STATE OF CALIFORNIA
DEPARTMENT OF GENERAL SERVICES
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	DISTRIBUTION:
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  Personnel Liaisons, and Attendance Clerks

	EXPIRES:
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In accordance with the 2001-2004 Bargaining Unit 12 contract (Craft and Maintenance), the annual post and bid period for transfers outside the local work locations will be October 1 through October 30, 2002.  The bids will be effective January 1, 2003 through December 31, 2003.  

TELECOMMUNICATIONS TECHNICIANS/SENIOR TELECOMMUNICATIONS TECHNICIANS ONLY

Vacancies for Telecommunications Technicians and Senior Telecommunications Technicians in the Telecommunications Division will be posted statewide (no separate posting for local or outside local).  The vacancy notices will be e-mailed to all maintenance staff in the classifications.  Seniority calculations will be based on continuous departmental seniority in the class.  The Department reserves the absolute right to promote eligible individuals within a shop from a valid civil service employment list if there are no bids from employees within that shop.

LOCAL POST AND BID

No list will be established for Local Post and Bid.  As vacancies occur at the local work locations, the positions will be advertised for local employees to bid.  

Permanent full-time employees who wish to be considered for a position or shift assignment vacancy in their current local work location and current classification must submit a completed Local Work Location Post and Bid Reassignment/ Transfer form to the contact person on the JOB by the post and bid final file date.  The bid form can be found in Outlook, under Public Folders, DGS-OHR, Job Opportunities as an attachment for the position being advertised.  Open the file for the vacancy you want to bid and a customized bid form will be with the JOB. The Office of Human Resources (OHR), Personnel Operation will calculate the seniority of all local bidders.  The most senior bidder will be selected and notified of the start date.  The winning bidder must decide at the time the job offer is made to accept or decline the position.

OUTSIDE LOCAL WORK LOCATION 

All permanent, full-time employees are encouraged to submit a bid form to indicate their bid request(s), or to indicate that they are not interested in participating in the outside local post and bid process.  This form must be signed and submitted to the OHR during the annual 30-calendar day annual open bidding period, October 1 through October 30, 2002.

Employees should refer to the attached “Outside Local Work Location” form for employee and management procedures. 
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OFFICE/BRANCH RESPONSIBILITY

Each Office/Branch is responsible to provide to their eligible permanent, full-time employees a copy of this Human Resources Memorandum and to post it at the employees’ work site.  

To assist the Office/Branch, a hard copy of this HR memorandum will be sent to the Personnel Liaisons with an “Office Listing of Employees” which lists all permanent, full-time employees in Bargaining Unit R12 on the State Controller’s Office employment database as of September 13, 2002.  The Branch/Office needs to add any eligible employee(s) who is not on the list (i.e., transfers or mandatory reinstatements, etc.).  

The list has a column which reflects the ending date of the employee’s probationary period. This list can be used as a worksheet/checklist to show that the bid form was provided to the employee.

· If the column is blank or if the date is prior to 10/30/02, the employee would be eligible to participate in the annual bidding period.  
· If the probationary period ends on or after 10/31/02, the employee is not eligible for this annual bidding period and should not be provided a bid form.  

RETURN OF COMPLETED BID FORMS 

It is the responsibility of the employee to return the completed form to the OHR. Employees are not to give the completed bid forms to their supervisor or manager.  All bid forms, whether sent by Interagency Mail Service (IMS), US Mail or hand delivered, must be date-stamped in by OHR by close of business October 30, 2002.

If a bid form is not received from an eligible employee, the OHR will e-mail the employee that their bid form was not received.  If the employee does not have an e-mail address, the OHR will send an e-mail to their supervisor to be given to the employee.  Send completed forms to:

	Hand Delivered:
	US Mail or IMS:

	P&B R12, Office of Human Resources
Personnel Operations             	
707 Third Street, 7th Floor
West Sacramento, CA   95605
	P&B R12, Office of Human Resources
Personnel Operations               
Mailing address:  
	P.O. Box 989052 (7-130)
	West Sacramento, CA   95798-9052
IMS address: 
707 Third Street (7-130),  IMS Z-1
West Sacramento, CA 



If you have any questions regarding these procedures, please contact your assigned Personnel Analyst.  Labor Relations questions should be directed to your assigned Labor Relations Analyst.



JINNY MUNRO, Manager
Program Improvement and Labor Relations

cc:	BPM Regional Managers		Assistant Personnel Managers 		Personnel Manager
	Labor Relations Staff			Personnel Analysts 			Personnel Transactions
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DGS - BARGAINING UNIT 12
OUTSIDE LOCAL WORK LOCATION
 POST AND BID-REASSIGNMENT/TRANSFER
(SEE PAGE 2 FOR ADDITIONAL INFORMATION)

	
CURRENT CLASSIFICATION:
	
     
	POSITION NUMBER:
[bookmark: Text26][bookmark: Text27][bookmark: Text28]     -     -     -     

	EMPLOYEE NAME
(PLEASE PRINT):
	FIRST		M.I.		LAST
[bookmark: Text40][bookmark: Text31]     	     	     
	OFFICE/BRANCH NAME:
     

	PRESENT WORK LOCATION (ADDRESS/CITY/ZIP CODE):
	     
[bookmark: Text35]           
	WORK TELEPHONE NUMBER:
(      )       -      

	PRESENT WORK WEEK START AND END DAYS ARE:
	START
     
	
TO
	END
     
	PRESENT SHIFT HOURS BEGIN AND END:
	SHIFT BEGINS
     
	
TO
	SHIFT ENDS
     

	
CURRENT SUPERVISOR IS:
	
     
	SUPERVISOR’S TELEPHONE NUMBER:
[bookmark: Text12][bookmark: Text13][bookmark: Text14](      )       -      



Pursuant to the provisions of Article 17, 2001-2004 BARGAINING UNIT 12 MEMORANDUM OF UNDERSTANDING, I hereby request that I be considered for a vacant position or shift assignment outside of my local work location WITHIN THE DEPARTMENT as referenced below.  

Please check appropriate box(es). 
	

	|_|  I am interested in an OUTSIDE LOCAL work location transfer. Complete items 1, 2, 3 and 4.

	|_| I am not interested in the OUTSIDE LOCAL work location Post & Bid process.  Complete item 4 .



	1.
	WORK WEEK: (CHECK ‘ANY WORK WEEK’ OR THE SPECIFIC DAYS YOU ARE INTERESTED IN)

	|_|  ANY WORK WEEK      |_| MON-FRI 	|_| TUE-SAT 	|_| WED-SUN 	|_| THUR-MON	  |_| FRI-TUE   	|_| SAT-WED
|_| SUN-THUR  |_| ALTERNATE WORK WEEK SCHEDULE (INDICATE WORK DAYS AND HOURS): ______________________________

	
	
	

	2.
	SHIFT (CHECK ‘ANY SHIFT’ OR THE SPECIFIC SHIFTS YOU ARE INTERESTED IN)

	|_|	  ANY SHIFT
	|_| 	DAYS  - (DEFINED AS FOUR OR MORE HOURS BETWEEN 6:00 A.M. TO 6:00 P.M.)

	|_| 	EVENINGS  - (DEFINED AS FOUR OR MORE HOURS BETWEEN 6:00 P.M. AND 12 MIDNIGHT) 
	|_| 	NIGHTS - (DEFINED AS FOUR OR MORE HOURS BETWEEN 12:00 A.M.  AND 6:00 A.M.)



Outside local work locations of all DGS Offices/Branches are listed below.  

	3.
	LOCATION (CHECK ‘ALL LOCATIONS’ YOU ARE INTERESTED IN)

	|_| FRESNO
	|_| REDDING
	|_| SAN DIEGO
	|_| SANTA ANA
	|_| VAN NUYS

	|_| LOS ANGELES
	|_| RIVERSIDE/SAN BERNARDINO
	|_| SAN FRANCISCO
	|_| SANTA ROSA
	

	|_| OAKLAND
	|_| SACRAMENTO
	|_| SAN JOSE
	|_| STOCKTON
	



	4
	I certify that I am currently a full-time permanent employee (having successfully completed my probationary period or having completed all requirements of an authorized State apprenticeship program) in the classification above.

	EMPLOYEE SIGNATURE:


	DATE: 



	FOR PERSONNEL USE ONLY

	OUTSIDE LOCAL WORK LOCATION TENURE/TIME BASE:
	
	OUTSIDE LOCAL WORK LOCATION APPOINTMENT DATE:
	
	OUTSIDE LOCAL WORK LOCATION SENIORITY (MONTHS):
	

	SSN:
	
	SENIORITY VERIFIED BY:
	
	DATE VERIFIED:
	

	POST AND BID PERIOD VALID FROM :
								THROUGH:


OHR-R12OL (09/16/02)

DGS - BARGAINING UNIT 12
POST AND BID-REASSIGNMENT/TRANSFER



EMPLOYEE PROCEDURES

Local Work Locations

· Permanent full-time employees who wish to be considered for a position or shift assignment vacancy in their current local work location and current classification must submit a completed Local Work Location Post and Bid Reassignment/ Transfer form to the contact person on the JOB by the post and bid final file date.  The bid form is located in Outlook, under Public Folders, DGS-OHR, Job Opportunities.  Open the file for the vacancy you want to bid and a customized bid form will be with the JOB. The Office of Human Resources (OHR), Personnel Operation will calculate the seniority of all local bidders.  The most senior bidder will be selected and notified of the start date.  The winning bidder must decide at the time the job offer is made to accept or decline the job offer.  

Outside Local Work Locations

· A Permanent full-time employee who wishes to be considered for a different location in their classification, must submit an annual Outside Local Work Location Post and Bid Reassignment/Transfer form during the open enrollment period.  The annual open enrollment period is October 1 through October 30.  Bids will be effective January 1 through December 31.  Completed forms that are sent via U.S. Mail, should be sent to: R12 Post and Bid, Office of Human Resources, Personnel Operations, P O Box 989052, 7th Floor (7-130), West Sacramento, CA 95798-9052.  Hand delivered forms must be brought to: 707 3rd Street, Suite 7-130, West Sacramento, CA  95605.  Bid forms will be kept on file in OHR for 12 months.

· Bidders will only be contacted for the locations, shifts and workweeks they have requested.

· Employees who choose to transfer waive any rights to claims for moving and relocation expenses.

· Employees who do not meet the Post and Bid requirements will be notified by the OHR in writing of the reason(s) why their bid was disqualified.

· Employees selected for transfer to a different local work location have a maximum of five workdays to accept or reject a job offer. A non-response is considered a refusal of the job offer.

· If the employee accepts the job offer, but fails to report to the new work location on the agreed date, the employee shall not be eligible for transfer to an outside local work location for the remainder of the bid period.

MANAGEMENT PROCEDURES

· Branch/Office submits a Request for Personnel Action (RPA) along with the Employment Opportunity Bulletin (or JOB) to the OHR, Personnel Operations.  Under the "Selection Criteria" on the JOB, the following language must be included, "This position is subject to the Post and Bid Requirements for Bargaining Unit 12".

· State Restriction of Appointment (SROA) or Surplus employees will have priority over Post & Bid candidates.
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MANAGEMENT PROCEDURES (continued)

· Once the post and bid final file date has passed, send the Local Work Location Post and Bid Reassignment/Transfer forms to your assigned Personnel Analyst.  S/He will provide you seniority scores for qualified bidders.  Notify the most senior bidder of their start date.  The winning bidder must decide at the time the job offer is made to accept or decline the position. If there are no bids received, notify the Personnel Analyst by e-mail that no bids were received for the specific RPA.  IF NO BIDS ARE RECEIVED,

· Management has the option of filling vacancy by promoting a local DGS employee within the local work location (using a valid civil service employment list); IF OPTION NOT USED,

· Fill the vacancy with request of employee with most seniority outside the local work location.  Employees have a maximum of 5 workdays to accept or reject the job offer; IF NO INTERESTED BIDDERS,

· Management may fill the vacancy using any appropriate hiring process (certification process, transfers or reinstatements, etc.)

VACANCY - A vacancy shall be deemed to exist when a permanent, full-time position is unoccupied as a result of retirement, transfer, termination, resignation, reassignment, new position, promotion, change in tenure to Permanent, or new funding and the employer decided to fill it.

LOCAL WORK LOCATIONS - Defined by DGS and mutually agreed to between DPA/IUOE.  The work locations are: Fresno, Los Angeles, Oakland, Redding, Sacramento, Riverside/San Bernardino, San Diego, San Francisco, San Jose, Santa Ana, Santa Rosa, Stockton, and Van Nuys.  For employees with a headquarter location that is not identified, employees will be placed in the city closet to their headquarter city, i.e., Fullerton, would be placed in Santa Ana; Davis would be placed in Sacramento, etc.

SENIORITY - Seniority is determined by permanent, full-time status employees with the greatest amount of continuous local work location seniority in the classification. 

· Outside seniority is from the first date the employee is appointed on a permanent, full-time continuous basis in the department in the classification.

· Employees who were appointed as an apprentice or in a parenthetical female class and then transition to the journey classification seniority will be counted from the date first appointed into the apprentice/parenthetical class.

ADVERTISING POSITIONS – Upon the decision to fill a permanent full-time position, the vacancy must be posted in each work site within the local work location for a minimum of seven (7) calendar days.  The posted vacancy must include the classification, a duty statement or description of duties, requisite skills and abilities, reporting location, the shift and days off, the final filing date, and the contact person’s name and telephone number.  This will apply to all classes except for the Telecommunications Technicians (TT) and Senior Telecommunications Technicians (STT)

The DGS will use the JOB to convey this information and will post all JOBs on the Outlook DGS/OHR JOB Opportunity Public Folder.  The “Post & Bid File By” date and the “JOB File By” date may be different.  The P&B File by date applies only to current local employees in the classification.  The “JOB File By” applies to all other applicants who are not eligible under the local Post & Bid process.
[bookmark: _GoBack]
