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GENERAL PERSONNEL INFORMATION

I.
PURPOSE:

To provide managers and supervisors information on methods of acquiring staff under the provisions of the State Personnel Law.

II.
SCOPE:

Departmentwide.

III.
FUNDED POSITIONS:

There must be personal service funds and FTEs* authorized in order to fill a position.  

An individual cannot be employed unless the position has been allocated by the Office of Administration, Division of Personnel.  The Office of Human Resources (OHR) maintains a current record of all allocated positions.

*
The term (full time equivalent) used in appropriation bills to indicate number of positions authorized.

IV.
TYPE OF APPOINTMENTS:

An employee is given one of the following appointments:

A.
Original Appointment.  This is the basic type of initial appointment in Merit agencies since it is the means by which new employees are appointed to Merit positions.  It is the most common method of filling vacancies. An original appointment is used when the employee is selected from an open register of eligibles. An original appointment has a probationary period.
B.
Reinstatement.  This is an action which returns an employee to a class in which the employee held regular status, under one of the following circumstances:  appointment from a reinstatement register following a layoff or reinstatement to a former or comparable class during promotional probationary period.

C.
Reemployment.  This is an appointment of a former Merit System employee who had regular status and resigned in good standing.  The individual may be re-employed without competitive certification from the Merit System register in the same or a comparable class or lower class in the same general occupation or “job family."  Re-employed employees serve a probationary period, which may be reduced in length with a minimum of three (3) months being served.

D.
Provisional Appointment.  If the Division of Personnel is unable to certify the names of at least ten (10) available eligibles, a qualified individual may be recruited and given a provisional appointment.  The appointing authority shall submit a Merit application to determine eligibility.  If the applicant is determined eligible, a provisional appointment may be made.  A provisional appointee who successfully completes the working test of a probationary period may receive regular appointment without examination.

E.
Hourly and Intermittent Appointment (H&I).  This is not an appointment from the merit system register but employment is for a period not to either exceed a total of six (6) months continuous service or intermittently (not to exceed 1040 hours) in a twelve-month period.  Temporary appointments are appropriate to provide services while the incumbent of a permanent position is on leave of absence, for positions of limited duration, and for providing services on an “as needed” basis.

F.
Limited Temporary Appointment.  This is an appointment for a period not to exceed 89 calendar days. It is not an appointment from the register.  This type of appointment is given when it is not the intent to retain the appointee beyond the 89 days.

G.
Emergency Appointment.  This is an appointment not to exceed 90 calendar days and is not an appointment from the register. It is similar to a limited temporary appointment but is appropriate when unexpected circumstances make it necessary to employ someone immediately to provide essential services.  This appointment may not be made following a Limited Temporary Appointment.

H.
Unclassified Appointment.  This type of appointment is exempt from the provisions of the merit system.  Therefore, the selection is not made from the Merit System register.

I.
Transfer.  A position may be filled by the transfer of an employee in the same classification from another position in the Department or another Merit System agency (see Transfer, Section 5.7).

J.
Class Transfer.  This is the transfer of an employee in a comparable classification (same salary range) who has regular status and has passed the examination for the position which is vacant.

K.
Promotion.  A promotion is the personnel action taken when a regular employee is selected for a higher level position from the Merit System register (see Promotion, Section 5.6).

L.
Demotion.  A position may be filled by the demotion of an employee with regular status from a higher classification. It may be a disciplinary action or it may be a voluntary action at the request of the employee.

V.
REGULAR STATUS:

Upon successful completion of a probationary period, an employee is deemed to have regular status and no longer on probation.
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