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The Office of Human Resources mission statement is:  “to establish the Office of Human Resources as a customer service advocate by providing quality full service human resources.”
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The ACPM is written in a format to answer the questions for both experienced and inexperienced Attendance Clerks.  If there are still questions after reviewing the manual, contact your Personnel Services Specialist assigned to your unit.
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Nothing in the Attendance Clerk Procedure Manual shall be construed to supersede any contrary provisions contained in an existing collective bargaining agreement.
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The Office of Human Resources (OHR) has written the Attendance Clerk Procedure Manual (ACPM) to meet their Mission Statement as a customer advocate.

The ACPM is a resource tool for you to refer to when performing your assigned personnel functions.  It provides references and instructions for completing the many transactions that you are responsible for.  

Samples of those forms along with procedure guidelines are included within the section in which they are discussed.  For example, appointment document procedures will be found in the Appointment Chapter of the ACPM.
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As the Attendance Clerk, you are the liaison between the employee and OHR.  You will work closely with the Personnel Services Specialist assigned to your unit.  



Attendance Clerk (continue)

Your personnel functions include coordinating appointment and separation documents, preparing and submitting documents for employee’s health and optional benefits.

Timely performance, accuracy and meeting various deadlines are crucial.
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The text in outlined boxes is critical information you must be aware of.  The employee’s appointment, separation or benefits could be affected.

Icons are tools used to represent information.  Throughout the ACPM, outlined boxes with text are used to represent information vital to the task that you are working on. 
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You are encouraged to offer comments or suggestions by using the Critique Sheet.  The input will enable the Manual Coordinator to provide an efficient procedure manual for your use.
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Acronyms are words formed from initial letters of a name.  For example, OHR is the acronym for “Office of Human Resources.”  Acronyms are used frequently in regards to personnel functions.  At the beginning of each chapter there will be a list of acronyms used within the chapter.

The following acronyms are used within the Introduction to ACPM chapter:

[bookmark: _Toc489074831]ABMS			Activity Based Management System

[bookmark: _Toc489074832]ACPM			Attendance Clerk Procedure Manual

[bookmark: _Toc489074833]CalPERS		California Public Employees’ Retirement System

[bookmark: _Toc489074834]DGS			Department of General Services

DOF			Department of Finance

[bookmark: _Toc489074835]DPA			Department of Personnel Administration

[bookmark: _Toc489074836]OHR			Office of Human Resources

[bookmark: _Toc489074837]SCO			State Controller’s Office

[bookmark: _Toc489074838]SPB			State Personnel Board
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The Office of Human Resources consists of the following units.
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	Personnel Transactions Unit
(PTU)
	Processes transactions that affect employee status that include:
· Appointments
· Separations
· Retirements
· Promotions
· Transfers
· Determines salary rates 
· Posts, reconciles and audits attendance records
· Enrollment for health, dental and other benefit plans
· Non-industrial Disability and Industrial Disability claims
Processes documents required to establish, reclassify and abolish budgeted positions.

	Personnel Classification Unit
	Provides advice and assistance to client office’s management on:
· Staffing structure and levels
· Recruitment techniques
· Reasonable accommodations
· Fitness for duty
· Medical issues
Also develops new or revises existing classifications to meet the offices’ needs.

	Personnel Selection Unit
	Provides full range of examining services to clients.  Prepares and administers DGS’ examinations.  This includes:
· Bulletin preparation
· Advertisement
· Exam planning and administration
· Eligible list updating
Works with clients to develop examination tools suited to meet their business needs.

	Workers’ Compensation and Return to Work Program
	Administers labor code provisions and departmental policies governing activities affecting industrially injured employees.  Responsibilities include:
· Advises Management regarding settling workers’ compensation claim with the goal of minimizing and containing costs consistent with legal requirements and departmental policy. 
· Analyze injuries and contributing factors and recommend corrective action to minimize repeat injuries.
· Identifying and placing injured workers in temporary limited duty and reasonable accommodation assignments to lower workers’ compensation costs and meet operational needs and legal requirements.
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	Program Improvement Unit 
	Provides internal HR program improvement consulting services.  Services provided include:
· Activity Based Management System (ABMS) project
· Project management
· Program research
· Improvement process/engineering studies
· Assistance and training to customers involved in change
· Ongoing project management support

	Labor Relations Unit
	Advocates for the Department’s management team.  Services include:
· Represent all levels of DGS management in the negotiation of bargaining unit contracts covering rank and file employees.
· Assist in policy development and implementation
· Train, advise and counsel managers and supervisors on interpretation and administration labor contracts.
· Investigate and respond to grievances at the Director’s level of review.
· Represent DGS in mediation, grievance arbitration hearings and unfair labor practice hearings.
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(PES)

	Provides department managers and supervisors with performance management advice and support to maximize employee performance.  Services include:
· Consultation and assessment of performance problems
· Training and development assistance
· Constructive intervention process consultation;
· Performance correction
· Adverse Action direction

The PES is responsible for the administering of the:
· Merit Award Program
· Mentoring Program
· Employee Assistance Program
· Drug Program
· Training for supervisors and managers
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	Provides clerical support to sections within Office of Human Resources and customer service.  Clerical support and customer service include:
· Typing, copying, filing, mailing
· Answering and directing telephone calls
· Answering questions from other state agencies
· Maintaining the Official Personnel File for all DGS’ employees
· Posting Job Opportunity Bulletins (JOB) and exam information
· Inputting new JOBs onto SPB internet site
· Providing exam JOBs and applications to interested parties
· Maintaining the training resource library
· Reserving the DGS’ conference rooms
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	Provides human resources services to client Boards and Commissions.
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	The Administration Section provides administrative and management support to the Office of Human Resources.
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CONTROL AGENCIES

Control agencies are departments responsible for the regulation of Personnel Management, employment history, payroll, budget control and retirement matters.  Following are summaries of the role control agencies have in governing personnel functions.  
[bookmark: _Toc489074847][bookmark: _Toc491491847][bookmark: _Toc496578260][bookmark: _Toc497008440]
California Public Employee’s Retirement System (CalPERS)

Calpers is responsible for the administration and investment of retirement contributions, and the administration and management of health benefits.
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Department of Finance (DOF)

The Department of Finance purpose is to provide budget control.  They are involved in establishing, reclassifying and abolishing positions.
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Department of Personnel Administration serves as the Governor’s representative for collective bargaining and other labor relation purposes. 

DPA administers policies concerning wages, terms and conditions of employment, such as classifications, work hours, vacations, sick leave, holidays, leave of absence, development and administration of training, and grievance procedures.  

The Savings Plus, Dental, FlexElect, Annual Leave, Employee Assistance, Long Term Disability and life insurance programs are administered through dpa.
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State Controller’s Office (SCO)

The State Controller’s Office is responsible for administering the Uniform State Payroll System.  SCO audits and processes all personnel and payroll transactions for state civil service employees’ disbursement of money, employee payroll, civil service employees’ employment history and leave accounting.
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State Personnel Board (SPB)

The State Personnel Board is responsible for California’s civil service system.  SPB ensures that the State’s civil service system employment decisions are based on merit.  The SPB provides a variety of recruitment, selection, classification, appellate, goal setting, training and consultation services to state departments.
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REFERENCE LIBRARY

Knowing which manual and/or material contain the information you are seeking is important to the processing of personnel functions.  Listed below are the most frequently used references and a brief description of each.

	Reference
	Agency
	Description

	Attendance Clerk Procedure Manual (ACPM)
	DGS
	Procedures/instructions for personnel functions

	Health Benefits Manual
	PERS
	How to document health benefits


	Benefits Administration Manual (BAM)
	DPA
	How to document Dental, FlexElect, Savings Plus, Annual Leave programs


	Payroll and Personnel Procedures Manual (PPPM)
	DGS
	Departmental “in house” manual. Policies, procedures, and guidelines for transactions

	Oracle Human Resources Training Manual – Activity Based Management System
	DGS
	Instructions for utilizing ABMS, which includes PAL

	DGS Pay Scales
	DGS
	Departmental classification salaries and special pay information; can be accessed on personal computer in the MicroSoft Outlook OHR public folder 

	DGS Departmental Manual
	DGS
	Departmental policies; can be accessed on DGS’ Intranet site

	State Administrative Manual (SAM) 


	DGS
Office of State Publishing (OSP)
	A reference source for statewide policies, procedures, regulations and information developed and issued by agencies such as the Governor’s Office, Department of General Services (DGS), Department of Finance (DOF), Department of Personnel Administration (DPA) and Department of Information Technology.
Can be accessed on the DGS’ Intranet Site
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Employees who are responsible for the collection, maintenance, use and distribution of information about individuals which relates to their personal life, including their employment, medical history, financial transactions, marital status and dependents, shall comply with the provisions of the Information Practices Act, Civil Code Sections, 1798 through 1798.78.

The following information related to state employees is classified as “non-personal” information and, therefore, subject to disclosure:

· Name
· Employing department
· Reporting Unit/Location/Work Phone
· Classification and specifications of position
· Duties
· Salary range
· Gross salary
· Tenure
· Time base (full-time, intermittent, hourly, etc.)
· Training received at state expense

Employees who are responsible for maintaining records that contain personal information shall take all necessary precautions to protect the confidentiality of records containing personal information and to assure such records are not disclosed to unauthorized individuals or entities.

The Official California Legislative Information web site has detailed information regarding the Information Practice Acts.  Their web site is:
www.leginfo.ca.gov/calaw.html  

1. Click on “Civil Code”.  
2. Scroll down and enter “California Information Practice Acts” and click “submit”.  
3. Click on “Civil Code Section 1798.24 – 1798.24b.
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TO:	Department of General Services	DATE:_________________
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	The Ziggurat, 707 Third Street, 7th Floor
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