertabiithment of the State Aestriction of Appointments Program.

*URPOSE: The Information you fumish will be used to add your nems to mestricted lints,

"ROVICING INFORMATION: Perticipstion in the Stats Rertriction of Appointments Progrem i voluntery. if you choose 10 participete, i is required
you provide all information requestsd on pege 1 of \his form, Other Information requestsd on the form is voluntary,

ACCESS: When submitted 1o the Stete Personnsl Board your completsd Siste Rertriction of Appointments Form becomes confidentisl information end the
property of the Boerd. Only suthorized personnel directly Invohved in the sslection procen will be sliowed scoem,




S . ATTACHMENT 2
CALIFORNIA STATE PERSONNEL BOARD ‘ ' :

STATE RESTRICTION OF APPOINTMENTS PROGRAM

COD PROGRAM ELIGIBILITY FORM
100-360-A (6/83)

NAME: : ___*SSA #

ADDRESS : HOME PHOME:
DEPARTMENT: C ‘ OFFICE PHONE:

CLASS TITLE:

A limited number of positions in your job classification may be specially funded
under the Career Opportunities Development (COD) Program. The COD Program is a
special hiring program created under ‘the Welfare Reform Act of 1971. The COD Prograam
subsidizes positions in State departments using State and Federal funds. Legully,
these positions can be filled only by candidates who meet specinl omployment and
training program eligibility 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-[j I am a member of a family receiring welfare assistance under iid to
Families with Dependent Children (AFDC) and I am registered with the
county welfare office located:

{Address) —{city)

H-l:] 1 have a physical or mental disability which has prevented or may prevent
me from obtaining employment and I am a cl1ent of the Department of
Rehabilitation office located'

(Addreas) ' , ‘ (City)
9-[] I am currently vorking in a WIN/COD funded position. . )
Ii-[:] I am currently working in a COD/Rehabilitation funded positidnéf
D i I do not qualify under any of the above. | |

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

PRIVACY STATEMENT

- AGENCY NAME: Stste Pansonne! Board (SPB).

UNIT RESPONSIBLE FOR MAINTENANCE: State Restriction of Appolntmants Unlt, 801 Capltol Mall Sacramento, CA 5814,

AUTHORITY: Government Code Section 10008.1 (s the suthority for sstablishment of the Stats Restriction of Appolmmcnu Program, The
Career Opportunitim Development Progrsm was crsated under the Weilare Reform Act of 1871,

PURPOSE: The information you fumith will be used to dewrmine your eligibllity for positions moeh!lv tunded undor ths Clr“r
Opportunitiss Development Program,

PROVIDING INFORMATION: Perticipation ln voluntary, |f you choose to participete, It i required that you provldo sl requested |
information,

ACCESS When submitted 10 the Personne! Board your completad COD Program Eliglbliity Form bu:omu contidential, Onlv outhorlzod
parionnel directly involved in the selection procass will be allowed access,




DPA Laws and Rules

PART 2.6. PERSONNEL ADMINISTRATION
CHAPTER 1. DEPARTMENT OF PERSONNEL ADMINISTRATION | _‘

CHAPTER 7. SEPARATIONS FROM SERVICE

: Article 3. Layoff Reemployment .

19998. (a) Itis the pohcy 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 eliminatéd or substantially changed due to man-
agement-initiated changes, including but not limited to automation
or other technological changes, steps should be taken on an inter-
departmental basis to assist such employee in locab.ng, preparing to

uahfy for, and bemg placed in other positions in the state civil
service. This provision shall not be construed to restrict the authonty
of the executive branch or the Legislature to effect economies or
make organizational or other changes to increase efﬁcxency in state
government. .

(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 controllmg
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 b}’ the
Legislature in the annual Budget Act.

(Added by Stats. 1981, Ch. 230,) . -
19998.1. (a) The department may temporanly 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 substantxally or eliminated by such r man-

agement-lmtxated cha.nges

(b) If the provisions of this section are in conflict with the provx-
sions of 2 memorandum of understanding reached pursuant to Sec-
tion 3517.5, the memorandurn 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 provmons shall not become effective unless approved by the
Legislature in the annual Budget Act. : .

(Added by Stats. 1981, Ch. 230.)



May 31, 1988

CLASSES ON STATE RESTRICTION OF APPOINTHENTS

cList I List II

Account Clerk II ¥
Accounting Technician X
Administrative Law Judge I, D/Social Svcs X
Administrative Law Judge I, PERB , X
Administrative Law Judge I, PUC X
Administrative Law Judge I, SPB , X
Administrative Law Judge, UTAB ‘ ' X
Administrative Law Judge I, Office of Admin Hearings ‘ ' X
Adoptions Case Worker X
Air Resources Technician [ X'
Alcoholic Beverage Control .Counsel III : - , X 
Clerk, CCC - ' X
Deputy Attorney Ceneral . X
Deputy Attorney Ceneral III] . X
Deputy Attorney, Caltrans X
Deputy Attorney III, Caltrans X
Deputy Legislative Counsel III X
Fair Employment and Housing Counsel III X
Health Services Counsel 1II : - X
Hearing Adviser II, California Energy Commission X
Hearing Officer I, Agricultural Labor Relations Board X o
Hearing Officer I, New Motor Vehicle Board , o X
Hearing Officer I, Occupational Safety and )

Health Appeals Board o X

4 ' .

-Industrial Relations Counsel III C : ' ' X
Industrial Relations Counsel III (Specialist) : : : X
Job Agent : .
Legislative Clerk II ‘ _ - X
Licensing Program Analyst I ' X
Licensing Program Analyst II . . o X

Mailing Machine Supervisor L ; BERE ¢




Office Assistant II (Typing)
Office Assistant II (Cashiering)
Office Assistant II (Ceneral)

Office Services Supervisor I (Cashiering)
Office Services Supervisor I (Filing)

Office Services Supervisor ! (Ceneral)

Office Services Supervisor I (Typing) = . '

Office Technician (Cashic;ing)
Office Technician (Ceneral)
Office Technician (Typing)

Personnel Assistant [

Program Technician Trainee (Ceneral)
Program Technician Trainee (MVS)

Program Technician Trainee (Mobile Homes)
Psychiatric Social Worker

Psychiatric Social Worker (Health Facility)

Pgychiatric Technician

Public Health Social Work Consultant T .
Public Utilities Counsel III, PUC

Real Estate Counsel III (Supervisor)
Real Estate Counsel III (Specialist)

Secretary

Senior Hearing Officer, Department of Social Services

Senior Word Processing Technician

Senior Staff Counsel (Specialist)
Senior Staff Counsel (Supervisor)
Senior Stenographer

Senior Vocational Rehabilitation Counselor

Small Business Assistant I
Sccial Services Consultant ]
Social Serwvices Consultant II
Social Work Associate

Statistical Clerk
Stenographer

Supervising Hearing Officer, Department of
Social Services
Supervising Psychiatric Social Worker [

List I

List II

X

O

-

=

>

x : -




Telephone Operator

Vocational Rehabilitation Assistant

Vocational Rehabilitation Counselor

Vocational Rehabilitation Trainee

Word Processing Technician
Workers' Compensation Judge

¢
.

AU300

<Lisc 1

List II
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