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OVERVIEW
	

The annual open outside local work location bidding period for Bargaining Unit 12 will be held from October 1 through October 30, 2004.  A vacancy for this process exists 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 decides to fill it.  Different shifts and days of work are also considered vacancies. 

Please refer to the attachment, as well as the back of the Post and Bid Reassignment/Transfer form for more detailed information about this process.

Please Note:  There are special P&B provisions for the Telecommunications Technicians and the Sr. Telecommunications Technicians.  Permanent part-time and Permanent Intermittent employees are not eligible for this process.



	LOCAL WORK LOCATIONS
	The local work location identified for this process are: Fresno, Los Angeles, Oakland, Redding, Riverside/San Bernardino, Sacramento, San Diego, San Francisco, San Jose, Santa Ana, Santa Rosa, Stockton, and Van Nuys.



	LOCAL POST AND BID
	· General Process and Eligibility – No list will be established for local P&B.  As vacancies occur at the local work locations, the positions will be advertised for local employees to bid.  All permanent, full-time employees who have completed their probationary period on or before the “P&B file by date” announced on the Employment Opportunity Bulletin (aka JOB) are eligible to bid for the advertised position. 
· Bid Form – The Reassignment Transfer 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.  Each employee is responsible for submitting the bid form to the contact person listed on the JOB by the final file by date.
· Seniority - The Office of Human Resources (OHR), Personnel Operations will calculate the seniority of all local bidders who apply based on “continuous local work location” seniority in the class.
· Selection – 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.


	Continued on next page

	HR 04-015	Page 2

	OUTSIDE LOCAL POST AND BID
	General Process and Eligibility – 
· A list is established for each class by designated city for this process.  
· Employees outside a specific local work location submit a bid form during the annual bidding period held from October 1 through October 30 each year, for transfer to a different local work location (and possibly another shift or work schedule).  
· Bids for positions outside the employee’s current local work location are only accepted during the annual “outside local” bidding period.  
· Employees should only bid for cities for which they want to transfer. 
Bid Forms – 
· The material is sent to the office for dissemination to eligible employees.  
· Each reporting unit is responsible for getting the information to their employees by hand delivery or U.S. Mail for those who are off for an extended period of time. 
· Each eligible employee should receive a personally addressed P&B package.  
· If the material is mailed to the employee, a “return receipt” is suggested.  
· Extra P&B material will be provided for employees who do not receive a personally addressed package, however, the office must contact Berge Ochikubo at (916) 376-5418 to verify if the employee is eligible.
· A worksheet is provided for the office to document when the employees were given the P&B material.  
· After all material is distributed, return the worksheet to: 
		Office of Human Resources 
		R12 Post and Bid 
		P.O. Box 989052 
		West Sacramento, CA  95798-9052
Each eligible employee is required to submit a bid form indicating if they are interested or not interested in the P&B process.  This will be acknowledgement that the employee has been advised of the annual bidding period.  The employees need to indicate by checking the appropriate box on the form that they are/are not interested, and return the form to OHR through U.S. Mail to the post office box listed above, or hand deliver to:
			707 Third Street, 7th Floor
			West Sacramento, CA  95605.  
In either case, the form must be delivered or received (postmarked) on or before October 30, 2004.
Seniority – 
· A seniority list shall be developed within 60 working days following the closing of the filing period and shall be posted in the local work locations until February 28 of each year.  
· This list will reflect all bidders in alphabetical order who have requested to be placed on the P&B lists for locations other than their local work location.  
· These lists will be sent to the hiring offices to contact bidders who are interested in positions local P&B has been cleared.  
· OHR will calculate seniority based on “continuous departmental” seniority in the class. 
Selection – 
· If no employees in the local work location submit a bid for the advertised vacancy, and if management chooses not to promote an employee from an eligible or promotional list, employees from outside the local work location will be contacted in seniority order.    
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	TELECOMM. TECHNICIANS & SR. TELECOMM. TECHNICIANS ONLY
	General Process and Eligibility – 
· 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.  
· The Department reserves the 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.
Seniority – 
· Calculations will be based on continuous departmental seniority in the class.  
Promotions – 
· 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.



	QUESTIONS
	If you have any questions regarding the Post and Bid process, please contact your assigned Personnel Analyst.







LYNN W. CATANIA, Manager
Personnel Operations Section

LWC:BJO

Attachments 

cc:	Certification Specialist
        C&P Analysts
LR Specialists
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Advertising Positions
	This will apply to all R12 classes except for the Telecommunications Technicians (TT) and Senior Telecommunications Technicians (STT)

Upon approval of the Request for Personnel Action (RPA), the Personnel Analyst will:
· prepared the Local Bid form to be posted with Job Opportunity Bulletin (JOB)
· have the JOB posted to the State Personnel Board’s Job VPOS Website, 
· have the JOB the DGS Internet and Intranet Websites, 
· post the JOB and the Local Bid form  to the DGS Outlook, Public Folders, DGS/OHR JOB Opportunity and 
· send a copy of the JOB and Local Bid form to all DGS Personnel Liaisons for distribution to their work sites.




	Submission of Post & Bid Form
	The Local Post and Bid form must be used by the employee to bid for the advertised position. 
· 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.  
· The bid form will also be sent to the Personnel Liaisons when they are sent the JOB.



	State Restriction of Appointment (SROA) or Surplus Status
	Due to the current budget reduction, employees who work at departments that have been identified as surplus or placed on the SROA list and have responded interested on a contact letter, must be interviewed for the position.  Candidates on SROA or Surplus will be considered after the Local and Outside Local P&B process has been cleared.



	Seniority Ties
	To resolve any seniority ties, the tiebreakers will be:
1.  If tied, seniority in the R12 class within the Department.
2.  If tied, seniority in any R12 class within the Department.
3.  If tied, seniority in any R12 class within state service.
4.  If tied, a drawing: Each person writes name on paper and places in a container.  A neutral person, non-manager, non-supervisor, and non-interested party in selection process draws name from the container.



	Removal from Post and Bid Lists
	· If a bidder accepts an appointment to a different classification, he/she will be removed from all Post and Bid lists for the bidding year.
· If a bidder transfers to a different department, he/she will be removed from all Post and Bid lists for the bidding year.
· If the bidder accepts an Outside Local Work Location job offer, but fails to report to the new work location on the agreed date, the bidder shall not be eligible for transfers to an outside local work location for the remainder of the bid period and will be removed from all outside local lists.



	Mandatory Placement
	The parties recognize that the Post and Bid process shall not contravene employee rights to mandatory reinstatement or placements as required by Government Code.



	Requisite Skills and Abilities
	Employees placed under the Post and Bid provisions must possess the requisite skills and abilities of the vacant position.  
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	Discipline/ Substandard Review
	Any employee who has sustained disciplinary action, excluding written reprimands, or received a documented substandard review (that identifies performance expectations) in a majority of the requisite skills of the classification within the last 12 months, may, at the discretion of the employer, not be considered for transfer under the provisions of Post and Bid.



	Employee and Management Procedures
	Please refer to the back of the Post and Bid – Reassignment/Transfer form for additional information on Employee and Management Procedures.  



	Annual Bidding Period Notification
	The OHR will prepare the Human Resources memorandum announcing the annual bidding period which will be held from October 1 through October 30 each year. 

OHR will prepare bid packages for each eligible employee.  These packages will be distributed to each Regional Manager for reporting units under their responsibility.  OHR will provide blank packages for eligible employees not issued a bidding package.

OHR will prepare a worksheet to be used by the reporting unit as a check off list to reflect when the bidding material was given or sent to the employee.  



	Bid Form Process
	The OHR will notify bidders who are rejected from participation in the Post and Bid process and the reason for the rejection.  This notice will be sent to the employee’s e-mail address with a cc to their immediate Supervisor.  If the employee does not have an e-mail address, it will be sent to their Office Building Manager and Supervisor requesting the e-mail be printed out and provided to the employee.

The OHR will calculate the seniority scores for all interested bidders and established Post and Bid information list of all bidders in alphabetical order.  This list will be provided to each Management Unit.  This listing will include the locations, shifts and the seniority scores for each bidder.  This information list will be posted at the job sites until February 28th.  

After the information list is established, the OHR will establish lists for the thirteen local Management Unit cities.  These lists will be provided to the hiring offices after the Local Work Location Post and Bid process has been cleared.  All bid forms received will be kept on file for 12 months

Employees should contact their supervisor to resolve discrepancies in seniority scores. .



	Employment Opportunity Bulletin Posting
	Upon approval of the Request for Personnel Action (RPA), the Personnel Analyst will:
· prepare the Local Bid form to be posted with the Employment Opportunity Bulletin (aka JOB),
· have the JOB posted to the State Personnel Board’s Job VPOS Website, 
· have the JOB posted to the DGS Internet and Intranet Websites, 
· post the JOB/Local Bid form to the DGS Outlook, Public Folders, DGS/OHR JOB Opportunity,
· e-mail a copy of the JOB and Local Bid form to all DGS Personnel Liaisons for distribution to their work sites.
· have a hard copy of the JOB posted on the bulletin board at 707 Third Street, 7th floor, West Sacramento reception area. 

The SPB posting can be found at http://www.spb.ca.gov/wvpos
The DGS Internet website can be found at http://www.dgs.ca.gov/default.htm
The DGS Intranet website can be found at http://www.dgs.ca.gov/JobOpportunities/default.htm
The DGS Outlook Public Folder listing can be found under Public Folder, All Public Folders, DGS-OHR, JOB OPPORTUNITIES


Continued on next page
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	List To Be Used To Contact Bidders 
	After the Request for Personnel Action (RPA) is approved by the OHR and the Local Work Location Post and Bid is cleared, the C&P analyst will e-mail to the hiring office a customized Outside Local Work Location list to be used for the specific RPA.  The existing list for the location will be modified to reflect bidders for the specific work schedule and shift of the RPA and appear at the top of the list in seniority order.  Bidders who are not to be contacted will be shaded out. 

The hiring office will be provided instruction on how to use the list



	
Updating Post and Bid Lists
	The OHR will update the Post and Bid list when they are advised that:
· A bidder accepts an appointment to a different classification.  The employee will be removed from all Post and Bid lists for the bidding year.
· A bidder transfers to a different department or separates from DGS.  The employee will be removed from all Post and Bid lists for the bidding year.
· If a bidder accepts an Outside Local Work Location transfer and does not report to the new work location, on the agreed date, the employee shall not be eligible for transfer for the remainder of the bid year and will be removed from all outside local lists.








DGS - BARGAINING UNIT 12
OUTSIDE LOCAL WORK LOCATION
 POST AND BID-REASSIGNMENT/TRANSFER
(SEE PAGE 2 FOR ADDITIONAL INFORMATION)


	CURRENT CLASSIFICATION
[bookmark: Text46]     
	POSITION NUMBER:
[bookmark: Text45][bookmark: Text15][bookmark: Text17][bookmark: Text16]   -   -    -   

	EMPLOYEE NAME  (PLEASE PRINT):FIRST		M.I.	LAST\
[bookmark: Text18]      
	OFFICE/BRANCH NAME:
[bookmark: Text47][bookmark: Text19]     -      




	[bookmark: Check31]|_|  I AM NOT interested in the OUTSIDE LOCAL work location Post & Bid process, however, I am aware that I can file for positions in my current local work location any time during the contract year.  Complete item 5..
	[bookmark: Check32]|_| 	I AM interested in an OUTSIDE LOCAL work location transfer. Complete items 1, 2, 3, 4 and 5 below.



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.  

	1.    PRESENT WORK LOCATION (ADDRESS/CITY/ZIP CODE

[bookmark: Text20]     
	WORK TELEPHONE NUMBER:

(      )       -     

	PRESENT WORK WEEK START AND END DAYS ARE:
[bookmark: Text21][bookmark: Text22]                              TO:      
	PRESENT SHIFT HOURS BEGIN AND END (indicate AM or PM):
[bookmark: Text23]                           TO:      

	NAME OF CURRENT SUPERVISOR
     
	SUPERVISOR’S TELEPHONE NUMBER:
(      )       -     



	2. I am interested in being contacted for the following work week schedules: 

[bookmark: Check33][bookmark: Check34][bookmark: Check35][bookmark: Check36][bookmark: Check37][bookmark: Check38][bookmark: Check39]|_|  MON-FRI      |_|  TUE-SAT      |_|  WED-SUN      |_|  THUR-MON      |_|FRI-TUE      |_|  SAT-WED      |_|  SUN-THUR

[bookmark: Check40][bookmark: Text27]|_|  ALTERNATE WORK WEEK SCHEDULE (indicate work days and hours)      



	3. I am interested in being contacted for the following work shifts:

	
[bookmark: Check41]|_|  DAYS (DEFINED AS FOUR OR MORE HOURS BETWEEN 6:00 AM TO 6:00 PM)
	
|_|	EVENINGS (DEFINED AS FOUR OR MORE HOURS BETWEEN 6:00 PM TO 12:00 MIDNIGHT)
	
|_|	NIGHTS (DEFINED AS FOUR OR MORE HOURS BETWEEN 12:00 MIDNIGHT TO 6:00 AM)



	4.  I am interested in being contacted for positions in the following locations:

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

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

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



	5.  	 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 :
				01/01/05				THROUGH:         12/31/05


OHR-R12OL (09/27/04) 



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 OHR, Personnel Operations 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 Locations

· Permanent full-time employees who wish 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 and will be removed from all outside local lists.

MANAGEMENT PROCEDURES

· Branch/Office submits a Request for Personnel Action (RPA) along with the Employment Opportunity Bulletin (or JOB) to the OHR, Personnel Operations.  

The priority of recruitment will be as follows:
1. Local Post and Bid, if no interested bidders, then
2. The employer reserves the absolute right to promote individuals within the work location from a valid civil service employment list, providing there is an approved freeze exemption to fill the position, if option is not exercised, then
3. Outside Local Post and Bid, if no interested bidders, then
4. State Restriction of Appointment (SROA) or Surplus Employees, if no interested SROA or Surplus employees, then
5. Management may fill the vacancy using any appropriate hiring process (certification process, transfers or reinstatements, etc.), providing there is an approved freeze exemption to fill the position

	- 2 -
-
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 (PA).  The PA will provide the 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 (PA) by e-mail that no bids were received for the specific RPA.  The PA will then send the hiring office the Outside Local Post and Bid list.  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,

· SROA/Surplus candidates will have priority over other recruitment methods after the Local and Outside Local Post and Bid is cleared.  IF NO INTERESTED SROA/SURPLUS, THEN.

· 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: 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)

All Jobs on the Outlook, Public Folders, DGS/OHR JOB Opportunity.  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.
